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To,

All Campus Directors,
All HODs &
All Students

Subject : Guidelines for Online Classes - Revised Order
Ref : Letter no: IMU-HQ/C/11/3/2020/0ff.Ord. dated 29.04.2020

Dear Sirs,

1. Attention is invited to the previous above-mentioned reference regarding guidelines for
online classes.

2. The primary guidelines regarding online class namely Online Course Guideline -
I/290420 (22-page document), were issued aiming to plan the online teaching activity in
an improved way by feedbacks and continuous improvements.

3. Based on the feedback and suggestions from all stakeholders, revised guidelines are
being issued, which are basically addition of procedure of marking attendance and recording
meeting in the primary guidelines.

4. These guidelines will supersede the previous guideline since the previous guidelines
contents will be subsumed in these and will be nhames as Online Course Guideline -
II/110520

5. Based on the feedback and suggestions from all stakeholders, additional / new /
improved guidelines may further be issued by HQ.

6. The HODs are required to supervise the entire process at the Campus levels in
consultation with IT Dept of HQ.
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Online Course Guideline - 1I/290420

Guidelines for promoting online course delivery

1) These guidelines shall serve as a starting point of streamlined / documented
online course delivery (which were happening already in an informal way). The
course work delivered shall be considered to be of supplementary nature and not

as substitute for personal interaction in class.

2) Campus Directors are requested to brief & forward the guidelines to be followed

to faculty/HoDs, in this regard suitably.

3) Campus Directors in consultation with HODs/faculty may finalise a suitable
format for documentation with details such as Faculty Name, Subject / Lessons,
Semester No./ Year, Topics to be covered in online mode, Day / Week wise classes
planned etc. After this feedback HQ will formalise a monitoring mechanism to

further improve the course content, formats, student coverage and assessment.

4) Further, HoDs shall be entrusted with the task of guiding the planned online
classes and report on weekly basis on compliance & feedback to Campus Directors.
Accordingly, Campus directors may be enjoined to have an overall monitoring &
review. This component shall become part of weekly campus report being

despatched to HQ on every Wednesday.

5) Directors shall ensure adaptation of online teaching/interaction in their
campuses progressively to cover more portions of select subjects with time. Any
difficulty/non-compliances to this directive shall be brought to the knowledge of

the HQ for timely resolution.

6) All Students / Cadets shall be intimated by respective faculty through e-mail/
g-invite / notice in IMU website reg. the proposal of online classes in “Google
Classroom”. The number of students not covered shall be reported in the weekly

report so that additional steps could be initiated to improve coverage.



7) Faculty in consultation with HODs may create a participative work group headed
by an individual student/cadet among students in each class/batch comprising of
10-15 students/cadets for effective communication of all developments, in this

regard.

8) Class leaders, if any, or the proposed work group may be authorised to Record,
Download & Share the online class contents/ materials to the students / cadets in
any suitable off-line mode, in case of difficulty, if any faced by few students due

to non-availability of internet /computer etc.

9) Faculty may also design questionnaire & feedback forms of each class through
a simple “Google Form” with the support of respective campus IT section /
personnel. Some of the links for introduction on Google class room is presented in

the following table

https://www.commonsense.org/education/articles/teachers-essential-guide-to-google-classroom

https://www.educatorstechnology.com/2019/02/google-classroom-basics-for-teachers.html

https://www.teachthought.com/technology/60-smarter-ways-to-use-google-classroom/

10) As part of “Google Classroom”, faculty shall be encouraged to create contents
in PPT, materials & Audio / Video lectures as OFF-LINE Content and be shared
through Google Drive / YouTube / IMU Website, for the benefit of students/
Cadets. The details on using “"Google Class room” is presented in Annexure-1 for

Faculty and Anenxure-2 for students.

11) For class interaction, the faculty may connect to the students through “Google
Meet” application. Combination of sharing study material by Google Classroom
and interaction by Google Meet shall fulfil the course delivery to large extent. The

procedure for Google Meet is presented in Anenxure-3.

The feedback from Faculty will be solicited to improve the overall process.


https://www.commonsense.org/education/articles/teachers-essential-guide-to-google-classroom
https://www.educatorstechnology.com/2019/02/google-classroom-basics-for-teachers.html
https://www.teachthought.com/technology/60-smarter-ways-to-use-google-classroom/

Annexure -1: INSTRUCTIONS TO FACULTY

Google Classroom helps teachers and students to sign in from any computer or
mobile device to access class assignments, course materials, and feedback.

Procedure to access Google Classroom by Faculty:

1.
2.
3.

Login in to your Gmail account using IMU email id.

Click Google Apps Menu at the top right corner near the Help icon.

Scroll to the bottom and select Classroom. Google Classroom will be opened
in a new tab.

4. Click on the “+” symbol and select Create Class.

5. Enter the Name of the Class, Subject, Section and Room details.

6. A new class will be created. Click on the class to open it.

7. In the header image a Class code will be displayed. Share this code with
the class students to make them join to the class.

8. There are four divisions in the Classroom

a. Stream - Dashboard page listing all the activities created
b. Classwork - Creation of Assignment, Quiz, Questionnaire, upload of
materials, youtube link etc.
c. People - Inviting new students and viewing the existing students
d. Grades - Grade reports obtained by the students based on the
assignments, quiz etc.
Classwork:

1. In the Classwork menu, click on +Create button to create new assignment,
quiz assignment, questions, upload material and reuse post.

2. If the students are assigned with Assignment, Quiz or Questions, the
summary of students assigned, completed students and graded students
will be displayed.

3. Faculty can click on any number and view the position of the assignments.
The documents / answers submitted by the students can be viewed and
graded.

4. There is a link for Google Calendar through which we can schedule
meetings, discussions etc. and Class Drive Folder using which we can upload
the materials in Google Drive and share it.

People:

1. In this People menu, the teachers can Invite other teachers to join the class.

2. Students can also be invited to join the class.

3. Email can be sent to a single student or group of students by selecting the
students and using Email option in Actions menu.

Grades:
1. Grades menu is used to display the grades obtained by each student in the

assignments, quiz, questions etc. and the average marks of the class.



Annexure - 2: INSTRUCTIONS TO STUDENTS

Google Classroom helps teachers and students to sign in from any computer or
mobile device to access class assignments, course materials, and feedback.

Procedure to access Google Classroom by Students:

1.
2.
3.

Login in to your Gmail account using your Gmail id.

Click Google Apps Menu at the top right corner near the Help icon.

Scroll to the bottom and select Classroom. Google Classroom will be opened
in a new tab.

4. If you are using Android phone to access the class, download and install
Google Classroom app from Google Playstore.
5. Click on the “+” symbol and select Join Class.
6. Enter the Class code given by the faculty and click Join.
7. There are three divisions in the Classroom
a. Stream - Dashboard page listing all the activities created
b. Classwork - List of assignments, quiz, questions assigned by the
faculty, files uploaded etc. will be displayed.
c. People - Students can view their classmates here.
Classwork:
1. In the Classwork menu, click on the work assignhed by the faculty.
2. Students can submit their assignments by uploading files or creating new
document, spreadsheet from Google Drive.
People:
1. In this People menu, students can view their faculty and classmates.



1. Login in to your Gmail account using your Gmail id.

in a new tab.

Google Classroom app from Google Play store.

Click Google Apps Menu at the top right corner near the Help icon.
Scroll to the bottom and select Classroom. Google Classroom will be opened

If you are using Android phone to access the class, download and install
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5. Click on the “+” symbol and select Join Class.
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6. Enter the Class code given by the faculty and click Join.
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7. There are three divisions in the Classroom
a. Stream - Dashboard page listing all the activities created
b. Classwork - List of assignments, quiz, questions assigned by the
faculty, files uploaded etc. will be displayed.
c. People - Students can view their classmates here.

Classwork:

1. In the Classwork menu, click on the work assigned by the faculty.
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1. In this People menu, students can view their faculty and classmates.
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Annexure - 3: Brief Introduction to combining “ Google

Meet” and Google Class room”

1)

2)

3)

Faculty and student to interact through Google Meet application. For

beginners, a step-by-step introduction is presented below. For additional

information or any difficulty faced, IT section may be contacted for assistance

When combined with Google Class room and Google meet, the task of sharing

study material and interaction will help the student to get better involvement.

The steps for initiating meet is as follows:

i)

“Google Meet” link to be created by concerned faculties to invite desired
group / batch / students / cadets & controlling heads like HODs /

Campus Directors..etc .

The above stated link can be shared to all group / batch / students /
cadets & controlling heads like HODs / Campus Directors..etc in “"Google
Class room” created / set up by the concerned faculties using their
“IMU.AC.IN” email id.

The off-line contents including PPT, DOCS, PDF , AUDIO / VIDEO files

can be shared from relevant Google Class room to the "Common Google

Drive” which was already created by HQ-IT Section vide

“studymaterial@imu.ac.in” e-mail id. Name / Title for each class /

contents / files may be as desired by each faculty concerned under their

own folders / sub-folders in the drive.

To create suitable folders as one time task & facilitate authorised
faculties to share their content through said google class room in the
above stated google drive, list of faculty name & their official mail ids

may be shared to HQ-IT section initially / as one time process.

For effective implementation, the IT personnel / section of campuses may
also be directed to be in touch with HQ-IT Section.


mailto:studymaterial@imu.ac.in

4)

5)

6)

7)

10

The “Goolgle Class room” can be utilised / access by faculties & students
through “Google Class Room App” available in "Google Play Store” on Free of
Cost in any smart phones. Hence, there is no any specific storage issue
except for the space required for downloading/installing the app.

The contents & class created can be recorded & stored easily using class
room utilities & Google drive as stated above. Hence, off-line access is also
possible in this mode.

Therefore, the procedure to be followed by faculties for creating Goolge Class
room through Google Meet & then sharing materials in Google drive under

III

“studymaterial” may be seen in following pages for reference & easy
understanding.

For any more clarifications, faculties may be asked to contact HQ-IT section
through their campus IT section / personnel so that effective implementation

& permanent solution can be achieved with decentralisation & participation.



Procedure to Link Google Meet in Google Classroom:

Login in to your Gmail account using IMU email id.

Help icon.
Select Meet

Click Google Apps Menu at the top right corner near the
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4. Click Join or Start a Meeting

© Meet 10:23AM - Sun, Apr26 ~ 8 B @

4+  Join or start a meeting

Nothing scheduled today ’

5. Give a Name for the Meeting and click Continue

Join or start a meeting

Enter the meeting code or nickname. To start your own meeting,

enter a nickname or leave blank

IT Dept

sarn how to schedule a meeting in Calendar

6. Camera and Microphone will be initiated.
7. Click on Join Now

12



Q Meet i i @

No camera found

8. Copy the URL displayed on the screen

9. Open Google Classroom and go to Classwork menu.
10. Click Create button and select Assignment

13



= ?SC(NS}_I ooy Stream Classwork Peopls Grades EC I @

E Google Calendar ] Clazs Drive falder

i

Assignment
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11. Enter a title for the assignment like ‘Video Conference
Meeting at 11.00AM".

12. Click Add and choose Link.

13. Paste the URL copied from Google Meet and click Add Link.

Add link

Link
hitps:imeet.google com,

Cancel  Add link

14. Select the due date and click Assign
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x Assignment

B
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[ originality reports

15.
16.

17.
18.
19.
20.
21,

22.
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Now the link will be visible to all the students.

Create this Google Meet link on the same day video
conference is scheduled.

Once the students click on the link, you will be prompted
for accepting the invitation.

Click Accept.

Repeat the process for all the students joining the meeting.
After joining ask the students to mute their mic or else echo
will appear.

To make any presentation from your system, click on the
Present Now button in the bottom right corner.

Select Entire Screen




o
Hsiiappy ¥

23. A popup window will appear with the system screen.
24. Select the screen and click Share

16

25. Now everyone will be able to see the presentation.
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Procedure to Link Google Drive folders in Google
Classroom:

1. Login in to your Gmail account using IMU email id.

2. Click Google Apps Menu at the top right corner near the
Help icon.

3. Select Drive.
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4, Click on Shared with Me and open the folder created in
your Name.
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6. Type the Subject Code as the name for the

(eg.PG13T1201)
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MNew folder

| Pt

7. In this folder, you can upload the documents in any
format like doc, xlIs, ppt, pdf etc. or you can create
documents in google drive directly.

L Drive Q_  Searchin Drive = @ ® m @:&:‘:h @
S Shared withme » Balaji » PG1ITI202 - & B © ]
il i .
Priarity e e B
3 E My Drive o
2 shared withme
® et w
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= storage
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B  coogle_Classroom_UserBuide.pdf 0

M Admin consale

8. Open Google Classroom and select Classwork menu.
9. C(Click Create button and choose Material.
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10. Give a title to the material and select Add.
11. Select Google Drive.
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= Description (optional) Tapi
Mo topic
i Add + Create

& Google Drive

= Link

12. A popup will appear listing your Google Drive files and
folders.
13. Select the file uploaded and click Add.
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2 Airte) 4G Hotspot % | M Searchrezuts skt X | M Inbox - itha@imaacin % [BY Oasswerk for BSGNS]

& » C & classroom.google.com/u/1/w/CDk2NTg2NDEONzEa/t/aH

M Appe M Gmed @ VeuTube @ Map:

Insert files using Google Drive

Recent Upload My Dnive Shared drives Starred

Today

<jedut

ey “\\\-_‘

B Googke_Classioo B Google Mest Scre

Last Week

X

Q Meet -vgiiratic. @ X | @ WELLOMETD INDIAN - X

+ - a x

14. Once the file is enclosed, click Post. The document will be
shared with all the students automatically.

2 Airtel 45 Hatspat * | M Searchresits - saithi: X | M Inbox - thq@imuacin X
€ —+ & cassroomgoogiecom/u/ 1/ w/CDEIN T2 NDEONZES//all

2 oAppe M Gmed @B VouTubs @ Maps

X Material

EI Title

BY Chasswerk for BScNS)

»

Q Meet-wqk-ihety @ % | (B WELCOMETDINDWRN | % | 4 = o x

i Add + Create

Google_Classroom_UserGuide pdf
PhF

Fer
User Guide
BSC(NS) Ye..
Deseription (optional) Topic
Na topic

-

- All students -
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Procedure to Mark Attendance in Google Classroom:

23

Sovevvsssvvvsvemvoro +

Login in to your Gmail account using IMU email id.

Click Google Apps Menu at the top right corner near the
Help icon.

Scroll to the bottom and select Classroom. Google
Classroom will be opened in a new tab.

M Gmail Q. imsnoczed X - o H @O

Hangouts Forms Keep
o- ¢
Compose - Q
[
Inbox Jamboard Cloud Sea... Earth
Starred
Snoozed
Sent
Drafts 8
Al Collections
AISHE
BOB Payment Gateway
Bulk SMS
Chennai E E’
Convocation
Documents 2010 Classroom Cloud Print
Email Id Addition and De.
exams More from G Suite Marketplace
fin
Fixed Assets Sftw
Google Meet Link
HQ Using 4.87 GB Program Policies Last account activity: 1 minute ago
Manage Pawered by Google Open in 1 other location - Details
Information Tec +

No recent chats
Start a new one

4. Open the Class and go to Classwork menu.
5. Click Create button and select Assignment.



— BSc(NS)-1Year
A

[k Meet E Google Calendar [] Class Drive folder

i

Assignment

a - 08.05.2020

B Quizassignment

Question

[ waterial

-

& Reusepost > at 11.00AM on 28.04.2020 DueApras  }
B Topic

@ Google Classroom

6. Give Title as "Daily Attendance - 08.05.2020 05.00PM”".
(Date and time as per the class hours).
7. In the right side menu, select due date as the current date

and set a time limit for marking the attendance (eg.
05.30PM).

X Assignment Saved Assign -
Title For
Daily Attendance - 08.05.2020 - 05.00PM
BSc(NS)-1 Ye. - All students -
= Instructions (optional) Points
100 -
Due
U Add Creat
v + Create Due date &time 7
May 8, 2020
05:30PM

[ originality reports
Learn more

8. Click the arrow next to Assign and select “Schedule”.



X Assignment Saved Assign

Schedule

For Save draft

Title
Daily Attendance - 08.05.2020 - 05.00PM

BSc(NS)HIYe.. ~ I

Discard draft

Instructions (optional) Points
100 =4

Due

U Add + Create SENED .

Topic

No topic -

Rubric

+ Rubric

D Originality reports
Learn more

@

9. Give a date and time and click Schedule. The attendance
assignment will be opened to the students at the given
time only.

Schedule assignment

May 8, 2020 -~

5:25 PM

Cancel Schedule

10.Initially the assignment will be marked as Assigned to all
the students.
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= BSc(NS)-I Year Stream Classwork People Grades @ i @

A
Press to exit full screen
[*] Google Calendar [O] Class Drive folder

Daily Attendance - 08.05.2020 - 05.00PM Due 5:30 PM 3

Posted 5:25 PM

View assignment

E Daily Attendance - 08.05.2020

User Guide

Video Conference at 11.00AM on 28.04.2020 DueApr2g
Test 1 DueAprdo

Google Classroom

@0 0e®0

@

11.The students must open their classroom application and
select the assignment.

—  BSc(NS)-I Year 5 e
=,

E Due 17:30 -
Daily Attendance - 08.05.2020 - 05.00PM 0opeime | Your work

+ Add or create

Assigned

@ Information Technology Dept. IMU  17:25

Class comments

[ ]
> Private comments

@

12.In the assignment page, they must click the “Mark as
Done button”.

13.A confirmation message will appear prompting the
students to confirm the submission. Click Mark as Done.
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Mark as Done?

You didn't attach work for "Daily
Attendance - 08.05.2020 - 05.00PM", so

your teacher will just see that it's done.

Cancel  Mark as Done

14.0nce the students mark their attendance, it will be
reflected in the assignment as “Turned in”.

= ESC(N S)-I Year Stream Classwork People Grades & @
m Google Calendar [[] Class Drive folder
Daily Attendance - 08.05.2020 - 05.00PM Due530PM  §

Posted 5:25 PM

Daily Attendance - 08.05.2020 Due 10:30 AM E

User Guide Posted Apr26 %

Test 1 Due Apr30 %
Google Classroom Posted Apr23 %

Video Conference at 11.00AM on 28.04.2020 Due Apr 28 E

@

15.Click on count in the Turned in option.

16.1t will list all the students who have marked their
attendance. If any student has marked late after the due
time, it will be reflected as “"Done Late / Turned in Late”.
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BSc(NS)-1Year

A
fem 100 paints
D e All students
Sort by status -
D Turned in
O ; Sakthirajan M IT Section Man D—Tfjoao:
D ; Sakthirajan M __j100

@

17.This procedure can be repeated for daily classes.

Instructions Student work

Daily Attendance - 08.05.2020 - 05.00PM

2 0

Turnedin Assigned
Turned in - [}
@ Sakthirajan M IT ; Sakthirajan M

Section Manager N .
urned in
Turned in late

&



Procedure to Recording Meeting in Google Meet:

>

Recording option is available only in Desktop and Laptop

version of Google Meet. Recording is not available in Android
Mobile App.
Login in to your Gmail account using IMU email id.

Click Google Apps Menu at the top right corner near the
Help icon.
Select Meet.

= M Gmail Q, search mail - @ :‘"?5'::, @
I- Compose o- c
[ Primary a% Social @ Promotions @ Updates @ M L
& mnbox Account Gmail Drive
% Starred Registrar .. Mihir 10 Fwd: AIU Invites for the Interaction with Sadhguru Ji on "Indian Universities in Challer
© snoozed Anurag Mall Assista. Fwd: Admission in Maritime Programmes - INDIAN MARITIME UNIVERSITY - Dear IT | b
> Sent me, Vice, IMU & Google Classroom Procedure - Sir, As directed, | have gone through the contents of d E
. Drafts 7 Registrar, me 2 Fwd: IMU- Standard Operating Procedure ( SOP) -Communicated -reg. - Sir, As per the Docs Sheets Slides
» A IMU, Sakthirajan, me 3 Google Meet - Reg - Sir, Please find the below link for video conference scheduled tog
: g‘osgiayment Gateway Deputy Registrar Pu. 2 Fwd: TEST MAIL-AEBAS Solution - Arijit, What application is this licence key for? Plea @ Q
B Bulk SMS Google Security alert for your linked Google Account - Your account it.hg@imu.ac.inis listed calendar et
® Chennai R .. Sakth., Finan. 7 Financial Review Meeting on 24.04.2020 at 3 PM with AR(Finance) of IMU Campuses
B Convocation IMU, Deputy, Deputy 4 List of P10s & AAs under RTI Act, 2005 - Reg - Sir, Please find attached the details of |
B Documents 2019 me .. IMU, Anurag 21 Pamphlet Designs for IMU Admissions - Thanks for the information sir. Rgds-Anurag @ ‘ e
®  Email id Addition and De Deputy, me 3 Fwd: Annual Report 2018-19 _ scanned copies - Thank you sir Regards, IT Departmen Google+ Contacts
: :):]ams R .. Sakthirajan, me 4 Re: Video Conference Meeting on 23.04.2020 at 4.00 PM - RENEWAL OF PROVIDING
B Fixed Assets Sftw Anbu, Principal, me 3 Re: Preparation of IMU Examinations Manual - Minutes of the meeting held on 16.4.2 _
B Google Meet Link Anbu, me 2 Publication of Results of B Tech (NAOE) - reg. - Sir, As per the instructions, the Result and Online Registratio... Apr23
B HQ Anbu, me 6 Fwd: CONSTITUTION OF COMMITTEE TO SUBMIT A COMPREHENSIVE EXAMINATION MANUAL FOR IMU R Apr23
@mfo,ma“m Tec + IMU, me 2 Fwd: Annual Report 2018-19 _ scanned copies - for uploading on IMU's website-reg - Sir, Please refer the tra... Apr23
Registrar IMU OFFICE ORDER - Appointment of Officers-RTI Act, 2005 -reg. - Sir, Please find attached herewith the office o Apr22
IMU, me 2 RTI - Appellate Authority Name Updation in Website - Reg - Sir, As per the instructions, the appellate authorit Apr22
mukul, me 3 Fw: PH.D. ONLINE CLASSES - Dear Sir, Thank you very much. Warm regards Dr. Mukul Mitra On Wednesday, . Apr 22
Deputy, Sakthirajan 2 Fwd: - Sir Please refer to the trailing mail. The link provided by the candidate is used in the Online Counselli Apr 22
me, Deputy 2 Email id for IMU Students under IMU domain - Sir, 1. Please see the trailing mail containing a detailed note ... Apr 21
Balaji, me 3 Students Service Request Portal (SSRP) - Reg - Sir, As per the directions of the VC, Students Service Reques.. Apr 21
:z;e:en“;::::z Deputy, IMU, me 6 Fwd: IMU EMAIL ID - Sir The passwords for newly created email ids were already communicated to Director Apr 21
Vinay Saini Invitaion to be the part of "Kaushal Setu " - Sir/Madam, Good Evening. Shri Vishwakarma Skill University is t.. Apr 20
V, me, Deputy 5 Attending Video Conference on date - Sir, Please join the call the link has been shared. Any problem please .. Apr 20
- - Karthikeyan .. me,R 5 (Revised - Along with the cover page) Uploading of Annual Accounts of IMU for the FY 2018-2019 in IMU we. Apr 20
htps:// om/Tpli=1&authuser=1 » L . . e . N . .
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4. Click Join or Start a Meeting

© Meet 10:23AM - Sun, Apr 26 ~ 8 B @

4+  Join or start a meeting

Nothing scheduled today J

Collective + Jess Bonham & Anna Lomax + g.co/jbalb

5. Give a Name for the Meeting and click Continue

Join or start a meeting

Enter the meeting code or nickname. To start your own meeting,
enter a nickname or leave blank

IT Dept l

6. Camera and Microphone will be initiated.
7. Click on Join Now
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ithg@imu.ac.in
Q Meet Switch account it @

itdept
N else is hi
No camera found Join now [3] Present
Other opti
¥ Joinandu phe fi d

8. Copy the URL displayed on the screen

Add others
itdept

is info with people you want in the meeting

https://meet.google.com/uyj-qjyg-vxj
Dial-in: (US) +1302-281-2806 PIN: 272 394 605#

|_D Copy joining info

&+ Add people

9. Send the link to the students to join the meeting.

10. Once the students click on the link, you will be prompted
for accepting the invitation.

11. Click Accept.
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12. To record a meeting, click on the “More options” menu
available at the bottom right corner.
13. Select Record Meeting

Record meeting

Ec]  Turn on captions

itdept A ) o« Ed =
Turn on captions Present now

14. A pop up will appear asking for consent to record the
meeting. Click Accept.

Ask for consent

15. Recording icon will appear in the top left corner indicating
the meeting is being recorded.
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L
itdept A 0 P Ed =
P v
Turn on captions Present now

16. After the meeting is over, click the “"More options” and
choose Stop Recording.

. Ed
itdept A 9 -
Turn on captions Present now

17. A pop up will appear requesting the confirmation to stop
the meeting and save it in Google Drive. Click Stop
Recording.
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Stop recording this meeting?

18. A message will appear stating that the recording is saved
to Google Drive.

The recording will be saved to Google Drive

L
itdept A 0 P Ed ™=
P v
Turn on captions Present now

19. Wait for few minutes for the meeting to be stored in the
Google Drive.

20. Open Google Drive.

21. Select Recent menu from the left side menubar.
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L Drive Q,  Searchin Drive v ® @ @ :“1"":;, @
Press to exit full screen
Recent =
F New @
Today
Priority
» [B]  myDrive S g e ®
» Shared drives
2),  shared with me +

(©  Recent
Yy  Starred
o

Trash

Storage

4.9 GB used

ft  Admin console

L Drive

Untitled spread..

Last Week

Attendance

Last Month

Q Search in Drive

B gey-nekj-ctm (2

<<,edu

B Google_Classro

2k ANNUAL =
22. Under Today tab, the recorded meeting will be listed.
23. Right click on the file and select “"Get shareable link”.

BN

Google Meet Sc...

o

@ @

o New Recent ® & © m
Today
J)  Priority
© Preview
» @ myorive S F==t= <> Openwith /)
» Shared drives
2+ Share
GD Get shareable link
2, shared with me +
+  Add to workspace
@©  Recent Untitled spread.. B gey-nekjct
[ show file location
W Stared Last Week #%. Add shortcut to Drive
- 3] Moveto
[ Trash z 'e du
Yy Addto Starred
£ storage /. Rename
4.9 GB used Goagle Classroon
User Manual @ Viewdetails
Attendance B GoogleCcla B3 Manage caption tracks
£0 Manage versions
Last Month [—Ij Make a copy
(D Report abuse w S
&, Download ‘ } #
1 Adninconsl @ remowe .

My Drive > Meet Recordings > Wi qey-nekj-ctm (2

24. Copy the link displayed and paste it in the Google
Classroom as a Material Link, so that students can view
the video later.
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Priority

My Drive

Shared drives

Shared with me

Recent

Starred

Trash

Storage

4.9 GB used

Admin console

Q, Searchin Drive

Recent

Today

Untitled spread

Last Week

Attendance

Last Month

qey-nekj-ctm (2...

Link sharing on @

Anyone at INDIAN MARITIME UNIVERSITY with the link can view

hitps:i/fdrive_google.com/open?id=1rhPBgHeSao5CMBQ_

Sharing settings

W=

Google_Classro. B Google Meet Sc

My Drive > Meet Recordings > Jill qey-nekj-ctm (2020-05-08 at 04:16 GMT-7)

;T




