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2. Lecture Style Lesson (non-interactive)

This is a non-interactive lecture where students just watch and listen to the instructor.

2.1 Setting up an online lesson on Google Hangouts Meet

2.1.1 Google Calendar

Below is the procedure for creating an online conference for a lesson, using Google
Meet. You only need to do this once before the first lesson. Make sure to use your
Rikkyo V-Campus account when you schedule an online lesson on Google calendar.

Procedure

E 23 1] REE Ustrhy FAF—-SA% 1 Open lekyo Sp|r|’[
: & 3 https://spirit.rikkyo.ac.jp/

Click “Spirit Gmail”

%fm {@ @ @ 888

Ex - EiE HAERT - aETRE Y. . B2Y¥e FEpYM- FEEE

m .ig’ an |nl El

2. Sign in with your V-Campus ID and
password

Click “Sign in” (Y4 >4 >)

COR—VITEET AL ENE S L TIEE,

T —2(HRICAVITENT BBEI1T. Tie~—%
BhOL TS,

https://spiritrikkyo.acjp/ (Rikkyo V-Campus SPIRIT)

Do not bookmark (favorites) this page.
Please bookmark (favorites)
https://spirit.rikkyo.ac.jp/ (Rikkyo V-Campus SPIRIT)



https://spirit.rikkyo.ac.jp/
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g % - c, o | 3. Click the 9 dot icon at the top and
. - e . @ M & then click “Calendar” (A L >4 —)
+ b B
s o =
- : A
e
S @ = s s aoe s+ = ewe@ 4 Youcansee your Google Calendar
r 1 @ 13 14 . .
. o X Your weekly schedule appears if
50—, . | you haven’t changed your default

setting (The blue circle shows the
current day, e.g., March 12th in the
example image).

2.1.2 Creating Class Schedule

Below is the procedure for creating an online conference for a lesson, using Google
Meet. You only need to do this once before the first lesson.

@ = oo oumEw ae e s = cwe@ 1.Selecta class period and click the
: ) . area
20308 3 .' | - @ ; e »
o —
R— X 2. You can edit the details here. Click
B umm “More options” (Z DDA T 3
— — PO — Fo--11 .
® 202038198 FAI10:00 - FA11:00 202038 198
@ = -4 =4
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3. Add the following information:
x A5 4 75— [ == ]
2020438 268 FaN045 ~ FEI225 2020%38268 HrLU— 1) Title of the class (SUbjeCt name)
0 #8 ®oEa%L ~ e.g., AT 4 T2 —R
S (Introduction to Media Center)

g — I 2) Class start time /end time, e.g.,
v 4 Start time: 4~#710:45 (10:45am)
®| O tmwomuen | End time: F1%12:25 (12:25pm)
Make sure to choose the correct time
(2 ktakemura@alrikkyoacp @ ~
el 4. Click “Add conferencing” (E T4 %
= § BIU E= ®x i % 31BN) and select “Hangouts Meet”
e ian]
x AT 4 P45 — 15
2020% 38 268 Fal045 ~ F#12:25 20208 38 268
(] #8 smoEsEw -
V) ﬁu - —
O [ X . 5. Click the small arrow to see more
Han_g.our..sP.-1ee1.i:l?.3.?]IJT_«S g *E T options
wopsmipiaiasid t~i gl op
1:3“11 : - @
6. Click “Add live stream” (T4 7 X +
F4F A MU—LREN 1) _AEJ'E”D)
O EA 10 5 x
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— ~ =&
X XF 4 T —ilH 3
20204 38 268 FM1045 ~ F#1225 202038 26H A LU
[0 #8 ®moE2%W ~
TEOEE BUMER 7R
vV mmEem
”R
] o Hangouts Meet ~ X ()
Hangouts Meet ICEM ¥ 3 = TAH
£ 0
=z8s
I s @
TR EAEEESEEEEEEEESSEESEASEESSESSESEEESSSSESSEEEEEEEE,
-
. U
H
—H— BB s
T =|
=] a * x = +
22 23 24 25 26 27 28
AT FEY
]
F 045~

7. Make sure that the live stream is
added and click “Save” ({£7F)

2 You can also add other information
on this page

8. The event icon highlighted in red
shows the lesson you created

2.1.3 Making a note of your Live Stream URL

Below is the procedure for making a note of the URL for your online lesson. You only

need to do this once before the first lesson.

(If students receive a wrong URL, the students cannot participate in your class. The

following procedure helps minimize this issue.)

J B i X
— ™ =A,
8 A7t 9—R
35 268 (KEE) « FHT1045~51812:25 AT 4 TS — M
A~ R1225

0 Hangouts Meet [CE11]

RFHOYZIEIY o TH-FEIE—

1. Click the event icon (e.g., the blue
icon in the image above) to see
details of the event.

2. Move the cursor to “Join Hangouts
Meet” (Hangouts Meet(ZZ ).

3. Click the small square icon to copy
the conference link to clipboard (&%
DYoo EH)yTR—FKIZaE—).
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URL for joining the Hangouts Meet

!

!

ERIGAEES Hangout MeetsiC S

S17ARU-LZIE] QURL

AF P -8R
(F 51 BBRE)

AT TSGR
(A2 S5+ EmBHT)

URL for watching the live stream

4. Prepare a URL management
document (e.g. Excel) to save the
URL obtained in Step 3 and paste it to
the document

% Please do NOT lose this URL because you (instructors) will use this URL for
every lesson to join the Hangouts Meet and give a lecture.

/s @ B
8 Aot I—EE

38 268 (RIZH) - FA0:45~F 81225

o Hangouls Meet [CZ0]
nee ooQie.com

AT« Py
FE0AS~F 225

. S e M e S AR ESNE Tafd ddad
ST ARV—LDUXSEIUy TR —FLaE—
. s
0N 10 435
B |BE (BEE [Hangout Meets(C#8 | (ST U~ L%EN]| QURL
il CURL
X |2 AT« TFE5—BEa hitps fimeel google co i b
(A2S54~BRES) mivitAmye-agw
* |3 AT PES—ER
(A SrmEns

5. Move the cursor to “Watch live
stream” (54 TR k) — L% 15EE)

6. Click the small square icon to copy

live stream link to clipboard (5 4 7 X

f)—LD) 29 ED )y TR—FIC
aE—)

7. Paste the URL obtained in Step 6
to the URL management document

> Please do NOT lose this URL because your students will use this URL for every
lesson to watch your live stream lesson.

2.1.4 Register your online lesson in Rikkyo Jikan

Below is the procedure for you to inform your students of your lessons. This needs to be
done before EACH lesson. It takes some time till your students receive a notification
email about your lesson, so please complete this at latest one day before your lesson.

|5 | BPE [ REE THangout Meets|~
hll MURL

[SATARU—L%TS] DURL

AT« TS — B

(251 B

AF« PEH—BH
(AZS4AEHRE)

B V-CampusiDTLOGIN

1. Open your URL management
document and copy the live stream
URL

2. To create an announcement about
your lesson, log in to Rikkyo Jikan:
https://portfolio.rikkyo.ac.jp/login



https://portfolio.rikkyo.ac.jp/login
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e a 3. Click the subject name of the online
= _ class about which you’d like to send
m owm ovn oan o an announcement to your students
: S 4 Click the envelope icon
=5 &= 0o
1‘@“&!'#’7@"/!‘ A A\éﬂg‘ i
k 5. Click “Create” (YEfk) on the
EBHLEEE
B —H announcement management page
w.z LTI | R
6. Add a title (2 4 kJL) and content
= SHIS CER - R —
(R%A) of your announcement on the
HHS B1EE
Create/Edit announcement page (%
_ Mo EER - FREEE). When you
. add contents, follow the format below:
o ey <Title (%4 b)) >
o Date (Day) Class Period Subject
name (Class Style)
: — e.g., 3/19 (Thursday) 2nd Period
e e T 03 5 T Introduction to Media Center (Lecture
e B style)
it | <Content (RZ&) >
i We're going to have an online lesson

(non-interactive Lecture style). Please
use the link below to watch a live-stream lesson. [URL] Japanese translation
TUooAUEE (BERR) ZRELET. TROUY VI XY S/ TEREEZREEL TS
2 &Ly, [URL] % Paste the live stream URL obtained in Step 1 in this section.
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> The above settings will be the content of the email sent to the students. Use the
same style for all lessons so that it is easier to understand for students.

> Position any information on teaching materials used in class or individual guidance
below the [URL].

;il;l:;g;;”ll’iilii-llil’iii;.liiiiiill-iii;ii-lliiili-ll-ii-iii.: 1 7. NeXt’ Set the release Start date (/A
. : | BABA4AA), release end date (2ABA#R T
" : | B), and contact information (RI&t
5e).
........................................................... 2 Set the class end time as the
- release end date.
8. Check the "forced notification email"
- (EH A — LERHIEIS).
9. Finally, click "create" (Efk) to save.
-
SHASUER 10. If you successfully create an
BASE %R announcement a message will be
m .| emm - displayed.
............................................................... 5 Afler a while. enrolled students wil
_ be sent the email.
IRFREER 2204

00.00.00 SEIRM1
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2.2 How to start

2.2.1 Starting an online class

B |BE | RER Hangout Meets(C® | IS4 J R M) —LA%REE] OURL
K |2 | AF«T7EH—-6ER hitps-//meet google.co Jhttps //stream.meet google com/stream
(A2 542 BBYR) mivit-tmve-eqw c66b462a-496e-4a75-8519-887d210d
95a6
X 3 [AF«7C5-8R hitps //meet google.co
(AL S/ mEHF) m/cpv-gdgy-iah
AR
Q Meet e

SNORMIBNELEN?

roenn

g eu e . een

CO=—F 4 IEANI—Z I UET
. EEOERBES>TOETH?

CDZ—FT 4 IDA NI - I EBAT BFIC. SNES
BOERIES>TNBT EERRBLTIEZEN

Fro vl | AMNJ-Z2T%k

1. Open the URL management
document and access the Hangouts
Meet URL.

2. Hangouts Meet will open.

3. Click "Join now" (53 <'&/0).

> If your computer is a Mac, the
window will not be displayed. Install
Chrome and use it.

5. A confirmation pop-up will appear.
Click "Start streaming" (X k1) —= >
7 % Btg).
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o | “all 6. The live broadcast (5 4 TE{EF)
icon will be displayed, and the online
lecture format (one-way) will start.
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2.3 Operation during class

2.3.1 To confirm participants

1. In the online lecture format, users cannot confirm participants.
> Check attendance with Rikkyo Jikan.

2.3.2 To chat with participants

1. In the online lecture format, users cannot chat with other participants.
% In the case that interaction with students is necessary, use the online
seminar (two-way) format.

2.3.3 Sharing screen content with other participants

1. Click the red-framed icon on the
screen.

2. Select the screen-sharing mode

(@ or @).

@ Your full screen

All screen contents are shared.

@ Windows

Only selected windows are shared.

@ Your full screen

3. Select screen to share and click
"Share" (% 5).

2 Used when showing students your
entire screen.
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FIVT-937 D4 IR0DER

...............

ogle.com EOBEIVFYUORHEYIIALTIET. T IBLERRLTHA

B
---------------

Reference: Student's screen image showing
your full screen

@ For Windows
3. Select the window to be shared. Click
"Share" (&£ H).

4. Only the video of the selected window is
distributed to the viewer.

X Here, if you select a window that you
want to show to students as a PowerPoint
or document, the material will be displayed
on the student screen.

X If you want to show your students a
slideshow, select start to show the slides.

For Windows
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2.3.4 Switching video / audio on / off

1. Click the button on the
screen to turn it on or off.

@ Turn your own microphone
on and off

@ Turn your own camera on
and off

2.3.5 Torecord a lesson

2 To record, it is necessary to get the consent of the participants!
Click the icon in the red frame

on the screen.

Click “Record Meeting” (X —
T4 VY ERE).

7 A confirmation pop-up is

B)=(pl 54 displayed.
SNELAORBEBICER ST I2BET I, BHTH If there is no problem, click
EUTRIFOURERDIoRENSDET., COZ—FT 1 IR FET 215

&, SN, $H5eMT ISR MEAveNELROREEES “Approve” (&2
RENSBDET. pprove” (z).

iz iz
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2.3.6 To stop recording

The icon indicating that recording
is in progress is displayed, and
recording starts.

X If the publication of materials
is required, be careful when
handling copyrights before
recording.

FIH?

CmEE T 7 AL RN

Mi5EnxEd.

CD=Z—F« 2 DFREZELLEU

Google RSAJICEFSNET., Tz, COF
@774JL/\O)'J>5’D‘A$EEEDUE’TL T b
DZRCEENTWRI Y —2B([CTFIT7RIE

Frtl | BEZEL

1. Click the icon in the red frame
on the screen.

2. Click Stop Recording.

3. A confirmation pop-up is
displayed.

If there is no problem, click “Stop
Recording” (#kME % {F.L).



Online Lesson Manual (For Teachers)

19

€« B8 0 F & 0 B = 1712

et g com 13:22 (0 £%)
ToB% -

SEI7ILEFPyIO-FUSELRE.
M prw-yoep-sze (2020-03-11 at 21:16 GMT-7)

FS1TTm<

Google BS54 7: UL TBITATOI 7 AL EDT/ (A ANSTEPILATALY,
Google LT, 1600 Amphitheatre Parkway, Mountain View, CA 34043, USA

prw-yoep-sze (2020-03-11 at 21:16 GMT-7) &L =

ICATFD - Meet TREMRISENTLADT. REOROICCOA-LESEOLTUET,

w o~

4. The recording icon disappears
and the recording stops.

5. After a certain period of time,
a notification will be sent to your
Gmail indicating that the video
file has been saved.

¥ Depending on the length of
the video, it may take some
time to arrive.

2.4 Closing

2.4.1 To end the class

1. Click the icon in the red
frame on the screen.

2. Leave the meeting.
¥When you leave, your live
session will end and the broadcast
will end.
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S-FaOhBRBRELFELE

SEEDBEOSRELDTLED?

% frof K %

2.5 Points to keep in mind when starting classes

2.5.1 Talk in a quiet place

During the course, all participants will hear their surroundings as well as their own voice.
If the meeting is conducted in a place with a lot of noise, it will make it difficult to hear
each other's voices. Therefore, you should open the course in a quiet place. We
recommend using a headset with a microphone and earphones.

Also, depending on the student's communication environment, voice disturbances or
delays may occur. Make sure that the conversation is clear to the participants.

2.5.2 Pay attention to the background reflected on the camera

During the course, all participants will see their background. Make sure that confidential
information is not being reflected in the background.
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3. Seminar Style Lesson (Interactive)

In this type of lesson, instructors and their students can listen to, talk to, and see each
other. This type of class requires the students to have conversations with their
instructors and their classmates (e.g. having a discussion). Therefore, all the
participants in this type of class need to have a camera and a built-in microphone on
their laptop or an external camera and microphone. If the participants use a
smartphone, they can use the built-in camera and microphone.

3.1 Setting up an online lesson on Google Hangouts Meet

3.1.1 Google Calendar

Below is the procedure for creating an online conference for a lesson, using Google
Meet. You only need to do this once before the first lesson. Make sure to use your
Rikkyo V-Campus account when you schedule an online lesson on Google calendar.

Procedure

o il it 1. Open Rikkyo Spirit
wronsi| B deew  Boowbes  Cewsmng | @M p A https://spirit.rikkyo.ac.jp/

H Click “Spirit Gmail”

%lﬂsm {@ @ 3@ | 888

EE . EE IAERT - SEFRE PE-HYE

EETSS

[62) s E. A 0, A

2. Sign in with your V-Campus ID and

RIKKYO UNIVERSITY password

WEB LOGIN

Click “Signin” (4 >4 V)

ZOR—=VITEET D EALENIIITLTIES,

Ty Ov —2(@ERICAV) I0ENT BBS12, TieN—%
BAIL TIES Y,

https://spirit.rikkyo.acjp/ (Rikkyo V-Campus SPIRIT)

Do not bookmark (favorites) this page.
Please bookmark (favorites)
https://spiritrikkyo.acjp/ (Rikkyo V-Campus SPIRIT)


https://spirit.rikkyo.ac.jp/
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= M Gmail C ‘C,“,n 0
- o M L
o B B
> &3 b -
B FEa
= = |
©
=1 7 )20 @ G o
F @ 13 14

3. Click the 9-dot icon at the top and
then click “Calendar” (h L > & —)

4. You can see your Google Calendar
> Your weekly schedule appears if
you haven’t changed your default
setting. (The blue circle shows the
current day, e.g., March 12th in the
example image)

3.1.2 Creating Class Schedule

Below is the procedure for creating an online conference for a lesson, using Google
Meet. You only need to do this once before the first lesson.

=\ J— - ¢ > 202038

|_

I bILZIENN

FiE T HER U125

®© 2020538198 4S#i10:00 - F#i11:00 2020638198

---------------------------

---------------------------

z GSuite @)

TEIES |
FE106~11

1. Select a class period and click the
area

2. Add the following information:

1) Title of the class (subject name)

2) Class start time and end time
Make sure to choose the correct time.
4Bl = am, &% = pm

3. Click “Add rooms, location or
conferencing” (GRT £ =[EREZE
hn)
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< | 4. Click “Add conferencing” (ET#4 %
__"_ BTL i i S = -
A5 P I—im sz JE?JD)
(® 2020538 19H 4SAi045 - F#12:25 20205 38 198
Q mm=em
Ck FA<Er B
>
AT o P F—illiR 5. Make sure that “Join Hangouts
B s sreesie Amb Wik meet” (Hangouts Meet(Z5 019 %) was
added and then click “Save” ({&7F)
(© 20204638198 FA045 - Fi1225 2020838 198
.vlllIII...I..-Il..lllll:ﬂ...llllllI....IIllllll....lb-
E O P-IILT-nI(,'T‘:u1j1Mm.“t:L. *hll-!‘-J s % E
2 You can also add other information
: DA TS = on this page

6. The event icon highlighted in red
shows the lesson you created

AT PRY
4.
#1045~

3.1.3 Making a note of your Hangouts Meet URL

Below is the procedure for keeping your URL for your online lesson. You only need to
do this once before the first lesson.

(If students receive a wrong URL, the students cannot participate in your class. The
following procedure helps minimize the issue.)
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Z 1 B &+ X
8 AT+t 57—
35 268 (REE) « FAN045~F 81225 AT4 TEY5— M
1045~ R1275

@ Mangous eeticEl
SFOUFEIUy TH-FILOE—-

am/338b58b8-3e64-4dad-b1db-e

URL for joining the Hangouts Meet
!

EEIEE [Hangout MeetsiC® | [STARU—-LAETE] DURL

X |2 |AF«TELY-6ER
(A2 51 ARER)

X |3 | AF<TELS-BE
(A2 51 BEHT)

7. Click the event icon (e.g., the blue
icon in Step 6)

8. Move the cursor to “Join Hangouts
Meet” (Hangouts Meet(Z£0)

9. Click the small square icon to copy
the conference link to clipboard (&%
DYy %EY )y TR—FKIZaE—)

10. Prepare a URL management
document (e.g., Excel) to save the
URL obtained in Step 9 and paste it in
the document

% Please do NOT lose this URL because all participants will use this URL for every

lesson to join the Hangouts Meet.

3.1.4 Register your online lesson in Rikkyo Jikan

Below is the procedure for you to inform your students of your lessons. This needs to be
done before EACH lesson. It takes some time till your students receive a notification
email about your lesson, so please complete this at the latest one day before your

lesson.

WE[EHEE HEE THangout Meets/c® | IS5+ 72 MU—A%ME] MURL

AlJ DURL

* [2 [AF<FE4—8a hitps //meet google co |h

(A2 S5 ARR) mivit-tmye-aqw

x |3 AT+ FES—B htips //maet google co
(A 54 RBHH) m/cpv-gday-ish

WE:SiD

LOGIN

B v-CampusiDTLOGIN

1. Open your URL management
document and copy the Hangouts
Meet URL

2. To create an announcement about
your lesson, log in to Rikkyo Jikan:
https://portfolio.rikkyo.ac.jp/login



https://portfolio.rikkyo.ac.jp/login
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S 3. Click the subject name of the online
g _ class about which you’d like to send
I osvm cuwm oae oo an announcement to your students
4. Click the envelope icon
([ |8 %[ =] 0 5]
T a0
= &
R 5. Click “Create” (#£RX) on the
prr— announcement management page
=SS R, - ' 6. Add a title (% 4 kL) and content
A0S HHEE (M%) of your announcement on the
Create/Edit announcement page ($
' Mo EER - FREEE). When you
a-—— add contents, follow the format below:
s il <Title (Z 4 kL) >
- Date (Day) Class Period Subject
name (Class Style)
PER RN ST e.g., 3/19 (Thursday) 2nd Period
. Introduction to Media Center (Seminar
Am———————— style)
BTy .53 <Content (HZ&) > We're going to

have an online lesson (Seminar style).
Please use the link below to join the
online lesson. [URL]. Japanese translation: 7 > 5 4 Ui2% (BEEBR) #lELET,
TN o EYwebEIZAS A > LTLZELY, [URL] ¥%Paste the Hangouts
Meet URL obtained in Step 1 in this section.



Online Lesson Manual (For Teachers) 26

> The above settings will be the content of the email sent to the students.
Use the same style for all lessons so that it is easier to understand for
students.

> Position any information on teaching materials used in class or
individual guidance below the [URL].

:il:;;;;lllllTIlIil'lll'iII.Ill'llI'llilIlil;lllllIllll‘lll’llllll’l.: 1 7. NeXt’ Set the release Start date (/_b\
e . o : | BfABASRA), release end date (ARR T
' : | H), and contact information (& ¢
5t).
........................................................... % Set the class end time as the
release end date.
8. Check the "forced notification
N / email" GE%0 A — L& HIX(E).
9. Finally, click "create" (/ERX) to save.
‘
=SS EE 10. If you successfully create an
- announcement a message will be
s ws oe-Utes | me displayed.
S R ——— % After a while, enrolled students wil
-~ —_— be sent the email.
IR 221F
SRR SRAWE Offs®iRp
R 27Hb0 ARRGH RRRTH nRe L2 13

SR
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3.2 How to start

3.2.1 Starting an online class

CEIEREER THangout Meatsic® | 751X N0~ L& AL 1. Open the URL management

i e e | document and access the Hangouts
) Meet URL.

Q@ ton C-—2 | o Hangouts Meet will open.

3. Click "Join now" (59 <'&0).

AF 4 P25 -8k

n, > — > If your computer is a Mac, the
window will not be displayed. Install

Chrome and use it.

4. Online seminar format (two-way)
will start.

2 Students may be logged in earlier.

> Invite the students to turn off the
microphone so that no participant's

noise disturbs the speaker's voice.
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3.3 Operation during class

3.3.1 To confirm participants

1. By clicking the red-framed icon on
the screen, users can confirm
participants.

2. To close the menu, click on any
part of the screen other than the
menu.

1. By clicking the red-framed icon on
the screen, you can chat with
participating users.
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N 2. To close the menu, click on any
part of the screen other than the
menu.

2T ISETTICTIETISTISTTISTTITETITISTTTETTETS

3.3.3 Sharing screen content with other participants

Any participant can share their screen content with others. Since sharing
the screen later takes precedence, please inform students not to share the
screen without permission.

1. Click the red-framed icon on the
screen.

2. Select the screen sharing mode (D

or ).

@ Your full screen

All screen contents are shared.

@ Windows

Only selected windows are shared

@ Your full screen
3. Select screen to share and click
"Share" (&£ H).

4. If you minimize the Meet screen
and open other applications (Power
Point, Word, etc.), they will be shared
with participants.
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TIVT-930 T1JRIDER

.............

B
---------------

Reference: Student's screen image showing
your full screen

For Windows
3. Select the window to be shared. Click
"Share" (& H).

4. Only the video of the selected window
is shown to the viewer.

For Windows

1. Click the button on the
screen to turn it on or off.

@ Turn your own microphone
on and off

@ Turn your own camera on
and off
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3.3.5 Torecord a lesson

2 To record, it is necessary to get the consent of the participants!
1. Click the icon in the red
frame on the screen.

2. Click “Record Meeting” (X —
T4 VT ERE).

7 3. A confirmation pop-up is
RIE DR displayed.
SNELBORBERBC L S—T A VIERET BT &, BHTH If there is no problem, click
ELUTRRONREQBZIEMNBDET. COS—T I %REBT 55
Bl HBFR MO, BHSBNTZFR FESTSNELROREESS « " (K ER
BENBDET, Approve” (:Z).
£ ER

4. The icon indicating that
recording is in progress is
displayed, and recording starts.

X If the publication of materials
is required, be careful when
handling copyrights before
recording.
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3.3.6 To stop recording

CD=Z—=F4 2 DFREEFIEU
FIN?

COEE T AL S

Google PS4 JIcEEFESNET. %f . COF
B 7 AILADYU O FEICENEN. TAF
DARCEENTWVWARI Y —2B(CTFITRIE
nMisEnEd,

Fr vl | HEZEL

1. Click the icon in the red
frame on the screen.

2. Click “Stop Recording” (§XIEI
Zi=1k).

3. A confirmation pop-up is
displayed.

If there is no problem, click
“Stop Recording” (§%1E % {=1t).

4. The recording icon
disappears and the recording
stops.
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« B O F &0 B AR T
prw-yoep-sze (2020-03-11at 2116 GMT-7) #&iisx & @ | @ 5. After a certain period of time, a
B i wzosm & « 1 Q@ notification will be sent to your Gmail

indicating that the video file has been
f‘jp:v:;::’;;?;ozluj‘::z at 21:16 GMT-7) | saved.
¥ Depending on the length of the
o 3 TS0 T e s, video, it may take some time to
TP e TR LT arrive.

3.4 Closing

3.4.1 To end the class

3. Click the icon in the red
frame on the screen.
4. Leave the meeting.

HWhen you leave, your live session will end and the broadcast will end. — The
meeting will not end until every participant leaves the meeting. The remaining
participants in the meeting can continue to have a conversation.
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3.5 Points to keep in mind when starting classes

3.5.1 Talk in a quiet place

During the course, all participants will hear their surroundings as well as their own voice.
If the meeting is conducted in a place with a lot of noise, it will make it difficult to hear
each other's voices. Therefore, open the course in a quiet place. We recommend using
a headset with a microphone and earphones.

Also, depending on the student's communication environment, voice disturbances or
delays may occur. Make sure that the conversation is clear to the participants.

3.5.2 Pay attention to the background reflected on the camera

During the course, all participants will see their background. Make sure that confidential
information is not being reflected in the background please.

3.5.3 Be careful with account details

Meet participants are limited to those with a Rikkyo University V-Campus account.

- If someone tries to access from

il outside a V-Campus account,
- C @ meet.google.com hpli=18aut - = B @ :

the following screen may be
displayed. Please do not accept
it.

¥ If accessed from a non-V-Campus
account, a pop-up appears requesting
that they join the meeting.
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e If it is not a V-Campus account, there is no certainty that the user is a student, so
be sure to click “Reject” (}ER&).

If you are a student or have a personal Google Account (not a V-Campus account), you
may have access to your personal Google Account intentionally. In that case, please
follow the instructions below to access your V-Campus account.

— If your student has their personal Google account (not a V-Campus account), they
may access from their personal Google account unintentionally. In that case, please tell
them to follow the instructions below to access from their V-Campus account.

How to access the university email account.

1 Access the Meet URL.

Q Meet

2 Make sure that the email address
displayed at the top right is @

- rikkyo.ac.jp.
' ENMOERIENELRD ?

3 If a different account (not a
V-Campus account) is displayed,
click “Change account” (7 A > k
#4Y)YE Z %) and login again with a
V-Campus account.

4 Click “Join now” (59 <&1n).

See Google Meets additional support here: https://support.google.com/meet#topic=7306097



https://support.google.com/meet#topic=7306097

