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OBJECTIVE:

Understand Learners

To empower faculty members to deliver live(ly) online sessions by
understanding learners & digital techniques better.

STATISTICS

NUMBER OF INTERNET USERS

687 mn

ACTIVE MOBILE INTERNET USERS

629 mn

SHARE OF FEMALE INTERNET USERS

33%

Courtesy: statista.com
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INDIA 2ND LARGEST AFTER CHINA

205m
Urban
India
71m kids aged between
5-11 also go online using
adults’ devices
» O 503m
> India
" 850m china

Source: IAMAI/Nielsen

Gender Distribution
(as %)
65 60 69
‘ ; ‘ ; ‘ ;
All India Urban Rural
Age Distribution
40-49 _ ‘ 16-19
20 (in%)
30-39 20-29

Courtesy: timesofindia.indiatimes.com

Coursera 287 (+157)
edX 663 (+510)
FutureLearn 3009 (+3189)
Swayam 10556 (+959)

45 (67%)
19.2 (52%)
6.15 (116%)

3.2 (27%)

1. Based on Alexa Ranking. Numbers in parentheses point to the change in

ranking since March 14th.

2. Number of sessions in March and percent change from February. Based

on SimilarWeb data.
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INTRODUCTION

All the students have their style of learning that explains how they process
information at their best and retain in memory for long. Every person has

a combination of learning styles, but most of them have their preferences.

In schools and colleges, teachers and professors prepare various lesson
plans to reach the information to all types of learners. This process helps in
addressing the needs of different students. This chapter, we'll learn in defail

about the different types of learners and how learning style prefers to learn.

4MAT

These styles are based on the work of John Dewey, Carl Jung, and David
Kolb (St. Germain, 2002). It is based on research from many fields, but mainly is a
synthesis of findings from the fields of learning styles, and right and left brain

dominance.

elearn by
seeking
meaning

elLearn by trial &
error or
seeking hidden

possibilities

eLearn by
thinking
through Ideas

eLearn by
testing
theories

) L

The 4mat system helps learners integrate knowledge and skills; experiment

and solve problems, reflect on what they have learned.

www.ictacademy.in
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10 LEARNING STYLES

I. Kinesthetic Learners

|E| These are the most hands-on learning type of person who loves to
|

learn through tangible ways. They learn best while performing things

on their own.

Il. Read/ Write Learners

® O These people are incredibly comfortable with written words as they

P, =

JA—

love gaining information by reading text materials.

lll. Visual or Spatial Learners

@ This type of learner gains information when they visualize relationships
2227 gndidecs. They take ideas from essays, charts, diagrams, maps, pictures

and other drawings.

IV. Auditory Learners

Q Information when verbally spoken helps auditory learners learn, these

people like to listen to lectures and participate in discussions.

V. Natural Learners

ep People who can learn in any natural way are called natural learners. In

i) any of the other ways, their minds retain information. This type of learner

is the all-rounder of learning.

www.ictacademy.in
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VI. Llinguistic Learners

~ o<~ These learners learn best through different linguistic skills like reading,
t*: writing, speaking and listening. Their best learning methods include

reading textbooks.

VII. Interpersonal Learners

@D These learners learn while relating the information. They love working in

@
‘ £ teams, groups, sharing information and comparing ideas to each other.

Vill. Intrapersonal Learners

f Interpersonal learners are those who love to learn alone. Apart from

@ external sources, these people are encouraged by internal forces.

IX. Logical/ Mathematical Learners

122 These learners must classify or categorize things for understanding a topic.
Gk erVs
- These people understand patterns, numbers, better as compared to

other people.

X. Musical or Rhythmic Learners

This is a kind of learner who uses music melody, rhythm, or beats to
]
‘& learn anything. Some people also think and absorb information better

with background noise.

www.ictacademy.in
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LEFT-RIGHT LEARNERS

Most people know that there exist two hemispheres of the brain are
responsible for different human abilities. However, did you know that there exist
various techniques for teaching students that prefer either a left-brain learning

style or a right-brain learning style?

It should be noted that most neuroscientists believe that virfually everybody

uses both sides of their brains, but one side of the brain tends to dominate over

the other.
Left Brain Right Brain

Analytical Thought Intuitive Thought
Detail Oriented Holistic Perception
Ordered Sequence Random Sequencing
Rational Thought Emotional Thought
Verbal Non-Verbal
Cautions Impulsive
Planning Creative Writing/Art
Math/Science and Logic Imagination
Right Side Motor Skills Left Side Motor Skills

www.ictacademy.in
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CHAPTER 3: NEED OF DIGITAL TRANSFORMATION

DEFINITION

1. Integration of digital technology into all areas of a business
2. Using digital tfechnologies to create new or modify

a. existing processes,

pb. culture,

c. organizational experience

d. operational experience

to meet dynamic business and market needs

3. Essentially changing how we operate and deliver value to customers

ECOSYSTEM

Security

Digital Gap

Services

Personalized
Learning

Technology

WHY DIGITAL TRANSFORMATION MATTER TO EDUCATORS?

- Tradifional education is EVOLVING!!!
- Today, Education must be collaborative & interactive
Digital Transformation positively impacts student learning by opening a world

of endless possibilities and collaboration.

www.ictacademy.in
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- Covid-19 pandemic has disrupted education worldwide >> emergency
remote teaching-learning

« Undertrained Faculty

- Lack of access to good quality and Relevant content

« Lack of data and analytics to standardize student performance

. Intermittent Evaluation and Feedback

PRIMARY GOALS OF DIGITAL TRANSFORMATION IN HIGHER EDUCATION
INSTITUTIONS

Culture of Data-driven
Decision making

Optimize Student
EXperiences

Improving student
metrics-graduation,
retention and course

rates for overall
success

Embracingdigital
mind-set across
everything -students,
faculty, leadership &
admin

Enhancing

Improve Resources

Competitiveness
By usingdigital ways
focusingon
competition

Achieving Excellence,
Teaching,
Communication,
Administration &
Operations

CHALLENGES

« Reluctance to Adapt

« Lack of expertise in Digitization
.« Limited Budget

- Data Security

« Lack of Organizational Strategy

www.ictacademy.in
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DIGITAL TRANSFORMATION
Operation-Priority
* Redefine the services via advanced digital process

« Student Admission, Registration, Examination system, quality assurance
system, course plan, syllabus/module, academia employment

Service-Priority

» Related to Educational mission of universities
» Aims to create new programs, digitization of old programs, face-to-face
education -> Hybrid/Blended education

Service & Operation-Priority
« Aims to undergo a systematic synthesis of both approaches

+ Development of operational process and learning methods are
simultaneous

TRANSITION MODELS
* Monotype ‘Uniform’ to Individualized ‘Customization’
» Acquire/Passive Learning to On-the-Job/Learning by Doing
* Rote Learning to Learning by accessing the source of info
* Intensive Learning to Learning focused on accessing lots of info on demand
+ Single Source (Expert) to Multi-Source

« Standard Assessment to Customized/Individualized

www.ictacademy.in
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CHAPTER 4: ONLINE TEACHING AND LEARNING
STRATEGIES

INTRODUCTION

Gone are those traditional days where teacher could walk into a class use
the black board and explain concepts with book in hand. The need of the day is
sit in a chair in front of a camera and handle students remotely, who are also in
the comfort of their home. Teachers and Faculty need to upgrade their technical

knowledge and skills fo survive this new world.

This chapter will help you understanding where and what you should focus

on to develop the technical skills.

ONLINE TEACHING

Faculties need to put all their efforts in the following 5 places to take their

online class to the next level.

www.ictacademy.in
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Effort
= Plan Your Class B Master Technology ® Work Environment
u Mock Session u Innovate Discussion

10%

Plan Your Classroom

There was a time when college management and faculties seized phones
and frowned upon students who used laptops during class hours. Now the
students are asked to use Laptops to attend classes and home works go in emails.
To plan this online class better the faculty members need to plan their classes
better to complete their syllabus on fime. The following models of planning

classroom will help you deliver your chapter better to students.

FLIPPED CLASSROOM MODEL

In this blended learning approach, face-to-face interaction is mixed with
independent study-usually via technology. In a common Flipped Classroom
scenario, students might watch pre-recorded videos or read an article defined
by faculty before the class. During the class there is a discussion combined with

some explanation from the teacher. After the class is either a set of questions for

www.ictacademy.in
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assessment or homework for the students to complete their flipped classroom

experience.

IN CLASS

Students practice applying key
concepts with feedback

Students prepare to Students check their
participate in class activities under di

an
their learning

5

OUT OF CLASS |4‘—|1 |

Wordpress
To create a website with ease there are lots of hosting sites, here are some

examples wix.com, godaddy.com, boxmode.com and wordpress.com.

Let us learn the working process of wordpress alone, here are some positive

points of wordpress,
- Is a Content Management System (CMS)

« A tool to help you build a website like Google Docs, Microsoft Word,

OpenOffice, LibreOffice or Pages, which help you create documents.
- Displays web pages (HTML) dynamically.

- Users need no knowledge of: HTML, PHP, JavaScript etc. (for basic content)

www.ictacademy.in
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WORDPRESS.ORG WORDPRESS.COM
Web Hosting X FREE
Domain Name X FREE *
Design (Themes) FULLY CUSTOMIZABLE LIMITED *
Plugins FULL CONTROL LIMITED *
Backups SELF MANAGED INCLUDED
Security SELF MANAGED INCLUDED

* upgrades will cost $

Click on Get started

mattic, Inc) [US)

htps//wordpress com * W&

WordPress powers 28% of
the internet.

Step 1

WordPress.com

Login

S lofo

Let's create your new WordPress.com site!

To get started, tell us what your blog or website is about.

Food / Drink Health / Wellness Music Education Government / Politics
Professional Services Art Sports / Recreation Personal / Random Thoughts Travel
Wedding Fashion / Beauty Lifestyle / Inspiration Religion / Spirituality Family / Parenting
Photography Technology Other

Step 2

We're excited to hear more about your project.

What kind of site do you need? Choose an option below:

Y

Start with a blog Start with a website

www.ictacademy.in
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Step 3

Choose a theme.

Pick one of our popular themes to get started or choose from hundreds more after you sign up.

€ Back  Skip fornow >

Step 4

Steg 4
Let's give your site an address.

Enter your site’s name, or some key words that describe it - we'll use this to create your new site’s address.

Step 5§

Pick a plan that's right for you.

Free Personal Premium \ Business
Rest for students <t for hobhvist Best for entrepreneurs Rest for smal biisinesses

ife y 157500 per month, billed vearly £1,665.00 per month, billed vearly
s w SR N
Email and fve chat support Advanced custamization Upload themes and plugins

MINDMAP

Powerful Note-taking tool.

To map all the key information in a single holistic form.

Identify and understand the structure of the message

Helps register subject deep in sub conscious mind.

www.ictacademy.in
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% 0\5
/ 5%

(\&g’ CEALeNT

\QA_Q \WE

Effective use of Mindmap can come from following the following steps,
Use Single Words or Simple Phrases
Print Words
Use Color to Separate Different Ideas
Use Symbols and Images

Using Cross-Linkages

Prepare and Master Technology

Learning is something that does not stop ftill our life ends, becoming
technology master is the best thing we can do now as it is the need of the hour.
Most schools and Colleges have a favorite software tool to handle their students,
be it zoom or google classroom, as faculties we have to become a master in that

software.

www.ictacademy.in
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Set up Work Environment

Setting up the perfect work environment improves seriousness and brings in

the required confidence to handle a session online.

Mock Session

Conduct mock sessions among your peer group faculties to get their inputs
on the subject and your presentation styles. The more mock you conduct the
better as it gives you confidence in delivering sessions online. We should bring our
live class expertise online and the best way is to do Mocks and Demos to senior

and get knowledge from other trainers.

Innovate Discussions

Conduct as many discussions as possible. That is the only way to do keep
the class engaging and active. May be the students need not talk but they can
express their opinion through a chat option or include student’s home works or
assignments as part of your classroom explanations to bring in that additional

value to your learners.

Learning Strategy

There are many learning strategies especially for online classroom here we
will be focusing only on two different kinds of learners and how to handle them
better online as others kinds of learners will learn better without intervention from

faculty.

www.ictacademy.in
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Kinesthetic Learner
Engaging
Real Life Examples
Short Lectures
Virtual Trips
Interpersonal Learner
Work Together in Social Media
Help him/her understand this over a Call

Guided Student Driven Virtual Group study

www.ictacademy.in
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CHAPTER 5: PEDAGOGY TOOLS
MICROSOFT POWERPOINT

Microsoft PowerPoint is a professional tool for making presentations that's
been around for decades. It's got a humber of features that make it a powerful
presentation tool. In this tutorial, you'll learn about Microsoft PowerPoint's origins
and the best version of PowerPoint that fits your needs. You'll also discover tutorial

resources to start learning how to use its deep toolset.

PREZI: A PRESENTATION TOOL

Prezi is a web-based application that allows user to create and edit active
presentations. In April 2009, developers Adam Somali-Fischer and Peter Halacsy

launched Prezi.

Prezi allows for new kind of visualizations and opportunities to link imaginary
to motion. The most often used feature is animation in playing slides. Its unique
zooming features allow users to view minute details as well as the big picture in
their presentation, and allows them to display and navigate freely throughout the

space for more natural feel.

The presentations are created and stored in cloud so that makes the

presenter to access the presentations from anywhere.

Similarities of Prezi and PowerPoint

Both Prezi and PowerPoint are presentation tools used by all kind of people
from Students to Professionals to Business people. Both incorporate images,
sounds, videos, texts and charts for an interactive presentation. Both tools include
animation for text and images in the presentation. Both can give transition effects
between slides to make the presentation livelier. Both of the tools have more

online and offline templates which are great to start creating a presentation.

www.ictacademy.in
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Let’s Understand Prezi

To start using the Prezi tool, one have to create an account in the website

https://prezi.com/

CREATE ACCOUNT
Click on Get Started button to Sign Up.

€ co

Il Prezi

Keep the human connection, even working from

PLANS

There is different plan available for different kind of users. We can select
any one of them according to the need and affordability of our business domain.
The basic plan is free. It allows user to create, share, and store beautiful visual

content online that anyone can see.

Prezi has exclusive plans for Students, Educators and Business people for

individual and teams. Plan cost varies form $3/month to $59/month.

www.ictacademy.in
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How to Create Presentation in Prezi
To start creating a presentation in Prezi, we can either use existing template
or can start from scratch. There are lots of online templates available which is

great to create and edit presentation with good designs.

Once after logged in to the Prezi account, the dashboard appears. That is
where we can start creating the Presentations and Video using Prezi. Also Prezi

allows user to create folder to organize the files to ease access.

DASHBOARD

« c @
@ Prezi -

™ Videos

PREZI \n‘é.’ - aa
@RESENTATION - e VA ~ 4
S é@ .
anywhere. X

;

CHOOSE FROM TEMPLATE

W Choose a template or project type

www.ictacademy.in
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START FROM SCRATCH

Al presentations

Q All owners. -

AN |

NEW PRESENTATION

€ c @ 0 a prezicom RCR neo®a =

= & Untited presentation 7 se # insen 4 shoe icrost e [> bresent - )

PRESENTATION TITLE
SUBTITLE

Double click
to edit

The basic components of Prezi Presentation are Topic and Subtopics. The

Topic are the main presentation to be focused. The subtopic is arranged to be

presented in a topic.

To the left side panel, the controls to add topics and subtopic are given.
While adding the topic we can select the styles of topic to be created as
Planet/Stack.

www.ictacademy.in
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TOPIC TYPES — PLANET/STACK

SUBTOPICS

© Unttied presentaton Presi X

7/ Style

Double click
to edit

Click to edit text

Click to edit text

Double click
to edit

Double click
to edit

There are lot of background images and animation effects are available

which can be added to the presentation.

www.ictacademy.in
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STYLES

¢ o R+ nNn@D ® B =
mCreatevideo | [T @®
=] CHANGE BACKGROUND X

‘‘‘‘‘‘‘‘

UPLOAD YOUR FILE

Upload image i

IMAGES BY UNSPLASH

FREE IMAGES

L1

Double click
to edit

Revert to original v

=Path Settings

We can change the styles of each slides in the presentation. The menu Style

helps in achieving this to the presentation.

INSERT OBJECTS

@ Untitied presentation | Prezi X [y

< c @ O & nitpsy/prezicom/p/edit/1

crote vees | [STENED ©

CHANGE BACKGROUND X

= & Untitled presentation

UPLOAD YOUR FILE

Upload image i

IMAGES BY UNSPLASH

FREE IMAGES

Double click e ‘

to edit /( r:g// 4 Is

>N
i

Background color

A
Reverttooriginal | | [ 1

The presentation can be added with various objects like texts, images,

icons, videos, charts and audios. Also, we add PowerPoint and PDF to the

presentation itself.

www.ictacademy.in
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SHARE PRESENTATION

User can share the Prezi Presentation as Link, Prezi Video. Also user can

collaborate the Prezi presentation with other presentation tools.

Il Untitled presentation | Prezi X IS

<« CcC o © & hitps://prezicom/p/edit/1 ghim_agx-de b noe @\ =

4 share croate viseo [N ©

1 A CHANGE BACKGROUND X

Collaborate
UPLOAD YOUR FILE

Upload image i

PRESENTATION TITLE
SUBTITLE

IMAGES BY UNSPLASH
FREE IMAGES
9 u

L/{ .‘4.5"‘1‘/ , ,\

Double click
to edit

N\
i

Background color

Revert to original | | [ 3

-

Pros of Prezi
There are lot of advantages in using Prezi as the Presentation tool. Here are

some of them listed:

- Preziis cloud-based software which allows user to store the presentation in

the cloud and can be accessed anywhere in any system.
- Prezi allows flexibility in creating presentation using its zooming feature.
- Prezi templates are aesthetic.
- Prezi can be used to create Non-Linear or Conversational Presentations.

- Prezi allow users to create presentation with better integration with

multimedia (Audio, Videos and Images).

- Preziis web-based since it can be access in any platform.

www.ictacademy.in
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- Prezi also allows users to import the existing PowerPoint (.pptx) file and

convert that to a Prezi Presentation.

Which is best for what?

Irespective of the tool we select, the result will rely solely on ability to plan

and include meaningful content. Here are the scenarios where we can select

which tool.
Prezi PowerPoint
To look at the big-picture details Reports
To skip back and forth Step-by-step ideas
Map-like layouts Processes (mostly linear models)
Brainstorming/Story telling Numbers and data
Timeline discussion Presentations don’t need much

White board effect animations

VIDEO CONFERENCE

Video conferencing describes online meetings that take place over the
internet to connect video conferencing systems in meeting rooms with personal

devices such as laptops or mobile devices with embedded webcams

Video Conference Platforms Features

There are many video conference platforms and they can be a real aid for

anyone teaching online. Most of them offer:

« A meeting place online where groups of people can see each other (with

web cams) and chat to each other so long as they have microphones

www.ictacademy.in
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A place where participants can share almost anything that can be shared
in any physical teaching space such as texts, web links, video and audio files,

pictures and a presentation

« An opportunity to record meetings so that students can watch parts of the
session again later, or the videos can be shared with students who missed

the session
- Chat boxes, nonverbal communication symbols, and possibly polls

-+ Breakout rooms where students can be sent in small groups to work on
something together away from the rest of the group.
Top 7 Tools for Virtual Meetings
Cisco WebEx
Zoom
GoTo Meeting
Microsoft Teams
Google Hangout
RingCentral

Skype

WEBEX

- Collaborate more effectively with customers, partners, and employees

without the need to travel.

« Accelerate decisions with seamlessly integrated voice, video, and content

sharing, all in one meeting.

www.ictacademy.in
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- Improve engagement and build frust with video conferencing, just as if you

were meeting in person, and invite others to join using their own video system.

- Share information and ideas while managing projects with teams from

anywhere around the globe.

- Add even more convenience by holding meetings in your own permanent,

customizable personal room that is always available.

Webex Key Features

- Video Conferencing

- Engaging User Inferface

- Document, Application, and Screen Sharing

- Personal Rooms

« Active Speaker

- Chat and Polling

- Recording, Editing, and Playback of Meetings

SCHEDULE MEETING USING WEBEX

mmm
cisco Webex

i i i English Ravich... ~
Home Enter meeting information to join a meeting (0]

Meetings

. . ' ~ Insigh
Hecoldines Ravichandiran A's Personal Room © neights

JA https://meetingsapac12.webex.com/meet/ravichandiran i
Preferences R P gsap: Meetings | hosted

& U >

(3 More ways to join

=
3
=

Insights

S StartaMeeting v Schedule

Downloads
May May Jun Jun

24 3 7 14

Feedback ‘

Participants in meetings | hosted

O e @ |

Upcoming Meetings
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Use the Meeting Center — Host a Meeting — Schedule a Meeting path to
schedule a meeting. Many of the features described in this section apply to the

next section regarding starting a meeting right away.

SCthUle a Meeting Meeting templates ~ Tufts Meeting Center
Schedule for Myself
Meeting type Webex Meetings Pro 1000

* Meeting topic What is the topic of your meeting?

* Meeting password CKVWES583 C
Date and time Friday, Aug 2, 2019 8:15 am Duration: 1 hour

(UTC-05:00) Eastern Time (US & Canada) Vv

Recurrence

Attendees Separate email addresses with a comma or semicolon

Show advanced options

To schedule the meeting, enter the required Meeting topic and Password.

Tip: You can change the password that automatically appears to anything you
wish. The Date, Time, Duration and Attendees also need to be populated. Other
aftendee features are optional.

www.ictacademy.in
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PREFERENCES

afraln
cisco Webex

nter meeting information to join a meetin
() Home = < L - o

Q Meetings General My Personal Room Audio and Video Scheduling Recording

(@) Recordings

Personal Room name Ravichandiran A's Personal Room
Preferences »
M Insights Personal Room link https://meetingsapac12.webex.com/meet/ ravichandiran
(?) Support
Host PIN: (1) 8745
i Downloads Your host PIN must be exactly 4 digits. It can’t contain sequential digits, such as 1234, or repeat a digit
4 times, such as 1111
(7)) Feedback
Automatic lock: (1) Automatically lock my room 10 ~  minutes after meeting starts so people

can't enter until | admit them

Notification: (1) Notify me by email when someone enters my Personal Room lobby while | am away

My Personal Room
- Personal Room name - Give your Personal Room a name that is different
from the WebEx default.

« Host PIN - This four-digit number is used when you enter your Personal Room
from a video system or call in from a phone. Keep this private! You can

change your Host PIN if necessary.

- Avutomatic lock — Automatically lock your Personal Room after a set number

of minutes.

+ Notification — WebEx will nofify you if someone is waiting in your Personal

Room lobby.

- Alternate host — Allow other users to host meetings in your Personal Room
without you. Once this box is checked, you can choose to allow any Tufts
WebEx user to host in your room or you can specify who you want to be a

host in your room.

www.ictacademy.in
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Audio and Video

- Audio connection type - Determines what audio opftions are available for
your scheduled meetings. Select WebEx Audio to allow participants to
connect audio via phone or computer (VolP). Select Use VolP only to allow

audio connection through a computer.

- Entry and exit tone - Determines the default way in which WebEx will noftify
you that a participant has joined the audio portion of the meeting: Beep,
Announce Name, or No Tone. This can be changed later when you are

scheduling meetings.

- Call me numbers - Pre-load numbers that WebEx can call when you select

"Call Me" for your audio connection in a meeting.

- Audio PIN-Used for authentication when people call into audio

meetings. (This is only used for WebEx Personal Conferencing.)

- Personal Conferencing - Displays call-in numbers, host access codes, and

attendee access codes for WebEx Personal Conferencing.

Video Systems
. Store up fto three video system names and addresses (e.Q.
16276371870@tufts.edu). These stored addresses will be available to choose
from in a dropdown menu when you use the Call My Video System option in

WebEx meetings.

Scheduling
- Join before host- Determine whether attendees can join a scheduled

meeting before the start time and select how early they are able join.

- Email reminder - Defermine if and when WebEx sends you a reminder email

about a meeting you are scheduled to host.
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- Attendees - Check this box if you want WebEx to send you a copy of the

meeting invite that is sent to attendees.

- Share recording - Automatically share recordings from Personal Room and
scheduled meetings that you host, including recordings initiated by
alternate hosts. Attendees will receive an email from WebEx when the

recording is ready.

- Require account - If this box is checked, participants will only be able to join
your meetings if they have a Tufts WebEx account. (Note: If they plan on
joining from an audio device, they must have the device's phone number

and an audio PIN set up in their account preferences.)

- Scheduling permission- Grant others permission to schedule WebEx

meetings on your behalf.

Navigating the Webex Meeting Interface

= locked meeting
participant indicator
view options

meeting — l, ¢
7y SR . )

S ok meeting
v te participan

meeting
chat

participants’
videos

I tumoff ! record : view : leave
video i chat i meeting
mute share view more

screen participants  options . Autho comnection
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Share your screen

1. Start a Webex meeting in your personal room or start a scheduled meeting
2. Click the share button at the bottom of your meeting screen
3. Click on an entire screen to share, or choose a single application to share

4. Hover over the orange bar at the top that says “You're sharing your screen”

to display the Webex menu. On this menu, you can:
- Stop sharing your screen
- Pause your sharing
- Choose a different sharing option
- Make someone else the presenter
- Mute/unmute your audio
- Turn off/on your video
- Start or stop recording your meeting
- Display the participants or chat windows
- Open the Annotate menu
- Select additional Webex options
Share the content of a file in a Webex meeting
1. Start a Webex meeting in your personal room or start a scheduled meeting
2. Click the share button at the bottom of your meeting screen

3. Scroll down to the bottom of the selection window that opens, and click

“Share File"

4. Choose a file from your computer to share with meeting participants
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5. Use the toolbar that appears to the left to:
Annotate the document/file you're sharing
Display thumbnails if your document has mulfiple pages
Scroll through the different pages of your document
Zoom in/out on your document

6. Use the dropdown at the top of your screen to rename your document, or
to stop sharing your document. You will be prompted to save a new copy

of your document if you made any annotations on it during the meeting.

How to get a Webex Attendance Report

Note: you can only generate a report from meetings and events you
have created

1. Login to your webex account

2. On your left side column, select Insights

(7) Home

Meetings

Recordings

& © O

Preferences

Insights

Support

Downloads

[« ©

() Feedback

3. On the far top right, click on View more
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English Classic View Esther v

View more  New

4. You will be taken to a page that has several report options for your
meetings.

5. For Webex Meetings, select Usage Report, It will take you to a page asking
you what type of report you want to generate based on date range or
topic title. Please Note: it can only go up to 3 months prior to the date that

the report is generated

Usage Report

View usage, such as attendance, duration, and more across all your meetings.
Note: You can generate a report for any dates up to three months prior to today.

From: | April v 2 v 2020 v
To: | April v 8 v 2020 v
Topic: (optional)

Sort results by:  Date v || Display Report

6. It will generate a report of all your meetings between the 2 dates that you
request. Select the meeting report that you want. There you will see who
aftended, how long, where from, efc.

7. For Webex Events, select Attendance Report, it will take you to a page
asking you what type of report you want based on date range or Event
name/program, once you complete the information, select display report.

8. You will see what events you have help, select the event and it will show

you the attendance list and additional information.
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ZOOM

How to Create a Zoom Meeting

Creating a Zoom meeting account is free for a comprehensive solution to video,
audio and screen sharing solutions. Irrespective of your location, you will enjoy
mobile and web availability for meetings invitations and schedules. Creating a
zoom meeting is the definitely low cost yet utmost impressive video and web
conference platform for you, your team and clients. Learn how to create a zoom

meeting account and webinars using this simple guide.

Step 1: Download and launch zoom app for iPhone and Android or Zoom desktop

client to create and conduct zoom meeting.

Step 2: The zoom application window will open. You can either select a new

meeting, join, schedule or share screen. Click "New meeting" to invite.

Step 3: At the bottom of the window, click "Invite" to invite others to the meeting.
Then you can share by copying and pasting URL invitation into an email

messdage.

Alternatively, you can select the email service option to share a preformatted

invitation.

09:01 AM
Friday, June 26, 2020

New Meeting ~ J

No upcoming meetings today
sh v

Schedule ~ Share screen
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Schedule Meeting

Set the Date, Time, and Duration of your meeting. The time zone should be the
same as the meeting host. Attendees join time will vary by time zone. Duration
allows for easy time-blocking on calendars and does not limit your actual event

live time.

@ Schedule meeting *

Schedule Meeting

Topic

| Ravi Chandiran's Zoom Meeting
L

Start: Fri June 26, 2020 - 10:00 AM -
Duration: 0 hour w 30 minutes v
I:I Recurring meeting Time Zone: India ~
Meeting ID
o Generate Automatically Personal Meeting ID 774 594 3628
Password
1RcDU9 @
Video

Host: () On ©Q Off Participants: () On Q) Off

Calendar

O outlock () Google Calendar (") Other Calendars

Advanced Options -

After scheduling the meeting, the Branding and Invite Aftendees sections
will appear. In the Branding section, you can customize your registration page
with a banner and logo. In the Invite Aftendees section, you can find your
meeting link and the list of registrants. You can also set the type of registration for

the meeting.
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Invite Attendees:
People are required to register before joining this meeting.

Registration URL: https://success.zoom.us/meeting/register/9g

Manage Attendees

Registrants: 1
Automatically Approved

Registration Options
Approval: Automatically Approve
Options: Show sacial share buttons on registration page

Manage Attendees
In this section you can generate a list of registrants for the particular
meeting. Here you can also copy the invitation that was emailed to the registrant.

Clicking on the registrant name will provide addition info about that person.

Registration

Registration Questions Custom Questions

Approval

© Automatically Approve
Registrants will automatically receive information on how to join the meeting.

~) Manually Approve
The organizer must approve registrants before they receive information on how to join
the meeting.
Notification

~| Send an email to host when somecne registers

Other options

Close registration after event date
Show social share buttons on registration page
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Registration Options
In this section you can configure the registration process by changing the
approval type, registration questions, and some additional registration setftings.

There are 2 types of approval:

1. Automatic Approval: Anyone who signs up will receive information on how

to join.

2. Manual Approval: Anyone who signs up will need to be approved by the

host on the meeting management page.

As the host you can opt in or out for email notifications when someone
registers. You can also not allow registration after the scheduled meeting time has

passed.
"Will you host this meeting again?”

Schedule a Recurring Meeting. Best if you are hosting a series or setoff
meetings. Choose a specific daily time, a custom weekly schedule, a specific day

of the month, or set to “no-fixed"” time for maximum flexibility.

Requiring Registration for a Recurring Meeting
Customize registration enablement. Which meetings will the Registration allow

your attendees to access?

Attendees register once and can attend any of the occurrences -
Registration allows registrants to attend all of the occurrences. All dates and
times of the meetings will be listed and the registrant will be registered for all

occurrences.

Attendees need to register for each occurrence to attend - Registrants need
to reqgister separately for each occurrence to attend. They can only choose

one date and time on the registrant page.
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- Aftendees register once and can choose one or more occurrences to
attend - Registrants register once and can choose one or more occurrences
to attend. They will need to select which dates and times they would like to
aftend and they will only be registered for those occurrences. They can

choose multiple options.

# Recurring meeting Every day, until Dec 03, 2018, 7 occurrence(s)

Recurrence Daily -

Repeat every 1 » | day

End date ® By| 12/03/2018 | [y After 7 » | DCCUMTEnces

Customize Your Meeting Options
» Schedule For — If you have scheduling privilege for another user, you will be
able to choose who you want to schedule for from the drop down. Executive

Admins* will find this feature very useful!

* Meeting Passwords — Meetings and Webinars can require passwords for an
added layer of security. Joining participants will be required to input this
before joining your meeting. Passwords may be alphanumeric and are case

sensitive.

» Video - Choose if you want the host's or the participants’ webcams on or off
when joining the meeting. If you choose ‘off’ for the host or parficipants, the

host and participants will have the option to start their video in the meeting

» Audio — We prefer to select ‘Both’ to allow participants to use any computer
devices or telephone to listen and talk on the meeting. Edit Dial-in options by
clicking the edit button and offer your international attendees a local

number they can call into for meeting audio.
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Meeting Options
* Enable join before host — Allow parficipants to join the meeting without you

or before you join.

» Mute participants upon entry — This will mute all participants as they join the
meeting. Participants will have the option to un-mute their microphone in the

meeting.

Meeting Options [C] Enable join before host

[[] Mute participants upon entry

[T] Enable waiting room

[] Only authenticated users can join

» Enable waiting room — Allows the host to control when participants join the
meeting by placing them in a waiting room. By default, the waiting room will
take precedence and will not allow join before host functionality, even if

“join before host” is checked.

* Only authenticated users can join — Restrict access to the meeting so that

only signed-in users can join.

» Record the meeting automatically — Check this if you want the meeting to
be automatically recorded. Select if you want to record locally or record to

the cloud.

« Alternative Hosts — The alternative host option allows you to schedule
meetings and designate another Pro user on the same account to start the
meeting or webinar if you are unable to. This user will receive an email
notifying them that they've been added as an alternative host, with a link to

start the meeting.
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Invite Your Attendees
Once finished, you can either select a calendar option to add the
scheduled meeting to your calendar or select ‘Copy The Invitation’ to send out

the invitation to your Zoom meeting.

Other Meeting Scheduling Options: Zoom offers multiple methods to
schedule a meeting. A host has control over the options for their scheduled
meetings except for settings that an administrator has locked for all users in the

account or for all members of a specific group.

Host o

Outlook Add-In — The Zoom Scheduler Add-in allows you to easily add a

Zoom meeting to any new or existing calendar event.

Google Calendar Add-On - The Zoom for Google Calendar Add-In allows
you to you can seamlessly schedule, join, and manage meetings right from

Google Calendar.

Disable participant screen sharing

To prevent your meeting from being hijacked by others, you should prevent
participants other than the Host from sharing their screen. As a host, this can be
done in a meeting by clicking on the up arrow next to 'Share Screen' in the Zoom

toolbar and then clicking on 'Advanced Sharing Options' as shown below.
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You can then close the settings screen by clicking on the X.

Lock meetings when everyone has joined

If everyone has joined your meeting and you are not inviting anyone else,

you should lock the meeting so that nobody else can join.

To do this, click on the 'Manage Participants' button on the Zoom toolbar
and select 'More' at the bottom of the Participants pane. Then select the 'Lock

Meeting' option as shown below.

Mute All Unmute All

Mute Participants on Entry
v Allow Participants to Unmute Themselves
+' Allow Participants to Rename Themselves
Play Enter/Exit Chime
Lock Meeting

Annotating over your shared screen

Zoom dallows you to add annotations when you are sharing your screen.
Click the "Annotate” pencil icon on your screen sharing toolbar to bring up a set
of annotation tools. Tools include a text tool to type text onto the screen, a hand-
drawing tool, a stamp tool, and a spotlight tool for highlighting the location of

YOur Cursor.

\J

I ’

Pause Share Annotate More

@ Stop Share

* w4 T v Ve & @8 O O @

Mouse Select Text Draw Stamp Spotlight Eraser Format Undo Redo Clear Save
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You can prevent participants from annotating by selecting “Disable
Atftendee Annotation,” and you can also add a label to show who is annotating

where, by selecting “Show Names of Annotators.”

I

New Share  Pause Share Annotate More

Disable Attendee Annotation

Show Names of Annotators

Hide Floating Meeting Controls

Share computer sound

Optimize Screen Share for Video Clip

You can save your annotations to your computer at any point by pressing
the “Save” button. The annotations will save as an image into your Zoom folder

on your computer. The default location for your “Zoom’ folder is:
e PC: C:\Users\User Name\Documents\Zoom

¢ Mac: /Users/User Name/Documents/Zoom

*w % T v s o @8 O O @1 ¥

Mouse Select Text Draw Stamp Spotlight Eraser Format Undo Redo Clear Save

Zoom Whiteboard

If you would like to have a blank canvas with your students on which to add
annotations, start a screen share and select “Whiteboard.” You can use all the
above-mentioned annotation tools on the whiteboard, and can also save your

whiteboards as images to your Zoom folder.
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[ ] Basic Advanced
[l
Desktop 1 Whiteboard iPhone/iPad via AirPlay iPhone/iPad via Cable
\:1 Share computer sound :\ Optimize Screen Share for Video Clip

GOTO MEETING

Features

- Screen Sharing

Conference Calling

- Video Conferencing

+ Mobile Conferencing

+ Meeting Recording and Transcription
« Conference Room Equipment

Enable the New GoToMeeting

If you are a new customer joining after Oct. 1, you will automatically

experience the New GoToMeeting. If you are an existing customer, you need to
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opt in from your preferences. Provide feedback of the new GoToMeeting

experience here.

Log in to your account.

Click Settings in the left menu and New Experience.

Check the "Use the updated meeting design" box and click Save.

The next time you host or join a meeting, you will run the New GoToMeeting.

Mute and unmute yourself

Control your audio using the Audio icon at the bottom of your Viewer, in
the Attendee list, or Grab Tab. Your Audio icon glows green when you are
unmuted and red when you are muted. You can switch between Computer and

Phone audio by clicking the Settings icon.

Manage Attendees

The people pane displays all your meeting participants and gives you
access to GoToMeeting controls. Click the Arrow icon next to any participant's

name to see all options, including the following:
«  Mute their audio

« Promote them to Presenter or Co-organizer
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- Allow them to take keyboard and mouse control

Q Sue Miller

MEETING ID: 704-769-613

Copy Meeting Link
Pecple

Invite others
In order to join, your attendees need either the Join URL or the 9-digit

meeting ID. You can easily find and copy these meeting details o send.
- Click the People icon.

- At the bottom of the People pane, click Copy Meeting Link. This will copy the

join URL to your clipboard, making it easy for you to paste anywhere.

- At the bottom of the People pane, click Invite People. This will open the
"Invite people" window where you can copy the URL or generate an email

invitation.
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% GoToMeeting » . O X
Talking: ;-‘4 O {%}
% PEOPLE%«UZSW
52)’ Mute All \g' Unmute All

Liz Davis - Me (Org) 0 \g)
Charles Winters )EJ v
Hank Smith )E}’
Sue Miller (Web) qx

Invite people

Up to 251 attendees

U5 i Share this link:

https-//global gotomeeting com/join/704769613 Opy Lin

Or share these steps:

1. Go to JoinGoToMeeting.com Email

2 Enter meeting ID: 704-769-613
MEETING ID: 704-769-613

¢ I &
| éi Invite People |
Record Mic Camera Screen Leave

|‘i| Meeting is unlocked »

Share your camera
Smile! You can start and stop sharing your camera using the Camera icon
in the Viewer or Control Panel. Do you want to preview your camera firste Click

the Settings icon. You will instantly see a preview of your camera feed.

Hide Camera Feeds
To help save some space on your screen or to help improve your internet
speed, you can hide the cameras that are being shared. Click the Camera Feed

drop-down menu in the Viewer or Confrol Panel and Hide Everyone.

Adjust Camera Preferences

You can see advanced webcam options (zoom, brightness exposure) in
the GoToMeeting Preferences window. Access the GoToMeeting Preferences

and click Webcam in the left menu.
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Unlock Cameras

Sometimes it's easier to focus if your webcams are on a separate screen.
You can undock the camera feeds from your Viewer window and move them
independently around your screen by clicking the Undock icon in the side toolbar

of the Viewer.

Share your screen
You can share your screen or even a specific application with other
attendees in the meeting. Use the Screen button in the Viewer or Control Panel

to quickly start and stop sharing your screen.

Chat with others

The Viewer and Control Panel includes a Chat pane where you can
exchange messages with other participants. You'll be notified if you receive a
chat and your Chat pane is minimized. Use the Send To drop-down menu to select

your recipients:
- Everyone - Send a message to all meeting attendees
- Organizer(s) only - Send a message only to organizers and co-organizers.

- Specific attendee - Send a private message to just that person.
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You can save a .RTF file of the chat log by clicking GoToMeeting in the top
menu and Save Chat Log. When prompted, select a place on your computer to

save the file and click Save.

Record your meeting
GoToMeeting allows you to record your meetings (including shared screens
and audio) and convert them to a shareable format. This allows you to easily

share past meetings with others.
A. Click the Record icon on the Viewer or the Confrol Panel.
B. Access your recording in the following places:
- If you're recording to the cloud, find your recording in your web account.

- If you're recording locally, the Recording Manager will automatically prompt

you to convert the recording.
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Lock your meeting

You can lock your meeting to prevent unexpected attendees from joining
your current session. That means you no longer have to worry about being
disrupted by additional attendees if the session goes over the scheduled fime and

you have back to back meetings.
1. Switch the "Meeting is locked" toggle to the on position.

2. The Lock icon will close, and you'll be nofified when an afttendee attempts

to join your session.

3. To unlock and allow all waiting attendees to the meeting, switch the
"Meeting is locked" toggle to the OFF position. The Lock icon will switch to an

open lock.
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MEETING ID: 726261533

MEETING ID: 726-261 533

T
| T

MICROSOFT TEAMS

In Windows, click Start--> Microsoft Teams. On Mac, go to the Applications
folder and click Microsoft Teams. On mobile, tap the Teams icon. Then sign in with
your Office 365 username and password. (If you're using Teams free, sign in with

that username and password.)

Start a conversation

With the whole team... Click Teams,pick a team and channel, write your

message, and click Send .

With a person or group... Click New chat,type the name of the person or

group.
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Pick a team and channel

A team is a collection of people, conversations, files, and tools—all in one
place. A channel is a discussion in a team, dedicated to a department, project,
or topic. Click Teams and select a team. Pick a channel to explore the

Conversations, Files, and other tabs

Teams . Mark 8 Project Team > Research and Di

Adebe Vance
Here 1t the Mark

B Mark 8 Performance Overview docx

Start a meeting
Click Meet now under the area where you type a message to start a
meeting in a channel. (If you click Reply, then Meet now, the meeting is based

on that conversation.) Enter a name for the meeting, then start inviting people.

S replies from Enrico, Pradeep, Megan, and Adele

©¢  Meeting ended: 19m 29s
¢ Reply

Start a new conversation. Type @ to mention someg

A C © B B a e
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Make video and audio calls
Click Video call or Audio call to call someone from a chat. To dial a number,
click Calls on the left and enter a phone number. View your call history and

voicemail in the same area.

Reply to a conversation
Channel conversations are organized by date and then threaded. Find the

thread you want to reply to, then click Reply. Add your thoughts and click Send.

@mention someone
To get someone’s attention, type @, then their name (or pick them from the
list that appears). Type @team to message everyone in a tfeam or @channel to

notify everyone who favorite that channel.
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1
Noah McCormick
\ ﬂ ¥ o o " lent had some changes to our design for the J
make those edits before our Wednesday clien
‘ Dwight Nesmith
Josh Nestor 2 Include a section about the buy one get one
NS wd for August but she mentioned she got the |
@N)|

Scheduling a Teams Meeting in Teams

There are several ways to schedule a meeting:

1. Select Schedule a meeting in a chat (this is below the compose box) to book

a meeting with the people in the chat.

2. Or go to Calendar on the left side of the app and either select New meeting
at the top right of the app, or select a range of time in your calendar and it

will pop open a scheduling form.

In the scheduling form is where you'll give a title to your meeting, invite

people, and add meetings details.

On the right side of the scheduling form you will have the option to add a

channel, individual people, or leave both blank to book yourself an appointment.

Scheduling a Teams Meeting in a Channel

Step 1
- Select the Team tab on the left side bar and select the channel you want to

schedule a meeting for.
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Teams

Your teams

UTD Teams Training San...

General

Announcement Channel
Discussion Channel
Document Collaboration
Planner Test

2 hidden channels

Step 2

. Select the Meet Now button at the bottom of the chat window.

Search or type a command

Teams UTD Teams Training Sandbox > General -

Files Staff Notebook Notes —+

Your teams

i} UTD Teams Training San...
General
Announcement Channel
Discussion Channel
Document Collaboration

Planner Test

Start a new conversation. Typg#® to mention someone.

8" Join or create a team

Step 3

« A window will open, select Schedule a meeting fo begin the process.
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Want to addl a subject?

Meet now

Qﬁl Camera [F] Schedulea meeting

Step 4

- Fill out the form with all the necessary details of the meeting. Once the details

have been filled out you can select send at the top of the page.

New mee‘ting Details Scheduling Assistant
Time zone: (UTC-06:00) Central Time (US & Canada)
& Add title

Add required attendees

Nov 13, 2019

Nov 13, 2019 ~ 30m @ All day

Does not repeat

E UTD Teams Training Sandbox > General

Add location

A A Paragraph

Type details for this new meeting
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Step 5
- Once the scheduled meeting has been sent out all of the recipients will
receive message with an embedded link that can be clicked on.

XATPUSEROS 1:34 PM
Test

Test
Wednesday, November 13, 2019 @ 5:30 PM

« Reply

omeone.

Step 6
- After the link has been clicked on, a page with the details of the meeting will

appear along with the option to Join the meeting at the top right of the page.

EA Search or type a command

Test Chat Details Scheduling t Meeting notes  Whiteboard
> Cancel meeting Tim tral Time (! da) Mee ptions Tracking

Test XATPUSER08

Organizer
= Add required attendees
Nov 13, 2019 5:30 PM
Nov 13, 2019 &00PM ~ 30m @ All day

Does not repeat

Step 7

. Click the Join now button in the center of the screen.
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Other join options

Record a Meeting or a Group Call

Step 1

. Start or join the meeting.

Step 2

- To start recording, go to the meeting controls and select More options ™"

>Start recording.

o Everyone in the meeting is notified that recording has started and is

posted to the chat history.

o You can't make multiple recordings of the same meeting at the same
time. If one person starts recording a meeting, that recording will be

stored on the cloud and available to all participants.

www.ictacademy.in



CERTIFICATE COURSE ON DIGITAL TEACHING TECHNIQUES ACADEMY

£53 Show device settings

[E Show meeting notes

O Enter full screen

7% Blur my background
[£¢] Turn on live captions (preview)

i Keypad

(© Start recording

(i Turn off incoming video

00:42 [ [

Step 3

- To stop recording, go to the meeting controls and select More options ™"

>Stop recording.

o The recording is then processed (which could take a while) and saved

to Microsoft Stfream, and then it’s ready to play.

o The person who started the recording receives an email from Microsoft
Stream when the recording is available. It also shows up in the meeting

chat—or in the channel, if you're meeting in a channel.

o Note: In addition to storing the recording on Microsoft Stream, Microsoft
will provide a link to the recording in the meeting chat which is available
for seven days. Anyone who participated in the meeting can access

this link and download the recording.
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Notes:

« Recording continues even if the person who started the recording has left

the meeting.
- The recording stops automatically once everyone leaves the meeting.

- If someone forgets to leave the meeting, the recording automatically ends

after four hours.

32 Show device settings

B Show meeting notes

I Enter full screen

%% Blur my background

Turn on live captions (preview)
i Keypad

(@ Stop recording

[Z4 Turn off incoming video

@ 0439 W &

Screen Sharing in Teams

Step 1

- Open up a chat with the person you would like to screen share with.

Step 2

- Click the screen share button at the top of the chat window.
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Search or type a command

€@ XATPUSERO7

Files

No | did, was that meeting today?

XATPUSERO7 11:14 AM
You: Great! Thanks i appreciate it!

Haha yes it was for today. Let me send you the meeting minutes...

List of Telecom Issues - Scripts....

11:14 AM
Great! Thanks i appreciate it!

Step 3

- Select a screen that you would like to see

Search or type a command
Chat ot comss 7 (@ XATPUSERO

Pinned

Window

i}
XATPUSERO7 | Microsoft ...  Teams HowTo Redo - Word

XATPUSERO7
You: Great! Thanks i appreciat

s

Snagit Capture

Great! Thanks i appreciate it!

0
IS
ACADEMY
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Teams Chat Basics

@ Search or type a command

€@ XxATPUSERO7

XATPUSERO7
Hello! Did you get the meeting invitation for today?

11:12 AM
No | did, was that meeting today?

XATPUSERO7 11:14 AM
You: Great! Thanks i appreciate it! XATPUSEROT

Haha yes it was for today. Let me send you the meeting minutes...

2 \'E List of Telecom Issues - Scripts....  ***

11:14 AM
Great! Thanks i appreciate it!

1 - Chat Window

2 — Recent Chats

3 - Pinned Chats

4 - Video call

5 — Audio call

6 — Screen Share

7 — Add people to chat

8 — User and group search
9 — Message box

10 — User or group hame

www.ictacademy.in
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Create a Group Chat

Step 1

- Click the new chat button at the top of the page.

E@ Search or type a command

Chat Recent Contacts NEW Ehﬂt XATPUSER10

Files  Organization

10/30 11:17 AM

Hey there!
Recent

XATPUSER10
You: Hey there!

e XATPUS
You

Step 2

- A new chat will be created and a recipient field will appear at the top where

you can add users to the chat.

Search or type a command

Chat Recent Contacts To: Etad typing a name or group

Pinned

e XATPUSER1

Recent

New chat

e XATPUSER10
Yo =

www.ictacademy.in
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Step 3

« Add one or multiple users to the chat by typing either a name or group.

Search or type a command

Recent Contacts To: ° XATPUSERO7 < ° XATPUSER11 X

Step 4
« Once you have added all the users you want to the chat you can begin

sending a message at the bottom of the page.

You're starting a new conversation

Type your first message below.
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How to Pin a Chat

Step 1

- Click on the Chat tab in the in the left menu pane on the left side of the page.

Step 2

- Right click on an available chat and a menu will appear. Click the pin option,

the chat will then be pinned to the top of your chats list. (Pinned section).

Search or type a command

Chat Recent Contacts o XATPUSERO7

rganization  Activity

Pinned

e riEL XATPUSERD7
& HE Hello! Did you get the meeting invitation for today?
Recent

XATPUSER10 . 11:12 AM
You: Hey there! No | did, was that meeting today?
XATPUSERO7 111
You: Great! Thanks | appreciate it!

Mark as unread

s for today. Let me send you the meeting minutes...

Telecom Issues - Scripts....  ***

11:14 AM
Great! Thanks i appreciate it!

GOOGLE HANGOUT

Take a Quick Tour of the Hangouts User Interface. So, what does a Google
Hangouts video call look like anyway? If you haven't yet participated in one,
here's a quick tour of the what you'll see on your first call. Each aspect will be

discussed later in the guide.
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Note: Google is constantly changing its Hangouts design, so your first glimpse
could be slightly different.
Google Effects - Hangouts app that lets you add silly hats, mustaches and
more to your video
Chat - Opens a sidebar that lets you chat with other participants

Screenshare - Share your screen, with options to show a specific window,
full desktop or certain app

Capture - Take a screenshot of the hangout

YouTube - Google Hangouts app that lets you watch YouTube videos with
other hangout participants

Google Drive - Hangouts app to collaborate on existing Google Docs or
start a new one

Google Effects - Hangouts app to let the other participant control your
computer remotely (with permission of course, Google states)

Add Google Apps - Opens Hangouts app store
Invite People - Add participants
Mute Microphone - Mutes your microphone

Turn Camera Off - Turns your camera off

www.ictacademy.in
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Limit Bandwidth - Allows you to manually control your video quality so you
can adjust bandwidth usage

Settings - Opens settings for camera, microphone and speakers
Leave Call - Exits you from the video call
Google Hangout Room URL - The unique URL for your current Hangout

Help, Keyboard Shortcuts and Send Feedback - Click here for links or quick
references of each

Hangout Participants

You

Add the Google Hangouts Chrome Extension
If you're using Chrome - if not, skip this step-download the Google Hangouts

extension to make initiating and joining Hangouts more convenient.

The browser add-on makes Hangouts its own app, meaning now longer do
you need to go to Gmail or Google+ to start a video call. If you use a Hangouts

mobile app, too, it also syncs your history and notifications across devices.

How to Invite Participants
With a few of the basics covered, now comes the most important part of a

Hangout: hanging out!

You're able to invite as many attendees as you'd like, but Hangout Video
Chat limit is 10 participants (the first 10 in), unless you have a Google Apps for
Business or Google Apps for EDU account, in which case it's increased to 15
participants. If you fall in the latter category, make sure you've activated Google+
premium features for your Google Apps account to take advantage of the higher
limit.

There are a variety of ways to invite others to a Hangout.

www.ictacademy.in
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Invite in Gmail (without Chrome Extension)
Click on the Hangouts either on top of your Google chat bar to open a new
window that offers invitation by either sharing a link, sending an email invitation or

adding a telephone number.

Link to share

hittps://plus geogle.comihangouts/_/gys IvrewuatingzecjoshinlTaa

Send an invite

Quiet invitation Leam more

Al Mail
~ Circles

B -
Search people

w+ Peter Della Penna
@ Andrew Venrick m4 Pater Della Penna

Armmala Tralnan

Cancel

Invite via Chrome Extension
Regardless of what page you're on, just click the Hangouts icon on the browser

toolbar (or on a Mac, in the menu bar, too) to open the stand-alone app.

www.ictacademy.in
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lHang iy e

) (B9 =

-
1 a .

10O 3 Andrew Dymski

. o,
i Brian Cookse
| O v

From there, you have two options:

Click on contact name (or search for contact and click on contact name)

to bring up new Hangouts message window, then click the Hangouts icon

- Search for contact or Google+ circles, click on check box to the left of name

to add to group call and repeat until ready to click "Video Call"

)} @ Hangouts

e/ @ Hangouts

Q, Wade
‘@@ Wade Foster
,.i o bl o H H H

® Hangouts

B Message M Video call |

Invite within a Google Calendar Event

Extending a video call invitation can be done ahead of time, as well, by
employing Google Calendar.

www.ictacademy.in
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When creating a new event, click "Add video call" (in my Google Apps for

Business account, this action is now selected by default).

Content Marketing Meeting
6/6/2014 9:00am to 10:00am 6/6/2014 Time zone
| All day [ | Repeat...

Event details Find a time

Where

Video calll Add video call

Calendar | Personal # |

Description

Add attendees in the "Add guests" field.

Add guests

Enter email addresses

Guests can
[ modify event
# invite others

o see ouest list
"Save" the new event and an invitation will be sent.

Here's what the invited attendee sees:

Content Marketing Meeting

Discuss next month's content marketing goals.

When Fri Jun 6, 2014 9am — 10am Central Time

Video call( Join video call

Calendar danny@zapier.com

Who « Danny Schreiber - organizer
= Danny Schreiber

Going? Yes - Maybe - No more options »

www.ictacademy.in
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Google also recommends that you send a quick email or chat message to
attendees 10 minutes before the meeting with the video call URL. This way your
participants will be reminded it's a Hangouts video call and they won't need to

go searching for the URL of it at the last minute.

Invite by Sharing the URL

As a last resort, just share the link. To invite someone into the same Hangout
room as you, all that's needed is a link (and one of 10 or 15 spots, of course). To
do so, go to your browser's address bar, copy the URL of your Hangout and share

it with them via chat or email.

Google+ Hangouts

B O Google+

Add a Dial-In Phone Number
Add the UberConference Hangouts app-apps will be discussed below-to

enable a dial-in number for your Hangout.

401-283-4933 « PIN:40522
Dial to connect 10 the hangout by phione

Call this 0 join the
hangout by phone

(857) 216-6340

www.ictacademy.in


http://i.imgur.com/t3Z3wgf.png

s

CERTIFICATE COURSE ON DIGITAL TEACHING TECHNIQUES ICTACADEMY

How to Record a Video Call
Not so fast. As promising as this headline sounds, it must be admitted
upfront that Hangouts video chat doesn't currently offer this functionality. But that,

of course, doesn't stop the Internet from doing so.

If You Can't Hear or See, Check Your Settings
Click on the gear icon on the top tool bar to make sure you're using the
correct camera, microphone and speaker. Even as a heavy Hangouts user, Il

stumble on this issue myself.

Settings
[ 1] v
Default microphone v

Built-in Microphone

) Default speakers v
Play test sound

v/ Report quality statistics to help improve voice and video calls. Learn more

Get a Good Headset, too. A quality headset goes a long way when you're

on Google Hangouts video calls.

Add Lower Thirds:
Use the Hangout Toolbox Hangouts app to add lower thirds to your video

output. This can be very helpful for conference calls of five or more people.

www.ictacademy.in
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(5] k,\.\\U:Q[\.‘*'

3 Danny Schreiber

Zapier

Select Participant to Cement Camera

Google Hangouts will automatically switch the main video feed to the
person currently speaking. But if you want to keep the camera on one person,
maybe that's the participant with a SlideShare presentation, you can click on their
box at the bottom of the Hangouts window, which outlines it in blue and keeps it

there. Click on it again to go back to the default automatic switching.

Send a "Quiet Invitation™

A couple months ago Google added a "Quiet Invitation" option to allow
you to turn off the ringing sound when notifying the participant of the invitation.
They'll still get a nofification in their Hangouts list in Google+, but they won't be

interrupted. Adjust Bandwidth or Turn Off Camera to Fix Poor Quality

If your fellow participants are telling you your video is choppy or not coming

in, you have two opftions:

Turn off your camera and only use voice—ijust click the camera icon on the

top toolbar

Manudally adjust your bandwidth by clicking on the icon that resembles
mobile phone reception bars. For a detailed overview of what bandwidth is

best for your connection, see the Hangouts bandwidth settings support

page.

www.ictacademy.in
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*

Limit Bandwidth

Adjust your video quality to limit your
bandwidth usage. Learn more

RINGCENTRAL

+ Download and install

- Computer Log in to your RingCentral online account. Select Meetings from
the Tools menu.

- Download and install RingCentral Meetings for desktop and/or for Outlook®

Plugin.

Overview Mansages Call Log Contacts Settings v

for Deskdop Mootings Outiook Plugin Meootings Moblle App
¥ Downlowds

| Meetings provides mullipor

AINGContral M
gC
O Meetings Heports cioud HD vioeo conterencing and web sharing solution

Start RingCentral Meetings
Computer Launch RingCentral Meetings. Click Sign In and enter your email
or RingCenftral phone number/extension and password. Select Join a Meeting

and enter the meeting ID fo join as a participant

www.ictacademy.in
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RingCentral Meetings for Mac

HD video conference Meet online from anywhere for easy collaboration

and communication with colleagues and clients.

Computer

« Mute, unmute, and set up audio.

- Start, stop, and set up video (cameraq).

- Invite people to join meeting via email or SMS (mobile).
- View participants.

- Share screen, file, or an app.

- End orleave the current meeting.

- Chat with an individual or address the entire group.

- Record the current meeting.

www.ictacademy.in
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Screen sharing
Optimize productivity by sharing your presentation, file, screen, or
whiteboard with other participants. Click Share Screen from the Meeting Control

menu.

Mute/unmute audio.

Start/stop video (camera).

View participants.

Share a new window, file, or whiteboard.

Pause/resume shared screen.

Annotate content with tool to highlight or markup shared content.
Remote Control a participant’s mouse and keyboard.
Chat with an individual or group.

Send a meeting invitation via email.

Start recording the meeting.

Enable/disable a participant’s annotation capability.
Show/hide your video.

Switch the audio selection between dial-in or in-app audio.

Access settings to configure video and more.

www.ictacademy.in
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«  Optimize for full-screen video sharing to other participants.
« End the meeting.
Meetings Settings

To optimize the use of RingCentral Meetings, admins and users can enable or

disable features directly within their online accounts at any fime.

Admin settings: Below are the features that can be managed only by those with
admin privileges. Once these features are enabled, they will be available to all

the users within the company.

Integration

Google calendar [ ]
Google drive [ ]
Dropbox .
Box [ ]
Microsoft (One Drive) ®
HTML Email Template

Use HTML format email for Outlook plugin

Settings Default

In Meetings (Basic)

Robust encryption

Chat [}
Private chat [}
Feedback to RingCentral .

Co-host
Allow host to put attendee on hold

Allow users to share Meetings windows in
desktop sharing In their client settings

www.ictacademy.in
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Settings Default

In Meeting (Advanced)

Q&A in webinar .
Breakout room

Closed caption

Virtual background

Only show default email when sending
emall invites

Peer to peer connection while only 2

people in a meeting ¢
Local recording [
Allow users to select only signed-in users
can join meetings in their settings
Email Notification
Email Notification
When attendees join meeting before host .
When a meeting is deleted [}

Audio Options

Allow users to select stereo audio in their
client settings

Allow users to select original sound in
their client settings

3rd party audio conference

Microsoft Outlook Plugin

Start or schedule a video conference or online meeting directly from
Microsoft Outlook. Available for Windows® and Mac®.

1. Schedule an Outlook event with meeting access and dial- in information.
2. Instantly start a video conference.

3. Start an instant online meeting with web sharing.

ene o
&) o & i £ @ () (me

| B Home | Organize | Tools (w Start with video L
(o Start without video

o8 8 & sz C

E-mal  Now Dolote Roply Roply Anrorward &Amchmom Move G
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RingCentral Rooms

An add-on HD video conference room solution lets you connect to other
RingCenftral Meetings participants who join from desktops, smartphones, and
tablets.

Mute/unmute microphone.
Start/stop video.

Share content via Wi-Fi, AirPlay® Mirror, proximity signal, or wired HDMI

devices.
Display speaker/gallery view.

Switch camera during a meetfing (when multiple cameras are

available).

Conftrol camera in the conference room.
View participants.

Send meeting invitations via email.
Configure audio and video settings.

Leave the meeting.

www.ictacademy.in
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System Requirements
RingCenftral Meetings: RingCentral Office® editions; Broadband internet;
iOS 9.0 or later; Android 5.0 or later; Mac OS X® 10.10 or later; Windows 7 or later;

webcam (for video), microphone, speaker; 1 GHz or better processor.

See RingCentral Meetings User Guide for details. RingCentral Rooms: Apple
iPad® or iPad mini™ with iOS 9.0 or later (as a control); monitor(s); camera(s);
audio and video system; Mac computer with OS X 10.9 or later; Windows
computer with Windows 7 or later. Recommended 2.8 GHz Quad-core Intel Core

i7 or higher processor. See RingCentral Rooms User Guide for details.
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CHAPTER 6: ENGAGEMENT STRATEGIES

Why is engagement of students important?2 This is a question most faculties
already know the answer to. But how do we engage the students, especially
online? Should we engage students in these untested waters¢ Become the most
important second question, the following stand as the reason for engagement
according to research conducted by *Thijs & Verkuyten, 2009 & Connell, Spencer,
& Aber, 1994

« Increased involvement in academic activities.
. Listened better in classroom
- Achieve higher marks

- Expressed positive emotion towards learning

GAMIFICATION

The use of game elements and game design techniques in hon-game

contexts.

Game Elements

- Points

Badges

- Leveling

- Leaderboards

« Progression bars

- Certificates

- Game Coins

« Story

- Countdowns & Timers

- Avatars
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Daily/Weekly Challenges

Streaks

Psychology of Gamification
Works on Pleasure-Pain Principle
Drives Sense of achievement (Dopamine)
Faculty set Goal Driven approach

Healthy Competitive Behaviour

Examples
Here are some examples where Gamification was implemented to get their

products or services used more.

Starbucks:
Every day, we go to work hoping to do two things: share great coffee with
our friends and help make the world a little better. It was true when the first
Starbucks opened in 1971, and it's just as true today. Our mission to inspire and

nurture the human spirit — one person, one cup and one neighbourhood at a time.
Implemented Gamification

Earn 1 Star every time you spend INR 300.

5 Stars puts you in the Green level,

Collect 25 Stars within 12 months for Gold level
1 Tall Drink on your Birth month.

Get discount for walking in with your own Mug

Salesforce
The badges and points they have to promote learning was out of the word
experience. Even people who are not read/write learners are visual learners will
also have fun learning in this welbsite because the dopamine release when you

earn the badge or superbadge is out of the world.

www.ictacademy.in
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Use gamification to strategies your classroom for developing discipline or to

promote learning and education.

MICROCASTING

Video streaming is one of the increasingly popular, as well as demanding,
with the increased use of YouTube and other video streaming apps especially
with students. A faculty can choose a subtopic from their expertise and deliver a
short 5-minute explanation on the same. This will enfice student because of its
simple and short nature. Faculties will also find it challenging as they have to
deliver a power packed speech on a topic instead of spending hours to explain

a concept.

GUIDED DOUBT CLARIFICATION (FAQs)

Very rarely do students ask questions in classroom, but a faculty always
knows if there is a doubt clarification session thing could be clearer. Go to your
class with FAQs prepared for the topics, if students do not ask questions ask one

yourself to yourself, answering the same will clarify students better.

MAKE TIME FOR HUMOR

This is one of the greatest engagement strategies, faculties who have
humor in their classroom are more successful with students. Developing a humor
sense is difficult but not impossible, listen to standup comedians and watch lot of
comedy scenes and think how certain dialogues in your class can be made

better. These will help develop your humor sense.
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THINK-PAIR-SHARE

Think, Pair, Share

hink, »

‘Whats the issue/ | What do | think What does my What will
question / topic? about it? partner think? we share?

COLLABORATE LEARNING

Online group study is one the greatest ways to develop learning in students.
Discussion group and the previously discussed think-pair-share are some of the
greatest methods to focus on Interpersonal Learners and make show more

interest in learning.

AUGMENTED REALITY

Simply put augmented Reality is Graphics or Recorded video overlaying on

a Live Video. Requirements for AR includes:

« An Internet connection

« Mobile devices (i.e. smartphones or tablets)

- AR apps (especially one tailored for education)

- “Triggers” or “Markers” (i.e. images, objects, locations and/or actions that

trigger an action on the device screen via the AR app)
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CHAPTER 7: EVALUATION METHODOLOGIES

Evaluation is a systematic determination of a subject's merit, worth and

significance, using criteria governed by a set of standards.
Exams
Assignments
Quiz

Here are some of evaluation methodology to be conducted online along

with some tools

ONLINE FORUMS AND DISCUSSIONS

Create online forums and initiate discussion and observe students thinking
about the online training. Give a list of topics for students to prepare in advance
for online discussion which will be guided by a faculty to empower the student’s

knowledge.

LIVE SURVEYS/POLLS/QUIZ

Most live session online tools have poll options which can be utilized for
better use to find students understanding of the concept. There are online tools
which also help faculty to ask question to students, some of those tools even
provide automated grading system which makes the life of faculty easier and

students will get immediate grading.

In Edmodo website the quiz results can also be shared with the student’s

parents if the teacher give permission.
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BRANCHING SCENARIOS

In this method of evaluation, the students will be given choices on how they
would like to learn the subject and based on majority the branching scenario will
give decision points that lead online learners down different paths. Every choice

will bring them one step closer to the learning outcome.

CASE STUDIES

One of the greatest ways to learn is to apply the recently learnt concept.
Case study is the easiest method to implement what we learnt and helps faculty

immensely in the online scenario as the requirement for the case study is very less.

PAPERS

Asking student to share their thoughts in the form of words typed down in a
micro blogging sites or a full-fledged blogging site which empower them to

develop p their writing skills.

PRESENTATION

Students presenting instead of the teacher is a great way to engage and
evaluate students at the same time. This will help students to also make their stage

fear go away and help develop their spoken English skills.
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CHAPTER 8: AN IDEAL DIGITAL CLASSROOM

The need for a digital classroom has risen wildly, what goes into the making
of an ideal digital classroom?2 This chapter answers the above question and helps
faculties and college principal to prepare the ideal online classroom set up both

at a faculty home and af college.

HARDWARE TOOLS

System with a high-end configuration
Genuine MS office package
Browsers with the updated version

A good broadband connection with good upload and downloads speed.

Camera/video recording tools

May cameras are available for faculty to pick from, with the technological
development they are clear 720p webcams available. Web cameras are now
available with built in high end noise cancellation microphones which are much

better than the Laptop Built-in Microphones.

Commonly used high end web cameras

Logitech C920 HD Pro,
Microsoft Lifecam HD-3000,
Logitech C310 HD webcam,
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Canon EQOS 80D etfc

Headset/Headphones
Good Noise Cancelling Capability
Wired/Wireless options available
Non-Bulky Style Preferred

Preferred headsets with the Mute Feature

Examples: Logitech H800 Bluetooth Wireless Headset, Microsoft LifeChat LX-
3000 Headset, Plantronics PLNAUDIO478 Stereo USB Headset etc.

Store device

Lots of storage devices are there from the simplest in-built Harddisk to the
complex could storage. USB Driven small storage devices (Pen Drive) are the
easiest portable available devices, but now the need of the hour are cloud
storage providers like Google Drive, OneDrive, Evernote Dropbox, AmazonDrive,
Microsoft 365 etc.

SOFTWARE TOOLS

The many software tools required to be a successful online teacher are

Video Conferencing Tools
Cisco Webex
Zoom
Google Meet
Adobe Connect

Livestorm

Digital Library
WordPress
DSpace,
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Omeka
EPrints,
Flickr etc.

World digital library: https://www.wdl.org/en/

Social Networking
Facebook
Twitter
Instagram
Linkedln and
WatsApp etc.

Podcasting
Auphonic
WriterDuet
Freesound
Audacity/GarageBand

Buzzsprout efc.

Video Editing Tools
Animoto
Hyperlapse
Adobe Premiere Clip
Giphy

Powtoon etc.
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CREATING THE ENVIRONMENT

Things to keep in mind while creating an amazing teaching environment

The Power of Lighting
Light quality that refers to how harsh or soft the light is.
There's a vast difference in the image when you use a harsh light versus a
soft light.

Harsh Light Soft Light

Changing harsh light into a soft light
With a lamp dimmer and dimmable bulbs you can have the ultimate lighting
control.
If the light is too harsh on its own, put some diffusion material in front of the
light.

Examples of Bad Lighting
i

Tooydatk, back light
too’strong

UndegExposed
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Setup with three lights

THREE POINT LIGHTING

¢ v \ @;@ Q = -
) * 4 v

KEY KEY + RIM KEY + RIM + FILL

Avoid Glare of Self/Background

Bright backlighting
can cause your face
to be too dark.

S
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want your
viewers to see!
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- Wardrobe

- Doors

« Plug Points

+ Cloth Hangings
« Bright Light

« Cluttered Things in Lofts
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CHAPTER 9: ETHICS FOR THE DIGITAL WORLD

Digital Ethics is the study of how to manage oneself ethically, professionally and

in a clinically sound manner via online and digital mediums.

Ethics in E-Learning

E-Learning environments require policies balancing different expectations of

participants and considering how the users perceive ethics during online learning.

Ethical Conduct of E-Learners

Inappropriate assistance on examinations
Misuse of sources on papers and projects
Disrespecting the work of others

Breaches of computer ethics

Lack of adherence to copyright and copy-protection
Ethical Conduct of E-Teachers

* Maintaining the quality of the educational process.
» Full disclosure of academic regulations and standards for e-Learners.

« A whole new layer of educational infrastructure must be addressed.
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Protect against “softlifting” and illegal use of electronic resources.

Ethical issues related to research.

Ethical for Technology Use in the Classroom

Explore appropriate and safe sites for learning and research
Copyright law, always give credit to original source

Take care of technology equipment

Help prevent cyberbullying

Make use of netfiquette

Plagiarism

Plagiarism refers to using some other person's ideas and information

without acknowledging that specific person as the source.

Creative Commons (CC) License

Creative Commons licenses give everyone from individual creators to
large institutions a standardized way to grant the public permission to use

their creative work under copyright law.

Different (CC) License Options

www.ictacademy.in

CC BY (Attribution)

CC BY-SA (Attribution-Share-Alike)

CC BY-ND (Attribution-No-Derivatives)

CC BY-NC (Attribution-Non-Commercial)

CC BY-NC-SA (Attribution-NonCommercial-ShareAlike)

CC BY-NC-ND (Attribution-NonCommercial-ShareAlike-NoDerivatives)
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How to Acknowledge CC Licenses?

Credit the creator,
Provide the title of the work,
Provide the URL where the work is hosted,

Indicate the type of licence it is available under and provide a link to the

licence, and

Keep intact any copyright notice associated with the work.

Fighting the Academic Fraud in Online Programs

Ways of ethical misconduct

Improper citing or paraphrasing on the research papers, case studies,

homework and on discussion boards.

Our Recommendation

Focus on prevention by intensifying student-teacher communication in
the Forumes.

Arrange for a solid academic plagiarism checker technology.

Ways of ethical misconduct

Writing assistance of another person on behalf of a Student.

Our Recommendation

www.ictacademy.in

Examine the student work carefully and pay attention to the student's
writing style.
Check the date of creation of document as a listed by MS Office.

Ask student to present the paper in a webinar.
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Ways of ethical misconduct
« Providing username and password to a third person who contributes in the

discussion forums on their behalf.

Our Recommendation
« Pose similar questions from discussion forums on the test,

« Pay attention to the student's writing style.

Ways of ethical misconduct
* In case of an online test, a student may browse the Internet to find the
correct answers or someone else may take the test on the student’s

behalf logging under student’s name.

Our Recommendation

+ If online test is the only way, block the possibilities of opening another
window on student's computer.

* Have alarge test bank of questions so that the students' questions are
unique. Ask open ended questions.

+ Ask student to arrange a 360 web camera.

www.ictacademy.in



CHAPTER 10: THE ART OF ANSWERING ONLINE

Traditionally answering involves the following steps
Listen
Understand
Communicate and involve
Respond
Follow-up questions

One like answering is no different, it is the same with some minor tweaking

and most of them are about using technology and following the same steps.

1. Mqjority of the video conferencing tools will give you the option to download
the chat, read them and find questions and answer them through other
modes like WhatsApp or Email or even SMS.

2. If possible have one student who will be a faculty assistant and will keep an
eye on the chats and read out selected questions in the end of the class to

the faculty who can answer them and clarify the question.
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CHAPTER 11: ANALYSIS OF PERFORMANCE

Performance analysis was a separate data entry and data management
process but with computer and internet as part of our classroom analysis of
student performance become easier. By analyzing the students’ performance
specific feedback can be given to the students for their development and they

growth can be monitored and shared easily with the students.

In this chapter we will discuss analysis tools which we can use to understand

our student’s performance better.

EXCEL

Microsoft Excel has been around for a very long time, here are some simple

tools which will be useful for the faculties

Summation (Addition)

Method 1:
D2 - Fe | =SUM(AL:AS)
A B c D E F G H |
1 11
2 24 sum 107)
3 E]
4 13
5 1
6 8
7 26
8 15
9
Method 2:
D2 4 e =SUM(A3,A5,A8)
A B C D E F g H 1
1 11
2 24 Sum 25
3| 3 1
4| 13
5 | 1]
6 8
7 26
8 | 15
9
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Method 3:
A9 e kS
A B | ¢ | b | E | F | & | H | 1
1] 11
2| 2
3 | 9
4| 13
.57 1 Z
6 8 AutoSum ~| A
7] 2 Fin- s zY /O
g 15 Sort & Find &
1 @ Clear~ ey~ Select -
10| T Editing
A9 = I’ =SUM(AL:AS)
A | B c D E G H 1
1 11
2 | 24
3 | 9
4 13
5_ 1
6_ 8
7 | 26
3 | 15
9 107.
10|
| Average
C1 - A || =A1/B1
| A | B C D | E F G | H | |
1 20 60| 0.333333
2
Percentage -
$ - %I}, 8 38
Mumber Ta
c1 - F || =A1/B1
| A | B8 € ,/ D | E | F | 6 | H | !
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Charts
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A B C D E

1 [Month  |Bears  Dolphins Whales

2 |lan 8 150 30

3 |Feb 54 77 54

4 |Mar 93 32 100

5 |Apr 116 11 76

b |May 137 i} 93

7 |Jun 184 1 72
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Charts T
2-D Line
/_\/ Line with Markers
Use this chart type to:
3-D Line + Show trends over time (years,
menths, and days) or categories.
‘)\L~ Use it when:
« The order of categories is
impaortant.
ZHELTED « There are few data points.
3-D Area
@ More Line Charts...
Chart Title
200
180
160
140
120
100
B0
60
40
20
0
Jan Feb Mar Apr May Jun
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Edmodo

edmodo ' - ¥ D y :.9

3 Graded - 0 Ungraded - 1 Not Tumed In

66%

2/3 points

44%

1/3 points
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’ Test 2

Assigned

Home Classes Discover

Library QW ssages

Due 06/29/2020 11:58 PM

Assigned To: Antony Balan Jino Jose Sunil Borah Utpal Talukdar

Overview Students

@ 1 of your students haven't viewed this quiz

Student Stat.

Sunil Borah
Antony Balan
Utpal Talukdar

Jino Jose Not Viewed
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