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1. Inviting students to join 

Hangout Meeting

To invite students you have to follow these steps below:
1. Login your Moodle account.

2. Enter to subject that you want to invite its students to hangout meeting.

3. Enter to participants. You will see all students’ names and emails. Copy each email

individually by selecting the email, then pressing Cltr+C.

4. Login your academic email.

5. Press Google Apps

6. Choose Calendar

7. Choose the date that you want to make the invitation.

8. Press left click in any empty space. New dialogue will be appeared.

9. In this dialogue, you can insert (title of the meeting, time of meeting, students as guests,

location, reminders for repeating meetings)

10. To add students, you have to paste the email of each student that you already copied

from Moodle in (Add guests).
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2. Editing invitations.

To edit invitation, you have to press on (pencil icon) after clicking on the 

meeting itself.
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3. Recording meetings

To record a meeting, you have to choose record from the list as shown below:



4. Sharing your screen 

with students

If you want to share your presentation, you have to press present now as shown 

below:



4. Recording a video for 

students as a lecture

There are many applications and softwares for recording videos such as: zoom, 

Microsoft team, hangouts meeting, icecream, izvid, and so on. The easiest way 

to record videos is hangouts meeting software. The advantages of this way are 

easy to use, do not need time to upload video to google drive, you can share the 

video with student like the same steps of sharing files.

This way also has some disadvantages as mentioned below:

1. You are not able to pause the record. You have to end it immediately, if you 

face any obstacles like blackouts, receiving a call, and so on.

2. You are not able to choose the resolution of video.

3. You are not able to modify videos on hangouts meeting like trimming, 

adding watermark, adding subtitles, and so on.
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1. Taking attendance of students

by Moodle chat



2. Sending URL to students.

To send URL to students, you have to follow steps below:

1. Open your moodle account.

2. Go to intended subject.

3. Choose (Turn Editing On)

4. Go to the intended topic and press add activity.

5. Choose URL

6. Write the title of this URL

7. Paste the URL

8. Save and continue



Thank you For 
Listening


