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Annexure-1 
 

Standard Operating Procedure for advocate/litigants for participating in hearing through 
video conferencing 

 
A. How to join hearing  

 
1. Google Meet shall be used for Video Conferencing. 
2. Advocates/litigants shall be sent a link mentioning time slot for their hearing on their 

registered email ID. Clicking this link will connect them to video conferencing platform. 
3. A typical email invite will look like this: 

 
4. To join the hearing, click on the link as circled in the illustration above. 
5. Upon clicking the link, internet browser of your system will open. The opened 

webpage will look like this: 
 

 
 

 

 

 

 

 

 

 

  

6. Click on ‘Allow’ and ‘Dismiss’ as marked above. (Click on ‘Allow’ to allow access for 
both microphone and camera to be used by Google meet) 
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7. Click on Join/Ask to join the hearing. Please make sure that your Mic and Camera are 
turned on as marked below: 
 

 

 

 

 

 

 

8. Once you join, the Video Conferencing web page will look as illustrated below: 

 
9. The participants may mute/un-mute their audio by clicking on the ‘Mic’ icon as shown 

above. Likewise, video feed may be stopped/started by clicking on the ‘Camera’ icon 
as shown above. 

 
 

B. Sharing screen and documents/files 
 

1. Participants can share documents/presentations on their systems through ‘Present 
Now’ option available in Google Meet as marked below: 

Mic 

Camera 

Meeting 

Mute Video 
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2. When ‘Present Now’ icon is clicked, the system will ask you to share the screen. Once 

sharing is started, you may open the file/document/presentation which you want 
other participants to see. Participants will then be able to see them on their screens. 
Click on ‘Stop Sharing’ icon when you want to stop sharing your desktop screen. 

 
 

C. Sending files in the hearing 
 
1. If there is a need to send any document to other participants in the hearing, please 

open ‘Google Calendar’ in a new browser tab. You may change the view to Day, Week, 
Month, etc. as per your convenience through the options available. The current 
meeting will be shown in your calendar as shown below- 
 

 
 
 
 
 
 
 

 
 

 

 

 

 

 

Meeting 

Screen Share option 

Calendar view option 

Hearing List 
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2. Click on the hearing meeting (where you want to add the files) and press Edit event as 
shown below: 

 

3. Add the files in the attachment section: 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Edit Event 

Add Attachments 
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4. Click on ‘Upload’ to select files from your local computer: 

5. After selecting the file, click on ‘Upload’ button:  

6. Click on ‘Save’ 
 
 

 

 

 

 

 
 
 
 
 

Upload from local 
system 

Click on Upload 
button 

1. Click on Save button 

2. Send update to 
participants 
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7. Click on ‘Invite’ 
 

 
8. The shared files can be viewed from the Video Conferencing web page through the 

options mentioned below: 

 

Hardware/Software required: PC/ Laptop with webcam (external/in-built)., and audio 
microphone capability, speakers, Internet Browser (preferably Google Chrome) 

 

 

 

 

1. Click here to open 
meeting information 

2. The files which 
were attached can 

be seen here 

Meeting 


