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Online Virtual Trainins Guidel I nes for Trainees

Online training will be conducted through 'Microsoft Teams

Application/Software'.

Trainees should download/install'Microsoft Teams Application/Software'
on their laptop or desktop computer equipped with microphone and webcam

or on their smartphone or a tablet.

A laptop or desktop computer would be preferable to use instead of a mobile

phone. Training accessed on a mobile phone may be interrupted by phone

calls and other notifications.

Trainees should ensure that they attend the training sessions in a silent place

where they shall not be disturbed.

Trainees should ensure that they have reliable high-speed intemet connectivity

and sufficient data pack to avoid any inconvenience.

Hyperlink to.ioin the training sessions will be sent to the trainees through SMS

or through e-mail or on WhatsAPP.

Trainees who wish to use their laptop/desktop computer, they can type the

hyperlink in the lnternet Browser, i.e. Chrome, Firefox or Edge browsers'

All trainees should join the training sessions through hyperlink and logon with

their name followed by personal number at least l0 minutes before the start of
the training session.

While the training is in progress, trainees should ensure that their microphones

are turned off.

When asking questions or raising queries or participating in discussion, trainee

should use ihi 'raise hand' icon to indicate to the faculty and await the

faculty's permission. Before speaking, he should ensure that his/her camera

and microphone are enabled. Trainees should look at the camera while

speaking.

If a trainee is not found to be present online for a large part ofa session, he/she

would be deemed to be absent from the particular session.

The online virtual training should be attended with the same decorum as is

expected in regular classroom training. Therefore. 
. 
any indiscipline or

misbehaviour duiing training sessions would be treated as violation of CCS

(Conduct) Rules, 1964'
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Sr. Accounts Officer (WM-I)
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