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ACHARYA INSTITUTES

USER MANUAL


meeting.alive.university


Step 1: Copy the link 
shared by your teacher and 
paste the URL in address 
bar in the web browser.

It is recommended to use 
Google Chrome Updated 
Version. 
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Step 2: Once you press 
enter after entering the link, 
you will be redirected to 
the page shown. 

Enter your NAME and USN 
in the following format:


NAME(1AY19EE001)


Click on Join. 
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Step 3: Once you click on 
Join Button, you will be 
redirected to this page. 
Select the join the audio 
through microphone only. 
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Step 4: Carry out the Echo 
Test. Select Yes if your 
voice is Audible, else select 
No and check for settings 
in your system. 
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Step 5: After entering the 
room, you will be 
redirected to the ALIVE 
ONLINE platform. 
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Step 6: Once the teacher 
makes you the presenter, a 
light blue box will appear 
on your respective name 
indicating that you can 
upload a presentation. 
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Step 7: To upload a 
presentation, select the 
plus sign “+” on your 
screen. The options 
available are as shown:


Select the Upload a 
presentation option. 

Page  of 7 14



Acharya Institutes                                             ALIVE MEETINGS USER MANUAL

Step 8: After selecting the 
upload a presentation 
option, you will be 
redirected to the page 
shown: 


Click on Browse for files 
and select the file for your 
presentation.


It is recommended that you 
convert your power point 
presentations into pdf for 
best performance. 
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Step 9: Once the file is 
selected, it will be visible in 
the screen with a message 
“To be uploaded”.

Select the Upload button. 
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Step 10: Once you select 
the upload button, wait for 
the uploading and 
conversion to complete. 
The screen at this time 
shall be as shown: 
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Step 11: Once the File is 
successfully upload, you 
will be redirected to the 
page shown where you can 
carry out your presentation. 


You can change the slides 
by using the arrow keys 
next to the Slide 1 option.  
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Step 12: The other options 
include, unmuting, 
switching on video and 
screen sharing that are 
available at the bottom 
shown in the screen.
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Step 13: To pass on the 
presentation to other group 
members, click on their 
name and select the make 
presenter option. 
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Step 14: Once your 
presentation is over and 
upon the permission from 
your teacher, compulsorily 
log out by clicking on the 
three vertical dots on the 
right corner and choosing 
Log Out option ONLY.
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