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Click here to open the 
Microsoft teams app



1. Type User name & enter

2. After that type your 
password & enter



Click here to open the 
calendar

To schedule lecture or to start To schedule lecture or to start 
lecture



Click here to schedule lecture

Note: Please click on date & time on 
which you want to schedule the lecture

This indicates the 
date (also day)

This indicates the 
time (24 hr clock)



1. Showing How to schedule a lecture.







Click here to see 
the participants list

Click here to see 
Recording button



1. Showing How to Start recording of lecture.
2. Please start recording of lecture at the 

beginning.
3. Please stop recording at the end of 

lecture before end of meeting











Click on these 3 dots &  
then click on download 
attendance sheetattendance sheet

1. Showing How to download the attendance 
sheet

2. Please download the attendance sheet at 
the end (Before ending the meeting)



Click on this small arrow 
button to open end 
meeting button

1. Showing How to end the meeting.
2. Please don’t click on leave button directly (doing this

lecture will continue for hours without any activity and
next lecture will not start



Click here to end 
meeting



Instructions

 Kindly schedule your lecture at least 2 – 3 days before scheduled 

date so that students will receive the notification well in advance.date so that students will receive the notification well in advance.

 Please record every lecture so that students can see it later on.

 Kindly download the attendance sheet of every lecture to maintain 

the record at attendance cell & department.

Kindly click on end your meeting (Don't click on leave button) Kindly click on end your meeting (Don't click on leave button)

 Kindly send the downloaded attendance on following mail: 

attendancecell@mgmmcha.org immediately after end of lecture
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“Persistent Questioning and healthy inquisit iveness are the first 
requisite for acquiring learning of any kind”

Mahatma Gandhi
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