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How to Login? 

Step 1: Click on the link given by the HOST. 

Step 2: Click on Start Meeting 

 

 

Step 3: After Clicking Green Tab of Start Meeting the below picture can be seen in the system as 

screen, it means we have joined the meeting. 

 

 

 

 

 



BASIC TOOLS AFTER JOINING THE MEETING 

 

 

Mute or Unmute Your Microphone: This tab is used to mute or unmute your mic. If it is Red means it 

is already mute and you can hear the voice of the presenter but your voice will not be audible to others 

and if you clicked and the colored changed to black means your voice is audible to all. So, it is suggested 

to all the participants to unmute only when you want to speak something with the presenter. 

 

Video: This tab is used to make your photo visible to others and if you don’t want to make yourself 

visible than you click on the tab and it will be colored red means you and your background is not visible 

to others but you can see all those who are visible. 

Share Content: Explained in detailed in the next slides 

Recorder: Session can be recorded either in the cloud or in the system but this can be used by the 

HOST only. 

Participants List: In this Tab, the list of the participants can be seen. 

Chat Box: in this tab, the participants can write if they want to ask anything to the presenter and chat 

will be visible to the presenter and then he can respond accordingly.  

Under this tab the participant would have option to make his/her statement or chat visible to all or 

only to presenter. 

 

 

 

 

 



Share Data/Content  

 

 

This tab is used the share the content/Data/Screen 

Step 1: Open PPT in your Laptop   

Step 2: Click on the tab as mention above and we will get the below screen. 

 

 

 

Your opened file can be seen in one of the windows like above screen than click on the same window 

and the file in our desktop will be visible to all the participants  and screen of the presenter can be 

seen like below. 

 



 

 

Stop Sharing: Presenter can use this tab to close the file for stop sharing file.  

Chat: the presenter can find all the queries asked by the participants from the chat box and can 

respond one by one accordingly.  

Annotate: this tab can be used by the presenter to use the POINTER, PEN, ERAASER, etc. during the 

presentation. If you click on the tab than we can see the below screen. 

 

     Eraser 

                                                                           Color Text 

                                                                                                                         Pen and Pencil Tool 

                                                                          Draw Shapes 

                                                                                                                             Write Text 

                                  Laser Pointer/Highlighter 



Share PPT or Content to all other participants by the presenter. 

 

Note: File can be shared by HOST only and then other participants can download the same file in 

their own system. Below is the step to share the file by the HOST. 

Step 1: Click on Tab (File) 

Step 2: Click on 4th Last Tab (Transfer) than below screen can be seen. 

 

 

Step 3: Click on tab share file as indicated 

Step 4: Choose file from the system and once the file is selected than the below screen will be there.  



 

 

Download by other Participants 

Same screen as above will be visible to all the participants in their system once the host will share. 

Step 1: Click on file attached so that file can be select and once this file will be selected than the Tab 

of DOWNLOAD will be highlighted in the screen of all the participants.  

Step 2: The TAB download will be highlighted than click on the same and file will be downloaded in 

your system so it is requested to participant to remind the host/presenter to transfer the file so that 

others can also save for the future reference. 

 


