






Schedule of Orientation for teachers and students to be held on July 03, 2020 

Name of the School Date and Time Google Meet Web link 

Humanities and Languages 
Faculty 

Mon 3 Aug 2020 
12:00 – 12:30 (IST) 

https://meet.google.com/maj-egop-oej 

Social Sciences and Earth 
Sciences (UG/PG) 

Mon 3 Aug 2020 
12:30 – 13:00 

https://meet.google.com/qvi-xkca-kop 

Science and Engineering 
faculty (UG/PG) 

Mon 3 Aug 2020 
13:00 – 13:30 

https://meet.google.com/ifv-tnre-jea 

School of Business Studies 
(UG/PG) 

Mon 3 Aug 2020 
13:30 – 14:00 

https://meet.google.com/cdo-gkdt-uex 

Schedule of Demo Online Examination for teachers and Final Year (End 
Semester) Students. 

SI 
NO 

DATE TIME DEPT./SUBJECT 

01 04/08/2020 11:30 am TO 1:00 pm Kannada, Hindi, Linguistics   

02 04/08/2020 3:00 pm TO 4:30 pm English, History, Social Work 

03 05/08/2020 11:30 am TO 1:00 pm Commerce, Economics 
Psychology, 

04 05/08/2020 3:00 pm TO 4:30 pm Business Studies, Geology, 
Geography 

05 06/08/2020 11:30 am TO 1:00 pm Physics, Chemistry, Engineering  

06 06/08/2020 3:00 pm TO 4:30 pm Mathematics / B.Sc and M Sc  
 

 Instructions to the Students. 
 

1. All the Students should be present during the orientation and Demo 
Examination. 

2. Each Students should possess following online tools for orientation and 
training. 

a) Laptop / PC / Smart Phone. 
b) Internet with minimum of 2 G 

3. UPS / Full Battery charge. 
4. Students should read the instruction provide by the examination section. 
5. Software applications 

 WhatsApp/Google Classroom/Office Lens Application/PDF reader 
software(preferably adobe acrobat reader) 



Step‐by‐step procedure for conducting examination in online mode 

 

Pre‐Examination Activities: 

1. Prepare a WhatsApp group for each class with HoD as admin and add all teachers (who 
taught that class) and students of that class to that group 

2. HoD should create a class in Google Classroom for each class  
3. Add Teachers (who taught that class) and students of that class (for that you need the 

email addresses of all teachers and students). Don’t share class code with anyone 
4. 15 minutes prior to the examination upload this question paper in the assignment section 

of the Google Classroom and schedule this assignment to the date and time of 
examination. 

5. Keep the text version of question paper in your email. 
6. Students shall be instructed to load the Scanning application such as OfficeLens from the 

Play store in their cell phone. 
7. Prepare a set of instruction to be followed: 

(i) Plain/rolled A4 size papers should be used for writing answers 

(ii) Blue ink pen should be used 

(iii) The registration number and page number must be specified on each side of the 

answer paper 

(iv) After examination original answer paper should be preserved and should be 

submitted to the Department later. 

 

Activities at the start of examination: 

1. When examination starts, the HOD/Coordinator shall forward both the question paper text 
and PDF to the group. 

2. The teacher of that course will keep ready the attendance sheet with registration number, 
name of the student and time of accessing the QP text. This information will be obtained 
from WhatsApp delivery. 

3. Students should avoid leaving large empty spaces in the answer sheets. 
 

Post completion of examination: 

1. Students shall scan the answer sheets in the order of page number using scanning software 
and prepare the PDF. No empty pages should be scanned. The PDF file should be named 
with registration number. 

2. Share the PDF file with the teacher who taught the course. 
3. Teacher shall make note of time of receipt of the answer script. 
4. If the answer script is received later than 20 minutes of completion is examination, same 

may be reported to HOD/Coordinator  
5. The course teacher shall forward all answer scripts received, to the HOD/Coordinator 

within 30 minutes of end of examination. 
6. All the answer scripts shall be printed for further evaluation. 
7. Course teacher should sign on the printed copy of each answer script.  


