Project Viva Voce — Google Meet

Step by Step guide to conduct Viva Voce
Prepared by Dr. B. Kanickairaj



Overview

* Hosts
* Presenters
* Instructions



Sign In

1. Sign into GMAIL using your email
ID or your Institutional email ID

* eg. abcxyz@gmail.com
* or abcxyz@mail.sjctni.edu

* This is common for hosts and
presenters

Go»gle

Choose an account

Kanickai Raj Signed out
bmkgaa@gmail.com

Dr. B.KANICKAIRAJ Signed out
kanickairaj_ph1@mail.sjctni.edu

@ St. Joseph's College (Autonomous) Signed out
st josephcollege@mail sjctni.edu

(® Use another account

2~ Remove an account

English (United States) « Help Privacy

Terms



For Hosts (Guide/External)

For creating and managing meetings



Starting a Meet

* Click on Start a
meeting
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Q Meet Switch account

Click on Join Now

Meeting ready

meet google com/dgy-evvi-czf

Dial-in: (US) +1 319-343-8877 PIN: 101 874 040#

YTIJITU MADE3W 2013 Join now [F] Present

Other options

%2 Join and use a phone for audio

To avoid echo, use the same device for your mic and speaker




Invite/Add Participants

© Meet - ~new - Google Chrome

@ meet.google.com/dqy-evvt-czf?authuser=0&hl=en .

Click on Add People

Add others

https://meet.google.com/dqy-evvi-czf
Dial-in: (US) +1 319-343-8877 PIN: 101 874 049#

@ Copy joining info

2+ Add people




Sending Invites

Enter the email id
of the participants

Add people

Click on Send email

Sending email as Dr. B.KANICKAIRAJ (via Google Meet) <meetings-
Dr. B.KANICKAIRAJ is invitin n a video meeting happening
now




Meeting Info

Q Meet - ~new - Google Chrome

& meet.google.com/dgy-evwt-czffauthuser=08&hl=en

This link can be sent
through SMS,
WhatsApp, email or
other methods

MAJ&83W 203

o Details

Joining info

https://meet.google.com/dqy-evvi-czf
Dial-in: (US) +1 319-343-8877 PIN: 1018

|_|:| Copy joining info

) - [ Ed ]

Turn on captions Present now

Meeting details v
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Admitting Participants

Q Meet - dgy-evvi-czf - Google Chrome

8 meet.google.com/dgy-evvt-czf?authuser=08&hl=en

Someone wants to join this meeting

@ Kanickai Raj (outside St.Joseph's College (Autonomaus), Tric
02)

Deny entry Admit

Ask to join Present

The Host of the meet will have to Admit the participants
who request to join the meeting

. Joining as
8 bmkgaa@gmail.com (Switch)



©Q Meet - ~new - Google Chrome

@ meetgoogle.com/yt
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Changing Layouts

Q Meet - ~new - Google Chrome — O

# meet.google.com/dgy-evvt-czf?authuser=08&hl=en

® Meeting details

Click on the ellipsis ¢
menu button

2 People (1) [E] chat

2+ Add people

Q Dr. B.KANICKAIRAJ (You)

And click on Change
layout
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Change layout

Full screen
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Turn on captions

Settings

$ ® B

Use a phone for audio

Report a problem

Report abuse
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Help

Me... A A ~ )
Turn on captions Present now



Changing Layouts

Q Meet - ~new - Google Chrome

* Choose the Sidebar
layout




For Students



Joining Procedure
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Dr. B.KANICKAIRAJ (via Go... 10:51 AM
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inviting you to join a video

Dr. B.KANICKAIRAJ is
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Meet Chrome Browser Opera
JOIN MEETING

meet.google.com/dqy-evvt-czf

meeting happening now

dqy-evvt-czf

QPython3

Dial-in: (US) +1 319-343-8877 PIN: 101 Ask to join Present
874 049+#

Joining as
Cancel . g

g bmkgaa@gmail.com (Switch)
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Meeting details

o) People (1) [=] chat

Open your
presentation (PPT) in
the background

2 Add people

o Dr. B.KANICKAIRAJ (You)

Click Present Now in
Meet

Select A window

Present
Your entire screen

A window

A Chrome tab

Ed
Me.. A g )
Ti apt Present now




Presenting

Click on your Presentation

And Click on Share

Clipboard

Slide 10f 1 L2

Presentationl - PowerPaint

Design  Transitions  Animations  SlideShow  Review  View  Add-ins  Help Q Tell me what you want to do

=1 [lavout~ =

Q Meet- dqy-evwt-czf - Google Chrome

& meet.google.com/dgy-evi-czf?authuser=0&hl=en

Share an application window
Chrome wants to share the contents of your screen with meet.google.com. Choose what you'd like to share,

A
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Presenting

Ensure that you are
presenting

Then go to your
presentation

Choose Reading View or
Slide Show

Present your slides

Presentation] - PowerPoint

Animations Slide Show Review View Add-ins Help Q Tell me what you want to do

i NPT =1 Pt |
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D Q Meet- dgy-evvi-czf - Google Chrome — (m]
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@ meet.google.com/day-ewt-czfrauthuser=08thl=en

Plaﬂy'lm

D You are presenting

You're presenting to everyone

Stop presenting

Ed =

Meeting details ~ s - [k .
You are presenting

Turn on captions
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CLICK TO ADD TITLE

Kanickal Raj (You)

Dr. B.KANICKAIRAJ

Dr. B.KANICKAIRAJ

You are presenting

You're presenting to everyone

T}

Presentation on the Phone vs Desktop



End Meet

Click the red phone
symbol to end the
meeting

Q Meet - dgy-ewvi-czf - Google Chrome = O *

8 meet.google.com/dgy-evvt-czf?authuser=08&hl=en -

D You are presenting Meeting details X%
o People (3) 2 EI Chat
2+ Add people

W Kanickai Raj

Dr. B.KANICKAIRAJ (You)

Dr. B.KANICKAIRAJ (Your Pres...

You're presenting to everyone

" 1)

@ Kanickai Raj

Stop presenting

Me.. ~ s’ [k . )
Turn on captions You are presenting



End of Meet

Q Meet - dgy-ewwt-czf - Google Chrome

8 meetgoogle.com/dgy-evvt-czf?authuser=08thl=en

El Feedback

You left the meeting

Rejoin Return to home screen

How was the audio and video?

W W W W W

‘Wery bad Very good



Instructions



Instructions to the External Examiner

* 10 Screenshots to be taken with the respective Guide and each
Student wards at the beginning and at the end of the Viva Voce

* Paste the captured screenshots into a MS Word document
 Save the file with Reg. No. of the student
* Send the screenshot file, PPT and mark sheet to the HOD

* HODs are requested to send the consolidated mark sheet along with
screen shot files for the entire class to the Controller’s Office



Instructions to the Guide

* The guides are requested to train the students before the Viva Voce

* The student should rename the presentation file to their respective
register number



