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13.04.2022 

This document guides you on 

1. How to record a video presentation in Cisco-Webex 

2. Uploading Video file to Google Drive 

3. Getting the Google Drive LINK for the uploaded video 

4. Finally, submitting the video link in Google Form 

 

1. How to Record a Video presentation in Cisco-Webex 

You can use Cisco-WebexOnline Meeting to record your self-paced video of 10 minutes 

length 

Please follow the below instructions… 

 

1. Click on the following link or copy the link and paste in the browser  

https://www.webex.com/ 

2. In https://www.webex.com/, you will get   on the Right side top 

corner. 

3. Sign-Up to Create your account: User name- your mail ID and add password by 

giving required details. 

4. Now again go to  https://www.webex.com/page 

5. Click on Sign In 

6. Click on Try Meeting 

7. Click on Test a Meeting 

8. Your Personal Room will appear 

9. Mic settings: Unmute mic  

10. Video setting: click on Start Video – YOUR VIDEO WILL APPEAR ON SCREEN 

11. click Start Meeting 

a. Please observe: Share, buttons will appear 

12. Keep your PPT slides opened 

13. As per instructions, you need to give  

a. 2-minute self-introduction (Don’t share PPT during this time) 

b. 8-minute lecture demonstration presentation (Share PPT and put in SLIDE 

SHOW- During PPT presentation video should not be closed) 

https://www.webex.com/
https://www.webex.com/
https://www.webex.com/
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14. Once you are ready for 2-minute self-introduction, 

Click on Record  

It will ask you “Where the recorded file is to be saved? 

 Choose appropriate location….   Ex: Desktop 

 And, start giving self-introduction… 

a. give 2-minute self-introduction (don’t share PPT while giving self-introduction) 

b. After your self-introduction,  

i. SHARE your PPT, and  

ii. keep PPT in SLIDE SHOW 

iii. start presentation on the topic you chose 

iv. you can record video for a length of 10 minutes 

v. You don’t have to conclude the presentation abruptly.  You can say… 

“Now I stop my presentation, as I am exceeding the allowed time” 

vi. After that you stop sharing PPT 

vii. Your Personal Meeting Room will appear 

viii. Click on  to Stop recording  

15. Now, the Recorded Video is available at the location where you have saved. 

 

2. Uploading Video file into Google Drive 

It's easy to upload files from your computer to Google Drive.  

To upload a file to Google drive 

1. Sign In form your Google account and go to  which is present 

on the Top-Right Side of the browser and then click on Drive 
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2. Select the New button, then select File upload. 

 

3. Locate and select the file(s) you want to upload, and then click Open. 

 

4. The file(s) will be uploaded to your Google Drive. 

 

Depending on your browser and operating system, you may be able to upload files 

by clicking and dragging a file from your computer into your Google Drive. 
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3. Getting the Google Drive LINK for the uploaded video 

1. Now to get link of the video uploaded, Right click on the Uploaded Video and click 

Get link as shown in the figure 

 

 

 

2. Copy the link and give permission to people as shown in the below two figures, and 

click Done button. 

 



  KITSW  Page 5 of 5 

 

 

 

 

 

4. Finally submitting the video link in Google Form 

1. Open the Google Form by clicking on the link emailed to your email ID 

2. Fill all the details 

3. Paste the video link in the Google Form and  

4. Submit the form 

Good Luck ! 

 

***** 


