
 
 

 

Google Applications Chat instructions  
 

Purpose 

These instructions provide instructions to use the Google Talk (Chat) feature. Students need to 

invite other students to chat. Regularly used contacts will appear in the chat gadget list and 

you may invite them to chat. 

 

Due to the use of a numeric user ID at the University to access IT services, you need to be 

aware of the process to invite and receive invitations.  

 

Note: you are only able to invite students also on Google Apps and on the same domain. If 

you try to invite contacts to chat that are not on Google, they may receive an offer to sign up 

to a commercial Gmail account.  
 

Locate the Google Chat gadget on the Google Apps interface. 

 
 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

To invite a fellow student to chat, type in their name in the field underneath the Chat title bar, 

select the appropriate student and select invite to chat in the flyout window. 
  

 
 

The invitation screen will appear, send the invite. Note this will not appear in your sent folder. 
 

 



 
 

 

The account ID (user ID) will appear in your list. Select and click More. 

 
 

Edit the contact, by clicking Edit. 

Then add your chat buddyôs real name in the Name field/Instant Messaging and click Save. 

 


