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Red Bae® @00, OBenImI® Y e WWH® emw BI® wewo Settings wdm we v w.

) settings

General

Video

Speaker | TestSpeaker | = Definition Audi... ~ t+]

Output Level:

Red dB8mC s38x® BZ®O

Share Screen

Volume; 4 —— @

Chat

Background & Filters Microphane - ‘\ @@a @8@@@;5}@ 258@»@3

BE®D

Recording Input Level:

volume: o

Profile

Automatically adjust micrd)
volume

Statistics

9 Keyboard Shorteuts () Use separate audio device to play ringtone simuftaneously

Suppress background noise | Auto @

Red ®010 s8xTw®
BB

Accessibility

Select the default noise suppression level (low] to optimize for music

Automatically join audio by computer when joining a meeting

(") Mute my microphone when jaining a meeting

Press and hold SPACE key to temporarily unmute yourself

Red Meeting & eewo
e 8wd §10wy® B
esewo Participants g8
On @B Sng B BEW WS
Invite FE= oI

| Advanced |

Participants

© Invite people to join meeting 750 3007\ 152

o

Default Email il Yahoo Mail

| Copy Invite Link | | Copy Invitation | Meeting Passcode: 9MN1Vg

&80 Meeting 810@® 200 Red 8ed®E Ba® E0w-Bwd® Sdan Dx am. 98 Recipients 20w @5 ¢ad@dzy
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M Inbox - netnotch@gmailcom - ¢ X | NewTab X M Compose Mail - netnotch@gma. X + - x

c O & mail.google.com/mail/u/0/7view=cm&fs=18&tf=1 &to8su=Please +join+Zoom + meeting+in +progress&body=Join + Zoom+Meeting%0Ahttps;//usOdwebzc vr Q) (‘n ® » 9 H

Please join Zoom meeting in progress

Recipients
Please join Zoom meeting in progress

Join Zoom Meeting
hitps:/fus04web.zoom.us/j75030071152?pwd=YmZKanBsSkIVM2JUKOpHUJQ3UEFCUTO0S

Meeting ID: 750 3007 1152
Passcode: SMN1Vg

v ~~ SansSerif ~ T+ B I U A~ E-iZ =2 E E " § ¥
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H L Type here to search

Meeting Om=f B wo w1ey® BB

) Schedule meeting X 1

Schedule Meeting Meeting &= €0 53028 o @I

Topic 4/ 

Asiri Thennakoon's Zoom Meeting

e Y G0®W O @DED

Start: Wed December 23, 2020 v 01:30 AM——~__ | ®5);6ﬁ5)
Duration: 0 hour v 30 minutes <V\
() Recurring meeting : Mumbai, Kolkata, New Del... ~ I\/Ieeting [S)) &31@(’5*@85) 2MC @00
endosIs.
Meeting ID
o Generate Automatically Personal Meeting ID 924 539 3339 ‘
wHwd Dy Ted &
Security

edwmesied d8ewd me®
g5wg31 ©)

Only users who have the invite link or passcode can join the meeting

Waiting Room

Only users admitted by the host can join the meeting
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Participants:
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@D OO0 gded 8®
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o Outlook Google Calendar
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W
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e ®ed Zoom
00 Bw® od»
© ydd0 & OO o
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In Meeting
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Google Forms — How do they work?

Google Forms is one of the simplest tools to use to collect data and information but as they are
connected to a spreadsheet (Google Sheet) they can be very powerful in terms of data analysis.

There are numerous uses for Google Forms but common ones are:

e Collecting feedback - questionnaire

Signing up to an event

Data entry - providing a more user-friendly interface
o Collecting opinions on a topic

Collecting answers to a test So how do they
work?

1) Someone creates a form filled with questions.

Questionnaire I

Was this your first session?

Did you like the session?
1 2 3 4 5

Poor (@) O (@) (@) (8] Excellent

What could have been better?

What topic would you next like to see?
O Grammar

O skills

O  Vocabulary

O  Other:

2) That is linked to a spreadsheet (Google Sheet).

A 8 c o E
Was this your first What could have been What topic would you
Timestamp session? Did you hke the session? better? next like to sea?

3 @otn 883 0D EBoBVE
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3) Someone fills out the form and submits in it.
I Questionnaire

Was this your first session?

Yes

Did you like the session?

1 2 3 A S

Poor (@) (@] (@] ® (@) Excellent

What could have been better?

More info on Google Forms.

What topic would you next like to see?
@® Grammar
Skills

O
O Vocabulary
e}

Other:

SUBMIT

4) The answers automatically arrive in the spreadsheet.

A (] c 0 3
. Was this your first What could have been What topic would you
Timestamp session? Did you like the session? better? next like to see?
2 More info on Google
05/02/2016 10:07:12 Yes 4 Forms Grammar

5) Each line of the spreadsheet is a response from someone.

A 8 c &) E
1 Was this your first  Did you like the What could have been What topic would you
Timestamp session? session? better? next like to see?

2 05/02/2016 10:07:12 Yes R} More info on Google Forms. Grammar
3 05/02/2016 10:14:08 Yes 5 Nothing, it was great. Grammar
2 It could have been a littie

05/02/2016 10:14:32 No 3 shorter. Skills
5 05/02/2016 10:14:54 No 5 Nothing Skills
6 05/02/2016 10:16:38 Yes 5 More refreshments! Grammar

Even without any analytical tools | can quickly see that in this example, for some this was their first
session but not all; on the whole they liked the session; | have some tangible ideas on how to improve
next time; and most want to see either grammar or skills in the next session.

As the responses are in a spreadsheet, they can then be analysed in a wide variety of ways and Google
Sheets even provides an automatic summary of the responses.

& @otn B0@ 830001 BoBRE
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To show the summary, in the Google Sheet, go to Form>Show summary of responses.

Form Add-ons Help All changi

Edit form A

Send form

Go to live form
I N

? Embed form in a web page...

Show summary of responses

This displays the data in various ways depending on the type of question.

Summary

Was this your first session?

Yes 3 60%

No 2 40%
Did you like the session?
Poor:1 0 0%
30 2 0 0%
28 3 1 20%
20 4 1 20%
15 Exceflent:5 3 60%

& @otn B0@ 830001 BoBRE
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What could have been better?

It could have been a little shorter.
More refreshments!

More info on Google Forms.
Nothing.

Nothing, it was great.

What topic would you next like to see?

60%

40%
0%

0%

Grammar
Skills
Vocabulary
Other

o o N W

How to make a Google Form

Here we're going to make a quick multiple-choice quiz using Google Forms. You'll see how easy it is to
make one!

There are 3 main parts:

e (Creating the form
Adding questions

[}
Linking a spreadsheet to store the responses

& @otn B0@ 830001 BoBRE
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Creating the form

1) Click on the "New" button, then "More", then "Google Forms.

[ e

New folder..
File upload
.] Folder upload
El Google Docs
Google Sheets
Google Slides
| More

My Drive > Google Apps > Forms v &%

inner's Guide to Google Forms <%
inner's Guide to Google Forms - Rev 3 &%
inner's Guide to Google Forms - Rev 3 - Pap

inner's Guide to Google Forms - Rev4.docx

® El Google Forms >

2) You're now on the form edit screen. Your form is in the middle.

€ Untitied form

Untitled form

(4]

Untitled Question @ Murple choice

Ogtion *

& @otn B0@ 830001 BoBRE
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Adding questions

3) You can give your form a title by clicking on "Untitled form" and typingin a name.
QUESTIONS RESPONSES I
Untitled form
Untitled Question
Option 3

4) To add your first question, click on "Untitled Question" and type in yourquestion.

I QUESTIONS RESPONSES

Revision test

Untitled Question @ Multiple choice

Option 1

Add option or ADD "OTHER"

ff] i Required |

5) By default, the answer format is multiple-choice. So, now we need to enterthe options. Click on
"Option 1" and type in a possible answer.

1) What's the capital of Wales? ® Muitiple choice =

Option 1

Add option or ADD "OTHER'

[E] i Required

3 o B8@ D) BoBDB 37
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6) To add other options, either click on "Add option" or press the tab button twice.

To add another question, click on "Duplicate" at the bottom of the box.

| find clicking on the "Duplicate" button is usually best, as it duplicates the current question, saving you
having to add the options in again and often the questions are in a similar format.

1) What's the capital of Wales? @® Muitiple choice  ~

London
Cardiff

Edinburgh|

Add option or ADD "OTHER"

7) Click on the duplicated question and edit it.

1) What's the capital of Wales?

London
Cardiff

Edinburgh

f1) What's the capital of Wales? @ Multiple choice

London
Cardiff
Edinburgh

Add option or ADD "OTHER"

[E] [ ] Required

& @otn B0@ 830001 BoBRE
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8) Then click on the options to change these. Then duplicate the questionagain to add more

questions.

2) What's the capital of Spain? @ Muttiple choice
London
Cardiff
Edinburgh
\dd option or ADD "OTHER"

3) What's the capital of France? ® Multiple choice
Calais
Paris
Toulouse

9) Once I've finished making the form, | always check it looks ok. So, toview your form, click the eye
icon at the top-right of the screen.

10) This will open the form as it will be seen by those filling it out.

Revision test

1) What's the capital of Wales?
O London
O cardiff

O Edinburgh

2) What's the capital of Spain?
O Madrid
O seville

O valencia

3) What's the capital of France?
O calais
O Paris

O Toulouse
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Creating a spreadsheet to store the responses

11) Once you've finished your questions, you need to tell where you want theresponses to your
form to go. On the edit page, click on "Responses", then click the green Spreadsheet icon.

QUESTIONS RESPONSES

0 responses

12) This will open a dialogue box asking you if you want to create a newspreadsheet or an existing
one. For now, leave the default which is create a new one and click "Create".

Select response destination

@ Create a new spreadsheet Untitled form (Responses)  Learn more

(O Select existing spreadsheet

CANCEL CREATE

13) This will create a spreadsheet where your responses will be stored. The questions from your
form are in the row 1, along with a timestamp, which tells you when someone submitted your form.

= Untitled form (Responses) fim
File Edit View Insert Format Data Tools Fomm Add-ons Help

& e ~ P £ % o 00 123- Al - 1 - B Z &A. -H-
Jx Timestamp
A B C D E
1 Timestamp ] 1) What's the capital of W 2) What's the capital of S| 3) What's the capital of France?

2
3
4

Now it's ready to be shared!

40
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Note Keeping (es0®z¥ m»a o®)
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®omaz»®: Confirming your call with [Executive Name)]
Good afternoon [Meeting Participant],

I am writing to confirm your call with [Executive Name] on Tuesday, November 6th at 1:00pm ET.
Per the calendar invitation, [Executive Name] will dial your number at XXX-XXX-XXXX.

Please let me know if this meeting time is still convenient for your or whether there have been any
changes.

Kind regards,
[Your Name]
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®mazd: Confirming conference call details
Good afternoon [Meeting Participant],

I am writing to confirm [Executive Name]’s participation on the conference call on Tuesday,
November 6th at 1:00pm ET.

[Executive Name] will dial the conference number in the calendar invitation.

Please let me know if the conference details listed in the calendar invite are correct or whether there

have been any changes.

Kind regards,
[Your Name]

®maz»®: Confirming your lunch with [Executive Name]
Good afternoon [Meeting Participant],

Just reaching out to confirm your lunch meeting with on Tuesday, November 6th at 1:00pm ET.

[Executive Name] will meet you at [Location Name] for lunch.

Please let me know if this time and location are still convenient for you or if anything changes.
Kind regards,

[Your Name]

®omaz»®: Confirming your meeting with [Executive Name]

Good afternoon [Meeting Participant],

Just reaching out to confirm your meeting with X on Tuesday, November 6th at 1:00pm ET.
[Executive Name] will meet you at [Location Name].

Please let me know if this time and location are still convenient for you or if anything changes.
Kind regards,

[Your Name]

®omaz»®: Confirming your meeting with [Executive Name] at our office

Good afternoon [Meeting Participant],

Just reaching out to confirm your meeting with [Executive Name] on Tuesday, November 6th at
1:00pm ET.

We look forward to seeing you at our office. The office address is the following:
[Office Address]
Please let me know if this time is still convenient for you or if anything changes.

Kind regards,
[Your Name]
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