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1. PENGENALAN

Dokumen ini merupakan manual pengguna yang disediakan sebagai rujukan oleh kakitangan
syarikat berkenaan cara-cara untuk menggunakan perkhidmatan persidangan dalam talian

Google Meet.

2. AKAUN GOOGLE MEET SYARIKAT

https://www.google.com/

Email ID : demi@prooffice.demigroup.com.my
Password : P@sswOrd

Plans : Business Standard https://workspace.google.com/pricing

Business Standard

RM35.04 w

RM5EA46

per userfmonth, 1-year commitment &

Start a trial

v 2TB
pocled storage per user*™

v Secure custom business email,
you@your-company.com

4 Unlock the full power of Al

" Gemini Al assistant in Gmail,
Docs, Meet and more

~" Chat with Al in the Gemini app
and create your team of Al
experts

~" Al research assistant
(MotebookLM Plus)

+ 150 participant video meetings
plus recording, noise cancellation

+" eSignature with Docs and PDFs
" Appointment booking pages

v Collaborative video creator and
editor

+" Email layouts and mail merge

<

Security and management controls

" Standard support***



https://www.google.com/
https://workspace.google.com/pricing
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3. CARA PENGGUNAAN GOOGLE MEET

i. Peranan Sebagai Pemanggil Mesyuarat (Admin/Host)
a) Memulakan Mesyuarat
1) Login akaun Google Syarikat dan Klik 9 dot pada penjuru atas sebelah
kanan.
2) Klik pada ikon calendar

@ G @9
J
Account Search Maps
YouTube Gemini News
Gmail Meet Chat
®
s ¢ o 1—@
Contacts Drive Calendar
3) Klik pada tarikh mesyuarat
ey | ¢ > February 085 Q@ @ (s

4) Input nama mesyuarat
5) Klik ‘More options’

i —©
p—
IAdd title

Event Task Appointment schedule

Thursday, February 6 11:00am 12:00pm

Time zone + Does not repeot

@

=2 Add guests

Add Google Meet video confaerencing

@R

Add location

Add description or a Google Drive attachment
P
e

Moveoptions @
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6) Uncheck kotak All day dan pilih masa mesyuarat
7) Klik pada Google Meet . Paparan terperinci akan dipaparkan. Copy link

untuk salinan

8) Input maklumat berkaitan mesyuarat dan muat naik lampiran
(nota/minit mesyuarat) sekiranya ada
9) Input alamat emel ahli/peserta mesyuarat (@demigroup.com.my /
@prooffice.demigroup.com.my / @proview.demigroup.com.my /
@demicoffee.demigroup.com.my)
10) Klik butang Save

X Add title

Q@ Addlocation

Add notification

B o @ -

® B I U

Al OESCription

(m] Busy - Default vi

Feb 6, 2025 100am to  12:00pm Feb 6, 2025 Time zone

O anday Does not repeat = \e

Eventdetails  Findat

0 Add Google Meet video conferencing

Q MNotification = 30 minutes v X

isbiliy ~ @

= o ¥
— O

D
~—
©

Guests

Add guests
Guest permissions

O Modify event
Invite others °

See guest list

11) Tetingkap pop up akan dipaparkan. Klik Send

@

Would you like to send invitation emails to
Google Calendar guests?

Back to editing Don’t send |: LT | < — @

b) Menghantar Jemputan Selain Email
Admin/host akan memberikan link (Rujuk page 4 — No 7) mesyuarat kepada
peserta melalui aplikasi yang mudah dicapai oleh peserta seperti Whatsapp

Contoh

Tender Committee
PRO, Pro, Pro, Pro, Pro, Pro, Pro, Pro, Pro, Pro, PRO, Pro,

Pro, Pro, +60 12-530 6930, +60 19-201 8844, You Q

Meet
Real-time meetings by Google. Using your browser, share your video, deskiop, and
presentations with teammates and customers.

KICK OFF MEETING - JAPEN JOHOR & PROOFFICE
Friday, 17 January - 11:00am - 12:00pm
Assalamualaikum WBT,

You are cordially invited to attend the Kick Off Meeting.
Title : PERKHIDMATAN SEWAAN DAN PENYELENGGARAAN SISTEM KESELAMATAN LITAR
TERTUTUP (CCTV), SISTEM KEHADIRAN DAN AKSES PINTU UNTUK IBU PEJABAT DAN
PEJABAT PENERANGAN DAERAH NEGERI JOHOR BAGI TEMPOH 36 BULAN .

Time zone: Asia/Kuala_Lumpur

Google Meet joining info

Video call link: https//meet google com/tie-kyvg-xbc

O dial: (US) +1442-228-4717 PIN; 442 875 567

More phone numbers: httpsy//tel. meet/tie-kyva-xbc?pin=6215075459595
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c)

Menunda atau Menukar Tarikh/ Masa Mesyuarat

Kemudiannya klik Edit Event

1) Buka calendar dan klik pada mesyuarat yang ingin ditukar/ ditunda.

s B . 7 N N 7 N
Todsy ) < > February 2025 Qa @ & (Mmh- ) (B | @) (RS |
\. J o J \_ /)
sun Mo TUE WeD THU FRI sar
26 27 28 29 30 kil 1Feb
Isra and Mi'raj (i 2 W X Al Second Day of Chinese New Federal Territory Day (reglor
@
: i  C——
® Internal Meeting &=
Thursday, 13 February - 3:00 - 3:30pm -
) . Join with Google Mest o ‘ B o )
meet.google.com/vbs-pohc-zta ® 3:45pm PERBINCANGAN PE
v, Joinby phone
(US) +1252-427-1333 PIN: 608 490 471#
+
[ More phone numbers
@ Tekemesting notes : /
9 Start a new document to capture notes 13 14 15
® 3pm DISCUSS o P ® 3pm Internal Meeting
S yes {m
1awaiting
Demi Group
“""I¥ Organiser
Set your working location
1 pu @  ABDUL HADI ABD HALIM 20 n 2
= DearAl,
You are cordially invited to attend this meeting
0 10 minutes before
9 DemiGroup
23 24 27 28 1Mar
. First Day of Ramadan (regiol
Going? Yes ~ No. Maybe v
®

2) Pinda/ Pilih tarikh atau masa terbaru dan klik Save.

Availability might be shown in other Google apps (@

{ Bl Create meeting

notes

DearAll,

You are cordially invited to attend this meeting

% Internal Meeting @ @-
13 Feb 2025 3:00pm  to  3:30pm 13Feb2025 (GMT+08:00) Malaysia Time - KualgLumpur  Time zone
[0 alday Doesn'trepeat v ~ RSVP:Yes ~ Add notelguests
Event details Find a time \ Guests
¥} Join with Google Meet 0@ v x Add guests
meet.google.com/vbs-pohc-zta @
2 guests
@ Add location 1?'“: P ®
1 awaiting
Demi Grou
a Notification 10 minutes ¥ X @ Organiser P
@ ABDUL HADIABD HALIM *
Add notification
* Calendar cannot be shown (&
M4 DemiGowp @ ~
Suggested times
] Busy - Defaultvisibility ~ @

Guest permissions

O Modify event
Invite others

See guest list
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3) Peserta/ Ahli Mesyuarat akan menerima notifikasi email secara
automatik berkaitan perubahan yang telah dilakukan. Kemudiannya
boleh klik Join with Google Meet untuk menyertai mesyuarat ini.

Internal Meeting

‘ 7 Tentative v ‘ > Decline v | (© Propose New Time v

@ Google Calendar <calendar-notification@google.com> on behalf of Demi Group <demi@ ‘ 7 Accept

Required abdulhadi@prooffice.demigroup.com.my

() Please respond.
This meeting has been adjusted to reflect your current time zone. It was initially created in the following time zone: Asia/Kuala_Lumpur.

Mon 10,

invite.ics "

2KB
Ly Sy S S M
1 1
1 Thursdoy, 13 Februay, 2025 300PH-330PH, Alodass 9 !
1 1
1
1
| 3pv [internal Mecting; Demi Graun
1
1
1 4pm 1
1 1
1 1
1
1
: This event has been updated with a note:
: “reschedule’
1 ‘Changed: Time
1

i When EINEE meet.google.com/vbs-pohc-zta
1 Thursday 13 Feb 2025 - 3pm - 3:30pm (Malaysia Time - Kuala Lum)
: 12 Feb 2025 . 3pm — 3:30pm Time - Kuala Lu Join by phone
(US) +1 252-427-1333
Guests PIN: 608490471

Demi Group- organiser
office.demigroup.com.my More phone numbers

View all guest info

Reply for abdulhadi@prooffice.demigroup.com.my

Yes | No  Maybe

DearAll, Join with Google Meet
You are cordially invited to attend this meeting
....................................... Meeting link

d) Menerima Peserta/ Ahli Semasa Mesyuarat Sedang Berlangsung

1) Klik butang Admit

People X
&+ Add people
Q_ Search for people

WAITING TO JOIN

Waiting to be admitted 1 ~

Deny all Admit all

° PO Admit e—f— G

IN MEETING

Contributors 1 ~

PV (You) d, :
@ Meeting host \ *
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e) Merekod Mesyuarat
Setiap mesyuarat rasmi ianya perlu dirakam (video record) oleh Admin.
Fungsinya adalah untuk merakam video perjalanan keseluruhan mesyuarat.
Langkah-langkah untuk merakam video adalah seperti berikut:
i Klik pada 3 dot button
ii. Klik pada Manage recording

Manage recording

Change layout
Il Fullscreen

Open picture-in-picture mode

] Apply visual effects

Use a phone for audio

Report a problem

Report abuse

Troubleshooting and help

Settings

iii. Klik Start recording

Recording X

Record your video call
The recording will be saved in Demi Group's
Meet recordings folder in Google Drive.
When appropriate, a link will be added to
the Calendar event and a notification email
will be sent.

Select the language for captions

None (no captions) -

To turn off captions o change the
language, stop and then restart the
recording

D Also start a transcript (English only)

Start recording ' °
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f) Mendapatkannya Semula (retrieve) Video Mesyuarat
Setiap rakaman akan disimpan didalam Google Drive Syarikat. Langkah-langkah
untuk mendapatkannya semula (retrieve) adalah seperti berikut:
i Login akaun Google Syarikat dan klik 9 dot pada penjuru atas sebelah
kanan kemudian klik Drive

(;\ Discover Google Workspace -

- M 66— 0

Account Gmail Drive
' 4 B B
Gemini Docs Sheets

) B R

I Slides Calendar Chat

« B B

ii. Klik My Drive kemudian Meet Recording

L Drive Q  Ssearch in Drive 0

+ New My Drive ~

X 1selected

mis folder

@ Home
£ Activity
o

& Workspaces

Meeting reports
My Drive

a
» B shared drives Meet Recordings

2, Shared with me MAJLIS BERBUKA PUASA DEMI GROUP 2024

e Korban Perdana Demi Group 2024

Starred

From_BrotherDevice

Asset Picture

(C]

w

(@ Spam
T Bin
&)

Storage Jabatan Pertanian KL - Unit Entomologi

9.1GB used

Slide & Company Profile
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. Semua rakaman video mesyuarat terdapat didalam Meet Recordings
Folder. Boleh double click untuk view atau right click untuk download.

My Drive > Meet Recordings ~
X 1selected & & m@ @ e
Name Owner

Wi Webinar #3 : Document Storage & Warehouse (2023-11-09 11:50 GMT+8) % = me
<» Open with »

B  Webinar #3 : Document Storage & Warehouse (2023-11-09 11:50 GMT+8) & wee ME
&, Download

Wil Online Webinar - Digital Imaging & Technologies (2023-10-11 11:59 GMT+8) & e M
#. Rename a3

Wil WEBINAR #2 PROVIEW - SOLAR CAMERA (2023-11-07 11:52 GMT+8) 2% |_D Make a copy CtrlsG Ctrlsv

B  WEBINAR #2 PROVIEW - SOLAR CAMERA (2023-11-07 11:52 GMT+8) &%

Wil Webinar #4 : Wireless Presentation via SCREENBEAM (2023-11-28 12:11GMT+8) 2t &+ Share =+ me
E5 Organise »

B Webinar #4 : Wireless Presentation via SCREENBEAM (2023-11-28 12:11 GMT+8) 2% = me
@® Fileinfg »

Wl Webinar : Secure Attendance (Devices & Application) (2023-12-07 11:49 GMT+8) 2x . me

B webinar : Secure Attendance (Devices & Application) (2023-12-07 L @ Move to bin Delete - ME

Wi Screenbeam with HSAS (2023-12-15 10:03 GMT+8) 2% mee me

Wi Perbincangan URS Pengimbasan Dokumen MPK (2024-03-0115:06 GMT+8) 2t = me

Wil KPJEMRAin KPJ Perdana (2024-03-13 10:09 GMT+8) =& = me

ii. Peranan Sebagai Peserta/Ahli Mesyuarat
a) Menyertai Mesyuarat Melalui Email

Internal Meeting

e Google Calendar <calendar-notification@google.com> on behalf of Demi Group <demi@prooffice demigroup.com.my>

Required abduih

2 prooffice demigroup.commy Mon 10/2

(0) This meeting request was updated after this message was sent. You should open 8 later update or open the item on the calendar.

a iy o

© Wedness

You are cordially invited 1o attend this meeting

Meeting link
When meet.google.com/vbs-pohc-zia
Wednesday 12 Feb 2025 - 3pm — 3:30pm (Malaysia Time - Kuala Lumpur)

Join by phone
Guests US) +1 252-427-1333
Demi Group- organiser PIN: 608490471
abdulhadi@prooffice demigroup.com.my
View all guest info More phone numbers

Reply for abdulhadi@prooffice. demigroup.com.my
Yes No  Maybe

More options

b) Menyertai Mesyuarat Melalui Shared Link

Meet
Real-time meetings by Google. Using your browser, share your video, desktop, and
presentations with teammates and customers,

Internal Mesting

Wednesday, 12 February - 10:00 - 10:30am

Time zone: Asia/Kuala Lumpur

Google Meet joining info

Video call link: https://meet.google.com/vbs-pohc-zta
Or dial: (US) +1 252-427-1333 PIN: 608 490 471#
More phone numbers: hitps://tel meet/vbs-pohc-zta?pin=3690894887394

A

10:06 &
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c)

Menyertai Mesyuarat Menggunakan Aplikasi Hangout Meet Pada Smartphone
Muat turun aplikasi Hangout Meet di Google Play (Android) dan App Store (iOS)
Google Meet
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4. CIRI-CIRI GOOGLE MEET

Bilangan Peserta — Maksimum 150 peserta

Google Workspace editions ¢

« Business Starter: Up to 100 participants

« Business Standard: Up to 150 participants | <

« Enterprise Essentials: Up to 250 participants
« Business Plus and Enterprise Standard: Up to 500 participants

« Enterprise Plus and Enterprise Essentials Plus: Up to 1,000 participants

Fungsi Paparan Utama

Meeting code Leave meeting

Turn captions

on or off Change settings, background, layout, and more

Turn mic on or off

Turn camera on or off Raise your hand Share your screen or give presentations

Share meeting
details with guests

View, remove, and
pin participants, and
invite more people

Send chat messages

Use Breakout rooms,
Polls, Q&A and other
meeting features

Rujukan Lanjut https://support.google.com/meet/answer/10550593?hl=ms
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5. LAMPIRAN

How to Create and Start a Meeting as a Host in Google Meet LINK VIDEO

Eal A

How to Share Screen on Google Meet LINK VIDEO
11 Tips to Use Google Meet Like a Pro LINK VIDEO

Google Meet Bantuan https://support.google.com/meet/answer/10550593?hl=ms



https://www.youtube.com/watch?v=IUX-WQsbKfc
https://www.youtube.com/watch?v=hOWGF4Nf2Xw
https://www.youtube.com/watch?v=XztF882Godg
https://support.google.com/meet/answer/10550593?hl=ms

