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Few Ground Rules

2. Please, keep your camera OFF

3. If you have any Question, 

Please send it in the Chat Room

(OR)

Rise your hand during the Q & A Session

1. Except for the presenter, all other attendee's mic will be kept 

muted condition, to avoid disturbances.  

Recorded version of this webinar shall be made 

available in www.D116.org

http://www.d116.org/
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Online/Virtual Meeting 



Online Meetings 
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1. Planning for Online Meeting

a) Select the 
online platform

b) Sign Up c) Schedule a 
meeting

d) Share the 
meeting link 
with agenda



1a) Online Meeting Platforms
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1b) Signup
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http://www.zoom.us/


1c) Schedule a meeting
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1c) Schedule a meeting



1c) Schedule a meeting



1d) Share the meeting link



1d) Share the meeting link



Sharing the Meeting Link

https://zoom.us/j/883090964

https://zoom.us/j/883090964


Before the meeting
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2. Conduct the Meeting

a) Login as 
HOST

b) Check your 
AV settings

c) Wait for 
members to 

join

d) Start the 
meeting as per 

the agenda



2a) Start the Meeting



2a) Start the meeting 



During the meeting

Audio

Camera

To view and manage

attendees

To conduct

Polls
To share 

screen

Chat/message

Record Meetings



During the meeting
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During the meeting

Stop Sharing 

the screen

To give control 

To the speaker



During & After the Speeches
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Gallery View Pinning the Speaker & Timer



After the meeting
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Basic features attendees should know
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Keep your mouse over your name 

for mute/unmute yourself
Select everyone or any specific 

member you want to send 

message in the chat Room

Test your speaker & Microphone 

before you join the meeting



Other features 
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General Etiquettes 

▸

▸

▸

▸

▸

▸

▸

▸

▸

▸

▸



REMEMBER



Q & A
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