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Google Classroom is an application designed to help students and teachers communicate,
collaborate, organize and manage assignments, go paperless, and much more. This guide is
chocked full of step-by-step instructions for using Google Classroom and setting up classes.

Another major component of the LMS is Google Meet (https://meet.google.com) which is a video
conferencing app. It enables users to make video calls with up to 250 users per meeting. It can
easily be used to create a new Meet video meeting or to add a link in a Google Calendar event.
However, please remember, you must be signed in to your 11Ul Email account.

Google Meet will be used for online delivery of lectures of particular course.
1. Setting-up Google Meet:

For connecting through Google Meet, it is not necessarily to go to https://meet.google.com. Meet
can be accessed from Google Classroom as well as your Google (11Ul Email accounts) also.

1. Go to your Google Classroom in which you want to deliver lecture.
2. Click on the class settings icon on the top right corner of the screen:

= Data Mining Stream Classwork People Grades @ b @
BSCS17

Data Mining
BSCS17

Class code f6hz62s [}

Meet link https://meet.google.com/lookup/bylhslhgdu Q

Select theme
Upload photo

Figure 1: Class Settings

3. Under the “General” settings, click “Enable Meet Link™ against the Meet Option. A Meet Link will
be enabled there:

General
Class code fehz62s ~

Stream Students can only comment -

Classwork on the stream Show condensed notifications

Show deleted items
only teachers can view deleted items

Meet

Q Classroom now supports Meet https://meet.google.com/lookup/ftvgtlwlkd -~
Learn more

Visible to students

Figure 2: Enable Meet Link
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4. If you want to share this link with the students, you can either:
e Copy the Link from the drop-down arrow adjacent to the enabled link, and share it with
your students by any communication medium e.g., Email, Class announcement, message

etc.
Meet
Classroom now supports Meet https://meet.google.com/lookup/ftvgtiwlk4
Learn more
Co
Visible to students Y
Reset

Figure 3: Meet Settings - Link Copy

e Set it to be visible to the students. In that case it is not particularly to be shared with the
students. The link will be then displayed on the course home page, after you click on the
“Save” button in the top right corner of the screen:

Stream Students can only comment -

Classwork on the stream Show condensed notifications  +

Show deleted items
Only teachers can view deleted items

Meet

Q Classroom now supports Meet https://meet.google.com/lookup/ftvgtiwlkd ~
Learn more

Visible to students .

Figure 4: Meet Setting - Link Visible to Students

5. The course home page will now be having a meet link in the course header to be accessed by
everyone:

Data Mining Stream Classwork People Grades 533 i 0
BSCS17
e o
Data Mining

BSCS17

Class code f6hz62s [ ]

Meet link https://meet.google.com/lookup/ftvgtiwlk4 Q

Select theme
Upload photo

Figure 5: Meet Link on Course Homepage
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2. Video Conferencing / Live Class using Google Meet:

1. When itis desired to have a live session with the students, announce the time to the students
and click on the given Meet link. Every participant of the class has to click on the given

Meet link to be added into the live session.

2. After clicking on the Meet link, the video conference will be started and as soon as students

will be clicking on the link, they will be added in your live class:

mehrosh khalid@iiu.edu.pk
Q Meet Switch account @

ftvgtlwlk4 /

No one else is here

Camera is starting [ Present

Other options

%2 Join and use a phone for audio

No other
participantisin
the class, if
there are it will
show the
number of
active
participants
here

Figure 6: Meet Video Conferencing Interface

3. Click on “Join now” button. You will be added in the live session.

4. For host of the meeting, when he/she will join the live session, will be prompted for meet

link to be shared with other participants:

Add oth
otmers / Meet Host Nick Name

ftvgtiwlk4

Meet link
Share this info with people you want in the meeting

https://meet.google.com/tmp-aqev-kkr
Dial-in: (US) +1 620-712-2350 PIN: 721 179 168#

|D Copy joining info

2+ Add people

Figure 7: Meet Video Conference - Joining Info
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5. Click on “Add people” (if required) to add participants from IIUI domain to this meet call,
even if they are not the participants of your class:

Add people X

&+ Invite R Call

Enter name or email

Suggestions

2 Dr.N.B.Jumani Professor
A3p nbjumani@iiu.edu.pk

e Zulgarnain Ul

Figure 8: Meet Video Conference - Add people

6. Select the names of the people you want to add, you can either:
e Click on “invite” to add them, or
e Click on “Send Email” button to send them an invitation email (only on IIUI
address), or
e Click on “Call”, by entering their cell numbers, if the data packages support outside
calls.

Add people

&+ Invite R, call

% Dr.N.B.Jumani Profe.. X °Zu|qa'nairlu X |
v

Dr. N B. Jumanl Professor

Zulqarnam 1l

Mehrosh Khalid is inviting you to join a video meeting happening now

Figure 9: Meet Video Conference - Inviting people

7. Click on the people icon, which shows the number of active people in the call in the
superscript, you will be able to see the list of the active people in the call:
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O tal &g ®
Turn on capticns Present now

Figure 10: Meet Video Conference - View people in call
The list of active people in the call will be shown here as:
22 People (1) El Chat

2+ Add people

0 Mehrosh Khalid (You)

Figure 11: Meet Video Conference - Active people list
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8. Click on “Chat icon” to have conversion with the people in the call:

2 People (1) E' Chat

2 Add people

@ Mehrosh Khalid (You)

Figure 12: Meet Video Conference - Chat

3. Meet Video Conference Settings:
There are a number of options available to manage the live session as required.

1. Click on the settings icon in the bottom right corner of the screen to view different settings
options for the live session:

Record meeting

Change layout

Full screen

Turn on captions

Settings

Use a phone for audio

Report a problem

Help

UA PaY (= |
Turn on captions Present now

Figure 13: Meet Video Conference Settings

3.1 Record Meeting:
The option for recording live sessions is very helpful because:
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e Teachers can use this feature to record audios for their lecture notes, Power Point
Slides, Lab Manuals or instructions to be uploaded in the class material.
e Recordings of live lectures can be shared with students who are not able to connect to
the meeting.
e Recording of live lectures can be used in future for further correspondence.
1. Click on “Record Meeting” in the settings window, a pop-up will be shown asking for
consent to record the meeting:

Ask for consent

Decline JAccept

Figure 14: Record Meeting - Ask for consent

2. If clicked on “Accept”, the meeting recording will be started:

Ed *
ftugtiwlkd A~ A - .
Turn on captions Present now

Figure 15: Record Meeting - Ongoing recording
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3. To stop the recording in ongoing meeting, again click on the settings icon in the bottom

right corner of the screen and click “Stop recording” from the menu.

Stop recording

Change layout
[1 Fullscreen

Turn on captions

Settings

Use a phone for audio

Report a problem

Help

=]
fivgtiwlkd A U el ) ©
Turn on captions Present now

Figure 16: Record Meeting - Stop Recording

4. A pop-up will be appeared to take consent for stop recording:

Stop recording this meeting?

Stop recording

Figure 17: Record Meeting - Stop recording consent

5. If clicked on “Stop recording”, the recording will be stopped and simultaneously be saved

to your Google Drive linked with your 1HUI Email account:
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The recording will be saved to Google Drive

ftugtiwlkd A U

Figure 18: Record Meeting - Saved on Google Drive

3.2 Change Layout:

1. Click on “Change Layout” from the settings menu to change the layout of the meeting

interface:

Record meeting

[ [=]
on

Change layout

ra
La

=
@
Q

® U

\EI} - @ i
Turn on captions

Figure 19: Change Layout

2. A pop-up will be appeared to select which particular layout you want to choose from:

Full screen

Turn on captions

Settings

Use a phone for audio

Report a problem

Help

&

Present now
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Change layout

Sidebar Spotlight

Tiled

Figure 20: Change Layout - Layout Options

3. Select the desired layout and the meeting active participants will be shown accordingly.

3.3 Full Screen:
1. Click on the Full Screen option from the settings menu:

@  Record meeting

EE Change layout

| ra
L. Fullscreen

Tum on captions

Settings

Use a phone for audio

a P 6

Report a problem

@ O

Help

) Ed 3|
Turn on captions Present now

Figure 21: Full Screen

2. The meeting will be shifted to Full Screen mode.




INTERNATIONAL ISLAMIC UNIVERSITY, ISLAMABAD
LMS TRAINING MANUAL

Press to exit full screen

Ed *
ftvgtiwlkda ~ A el )
Turn on captions Present now

Figure 22: Full Screen - Enabled

3.4 Turn on Captions:

This feature will enable the live sub titles in English in the live meeting. This will help to the
people who are not properly listening to all others, the captions will let them know what other
people are saying.

1. Click on Turn on Captions from either the settings menu or “Turn on captions button” in
the bottom of the screen:

Record meeting

Change layout

3 Full screen

Turn on captions

Settings

Use a phone for audio

Report a problem

Help

U Py E 3|
Turn on captions Present now

Figure 23: Turn on Captions
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2. Now, all the voices will be translated in English and shown as captions:

You
Asalaam alaikum and welcome to the second class of the

fivgtiwlkd A g el )
Turn off captions

Figure 24: Turn on captions - Showing captions

3. When required, you can “Turn off caption” as:

g ) @ =
Turn off captions Present now

Figure 25: Turn off captions

3.5 Settings:
The audio and video settings can be checked and adjusted from the “Settings” option as shown
here:
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Record meeting

Change layout
Full screen

Turn off captions

Settings

Use a phone for audio

Report a problem

Help

\ll:L o E E E
Turn off captions Present now

Figure 26: Audio / Video Settings

A pop-up will appear showing option for adjusting audio and video settings:

Audio

Microphone

Default - Microphone (Conexant SmartAudi...

Speakers

Default - Speakers (Conexant SmartAudio ... &) Test

Figure 27: Audio Settings

In the Audio settings tab, you can test your microphone and speakers.
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Similarly, in the video settings tab, you can test your camera and select different screen resolution
options that best suits your requirements as:

Audio

Camera

EasyCamera (04f2:b57d) EITEEIE

Send resolution (maximum)

Standard definition (360p)

High definition (720p)

Standard definition (360p)

Standard definition (360p), one video at a time

Audio only

Figure 28: Video Settings

3.6 Use a phone for audio:
This option is only available for Canada and United States!!!

Call me Dial in

Meet calls your phone so you can use it to listen and speak to
the video call. When you answer the call, press 1 to connect to
the call.

Select your country and enter your number.

Country Phone number

B= United States +

+] Canada +1

United States +1

Don't use on a public device

Dismiss

9 Ed = :
Turn on captions Present now

Figure 29: Use a phone for audio
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3.7 Report a problem:

If you are facing any problem using Google Meet, you can report this problem to Google by
clicking on “Report a problem” from settings menu. A pop-up will appear that ask you to share
the screenshot of the problem being faced and send it to the Google:

Send feedback

Leave product feedback or share your ideas.
This isn't a way to contact support, as you
typically won't receive a response

Include screenshot

Click to highlight or hide info

Go to the Legal Help page to request content changes for
legal reasens. Some account and system information may be
sent fo Google. We will use the information you give us to
help address technical issues and to improve our services
subject to our Privacy Policy and Terms of Service.

g ©

Turn on captions Present now

CANCEL SEND

Figure 30: Report a problem

3.8 Help:
Google provides you support regarding the Google Meet. When you click on “Help” in the settings
menu, you will be directed to https://support.google.com/meet?hl=en&authuser=0#topic=7290350

C & supportgoogle.com/meet?hi=en&authuser=0#topic=7290350 +“ @ O
= Google Meet Help it o
Help Center Community Google Mest Z
Using video conferencing for remote work? Set up Meet to help your team work remotely. x

Q

How can we help you?

Q Describe your issue g

Figure 31: Google Meet Help
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3.9 Present now:
Google Meet allow you to share your screen, a particular window or a chrome tab with the
participants in the live call.

1. Click on “Present now” in the bottom left of the screen. A menu will pop-up providing
different sharing options:

Your entire screen

A window

A Chrome tab

+
A e (&=
Turn on captions Present now

Figure 32: Present now Options

a. Your entire screen - will be helpful while sharing slides or compiler screens (in
programming courses)

b. A window — only a particular application window will be shared

o It will ask which particular application window to be shared in thee live call
from the open applications:
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Share an application window
Chrome wants to share the contents of your screen with me y vhat you'd like to share.

-~

G Meet - bck-wahp-zss -... fin. Globalscape - CuteFTP 9.

Ul\-lac’omec a Dreamwea... ﬂ: Cnline Teaching Policy... Google Classroom

Cancel

cc
g k=
Turn on captions

Figure 33: Present now - Window Selection

e Select the desired window from the options, click on the “Share” button and
that window will be shared with all the participants in the live call:

€) Macromedia Dreamweaver & - [DALMS\ contact.html]
File Edit View Inset Modify Text Commands Site Window Help

comon v WELBEEE-4-BDQB-P

contact.htm!

|| [s2] Code | =5 spit | (5] Design | Tite: | Contact Us | Lws T e M @ | C BB
<1i> Ms. Tanvir Fatima (Female Section) | <i class
"mailto:tanveer.fatima@iiu.edu.pk">tanveer.fatimafiiu.edu.pk</a></1i>

Ta-envelope—0 info"></i> <a

</ol>
</div>
<div class="tab-pane” id="iza">
<ol>
<1i> Mr. Rhsan Ali (Male Section) | <i class=" fa-envelope-o info"></i> <a hn "mailto:ahsan.ali@iiu.edu.pk™>

ahsan.ali@iiu.edu.pk</a></1i>

<1i> Ms. Shahzana Naveed (Female Section) | <i class="
"mailto:shahzana.navesd@iiu.edu.pk”>shahzana.naveedfiiu.edu.pka/a»></11>

a fa-envelope-o info"></i> <a h;

</ol>
</div>
<div class="tab-pane” id="mcs">
<ol>
<1i> Mr. Tahir Mehmood (Male Section) | <i class=" fa—envelope-o info"></i> <a h: "mailto:tahir.mehmood@iiu.edu.pk”

>tahir.mehmood@iiu.edu.pke/a»</1i>
<1i> Ms. Shahneela Hassan (Female Section) | <i class
"mailto:shahnesla.hassan@iiu.edu.pk”>shahneela.hassanfiiu.ed.pkc/a></11>

fa-envelope-o info"></i> <a href

<fol>
</div>
<div class="tab-pans” 1d="30c">
<ol>
<1i> Mr. Saeed Akhtar (Male Section) | <i class="fa fa-envelope-o info"></1> <a href="mailto:...@iiu.edu.pk" v
<body> <div.body-inner > <section#main-container > <div.container > <div.row > <div.accordion col-md-12#accordion> 1K / 1sec
gy Codeview You have made changes to the code G Refiesh
To edit selection propertis, cick Refresh or press FS.
meet.google.com is sharing a wi
a

Figure 34: Present now - A window shared

20
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c. A chrome tab — only a particular single chrome tab will be shared.
e It will ask to share which particular tab from the active / open tabs in the
chrome:

Share a Chrome tab
Chrome wants to share the contents of your screen with meet.google.com. Choose what you'd like to share.

Meet - tmp-agev-kkr .

Contact Us | LM 1IU

Data Mining BSCS17

Inbox (1,009) - mehrosh.khalid @gmail.com - Gmail

Gmai

examples of system software - Google Search

LMS Website - mehrosh.khalid@iiu.edu.pk - International Islamic University Islamabad Mail
General Quiz (Responses) - Google Sheets

Quiz -1 - Google Forms

Classwork for Data Mining BSCS17

Share audio Share Cancel

\EI, - @ i
Turn on captions

Figure 35: Present now - Chrome tab selection

e Select the desired tab from the selection, click on share, only that particular
tab will be shared in the live call:
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M IMS [Minbo | G Gme B Dat: [Q N@ @MEX G how | Nam | ch Colo |[E) Colo | ZE How | @ 8iC [ © )V | Y Clas: | [ Quiz |l Gene | G exar | + = X
& C & Imsiiu.edu.pk/index.html Q T m :

B sharing this tab to meet.google.com m

HOME LMS FRAMEWORK TRAININGS DIGITAL LIBRARY ~ FAQS TERMS OF USE LMS LOGIN CONTACT

Gi-SUITE FOR EDUCATION =

A Complete Learning Management System

CONNECT CREATE ACCESS CONTROL
Connect with people across the globe Everything you need to bring your Stores files and what you need Manage Users, Devices and Data
at a single click project to life instantly securely and easily

B Q .
O M E! y 2N

Figure 36: Present now - Chrome tab shared

3.10 Rejoin Meeting:
After you end the meeting, Google Meet once confirms you whether you want to rejoin the
meeting, (in case you have accidently ended the meeting) or not.

You left the meeting

Rejoin Return to home screen

Submit feedback

Figure 37: Rejoin Meeting

If you click on “Rejoin”, you will be re-entered into the meeting. Otherwise click on “Return to
home screen” to return back to your classroom.




INTERNATIONAL ISLAMIC UNIVERSITY, ISLAMABAD
LMS TRAINING MANUAL

3.11 Saved Recorded Meeting on Google Drive:

The recorded Google Meet sessions are saved on the Google Drive (linked with your HUI Email

addresses).

1. In your course home page, click on the Google Drive from the Google Apps icon from the

top right corner of the screen:

— Data Mining
—  Bscs17

Stream Classwork People Grades

Data Mining : @

BSCS17 > — Account

Class code f6hz62s [ ) = E
Meet link https:/meet.google.com/lookup/ftvgtiwlk4 Q 5 <

Docs

Calendar

Upcoming

View all Contacts

Mehrosh Khalid posted a new assignment: Quiz-1

12:02 AM

Figure 38: Google Drive Access from Google Classroom

g

Gmail

Sheets

9

Chat

3

&

Drive

Slides

Q

Meet

2. Your Google Drive will be opened showing you the saved recordings of the live session

.....

as:
L Drive Q, Searchin Drive v @ €E3
My Drive ~
I— New
Quick Access
Priority
» My Drive
g‘ Shared with me
® Recent
Y  stared M tmp-agev-kkr (2020-05-... Ml tmp-agev-kkr (2020-05-... B uiz
You created foday You created today You edited in the past week
E Trash

Figure 39: Google Meet Recordings in Google Drive

3. From here you can upload these recordings in your Google classroom as and when required
(procedure described in “Managing Class Materials Tutorials™). Additionally, you can
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share these recordings with any person with 1HUI Email addresses so easily by right click
the file and click on Share with:

L Drive Q_ searchin Drive SRR
@ Preview
I' New My Drive - €»  Openwith ’
Quick Access 2+  Share
Priority
G2 Get shareable link =
g My Drive +  Addto workspace »
22 Shared with me [ show file location
‘ .
®  Recent #3.  Add shortcut to Drive @)
Move to
‘:}f Starred W tmp-agev-kkr (2020-05-.. liz-1
You created today 7 Add to Starred ted in
i Trash /2. Rename
Name 4 Le
=  Storage B3 Manage caption tracks
3.8 GB used B classroom £9) Manage versions Af
|_|:| Make a copy
Meet Recordings AL
[ g
(1) Report abuse
BB Wwebsite o, Download Af
Get notifications on your computer for shared files and ]E Remaove Ja

important events.
P &1 Not a helpful suggestion

Figure 40: Share file from Google Drive

4. Select the people whom you want to share with. Also select access rights and click on Send
Button:

Share with others Get shareable link (¢

People

zul

"Zulgamain [IUI" <zulqarnain@iiu.edu.pk=

"Malik Zulqamain Paracha 2573-FBAS/BSSE/F14" <zulqarnain bsse2573@iiu.edu |
"Syed Zulgarnain Haider 958-FBAS/BSPHY/S16" <zulgarnain.bsphy958@iiu.edu.pt
"Zulqamain 4783-FSL/LLB/F16" <zulqarnain llb4783@iiu edu_ pk>

Notify people v

Figure 41: Google Meet Recording - Share Options
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5. In addition, you will also receive an Email on your official 1IUl Email address that a new
Google Meet recording has been saved to your drive.

™M Gmail

I- Compose

'V v e % 0O

Inbox
Starred
Snoozed
Important

Sent

871

Q, Ssearchma
Oo- ¢
~ Unread

meet-recordings-nor. tmp-aqev-kkr (2020-05-03 at 18:03 GMT-7) - The recording has been uploaded. tmp-agev-kkr (2020-05-03 at 18:03 GM...
W tmp-agev-kkr (2..

meet-recordings-nor. tmp-aqev-kkr (2020-05-03 at 18:08 GMT-7) - The recording has been uploaded. tmp-agev-kkr (2020-05-03 at 18:08 GM...
W tmp-agev-kkr (2..

Figure 42: Email for Google Meet Recording

6:23 AM

6:15 AM




