“ 5 . Basic Instructions
T IMS Teams:: ¢ ihe Tnstructors

Before Class I Preparation will take about 15-30 min. Please be ready before class begins.

STEP @ Download MS Teams software

Windows / MACHRZ TENRRIOS fTENRRAndroid

)

STEP @ Log in to MS Teams

After download:

Computer .
version Click Teams on desktop.
% Microsoft Cellphone | Choose Teams app.

Sign in

Email address

Use the Office 365 account provided by the
Office of Information Services (personnel
ID@0o365.tku.edu.tw) to log in to the system.

When logging in for the first time, the
password is Tku + your 8 digit birthday
(year, month, and day, ie. 19800610). Enter
the password and tap the log in button.

BY Microsoft

SRR After logging in, you must change the
Upedeife s passiiig password. Your new password must be at
You need to update rd bec this is the first . .

158 Yot 40 g 1, U Db YO PN s least 8 characters, including three of the

expired.

following: at least one uppercase letter,
one lowercase letter, one number digit, and
one special character. After changing your
Confirm password password, log in to MS Teams.

Terms of use  Privacy & cookies  ++« f

tuﬂem password

New password



https://play.google.com/store/apps/details?id=com.microsoft.teams
https://apps.apple.com/tw/app/microsoft-teams/id1113153706
https://www.microsoft.com/zh-tw/microsoft-teams/download-app

Search or type a command

= Your teams
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Make sure that your courses are available
“teams”.

When accesing a course for the first time,
click “Activate” to allow your students to
view the course.

STEP @) View student account

Search of type  command

< Allteams B General Posts Files Class Notebeok  Assignments Grades

E -

(=) Maating sndad: Tm 295
1082 6536 Introduction... & Raghy
o & mmm(_) Masch 13, 2020
B8 Acd channel §12 ended: 6m 125
2 Add membeg,
o Leave the b
& Eaneam i 2m 28

B Get lnk 1o team
Vesberday
#d veam naene from 1082 6536RELA MRS LB 10 1082 6536 Introdus

<7 Manage tags

T Delete the team

S-course-live started

Search or type a command

< All teams

E 1082 6536 Introduction to compute
1002MEAPI RS T

Members Pendang Requests Channels  Settings  Analbytics  Apps

1082 6536 Introduction... Search for members Q

General Owners(1)
e Tite Lacatan
Io ¥

Dmmmm:

=/ Panda W (Micro...

15 shusdints are waiting bo join

General Posts Files Class Metebaok  Assignments 1 more™ =+

Welcome to Statistics
Chaoose where you want to start

Upload Class Materials

Click and enter course, click ... symbol
to the right of the course name, and then
click 'Manage team] .

Click the inverted triangle icon to the left
of the [ Members and guests | , and check
whether all students in the course appear
in the list of members in the picture; If you
find that any student account is not yet
member of MS Teams, please refer to the
next step to add students to the course.
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STEP @) Add students to the course

Search or type & command -
£ Al teams B General posts Files Class Motebook  Assignments  Grades
E =] Meeting ended: 1m 30s

+ Reply
1082 6536 Introduction...
ended: 1m 295
= @ ranage weam
B add channel
March 13, 2000
= Add member O
W endec: &m 125
= Leave the team
& Edit team
@ Get bk 10 te)
: 2m 288
& Manage tags
B Delete the team Raxay

o g 00 AT 10 1062 6536 MM A PR B8 0 1082 €536 Introduction b oo

Add members to 1082 6536 Introduction to computer

Teachers

Students

w13

Once you are in a course, click the ...
option. A list of choices will pop up. Click
¥IZME (add new members) to add stu-
dents to your course.

Type in the student number, choose the
student you want to add from the list, and
press #i& (to add).

Add members to 1082 6536 Intreduction to computer




STEP Log in to MS Teams

STEP Synchronous online lecture

your teaching materials.

Q Search

S Meet now

B

109T - Bl - T

" e

the conversation starte(

Try @mentioning a student or teacher to begin sharing

Meeting in “General™

4 Computer sudio

from PowerPoint or log in to iClass to retrieve

< Allteams General Posts Files + @ Team G Meet

@ Schedule a megin:

" mEE [mEd) 7

r QRIERIBEGED

> 4 EIESAERIEM. MarBErEs  EXE

(0]

@ Team & Meet ~ (1)

Meet now
O Meet nov
Schedule a meeting
Click
and then press
meeting.

Click button, then click
on the pop-up menu.

radio button,
to begin the



STEP Set students’ authority as “Attendees” and start the meeting

Invite people to join you

Meeting options

Who can bypass the lobby?
People in my organization and ...

Always let callers bypass the
lobby

Announce when callers join or
leave

Only me

Everyone

People in my organization and guests

Specific people

Only me

Invite people to join you

Select

, select

the pop up menu.

And then select

menu.

in the

In the meeting window, press

click
recording.

menu to start

and



Meeting in "General” = g Pl‘eSS bUttOﬂ y and ChECk

% B & 5 e ) el to include audio.

Then, choose the teaching materials for
the desktop.

Share content (Ctrl+Shift+E)

@D include computer sound

2 . Desktop Window
Invite people to join you

If does not appear after
you chose , then, press |—_TI

. i)
share audio sounds.

Soreen 11 Mueeting i "General™ | M_. OndA maker pplx

E - 1 or audio, you may also use the function
2 list.

Screen #2 - Ins 5 A oL MMPEEE L UISHT7 pptx

If you want to stop sharing your desktop

Presenting... Give control v Cal Stop presenting




STEP

Invite people to join you

n General posts Files +

Try Smenticning a student or teacher o begin sharing ideas.

Yesterday

G " General ; PEYRIE started

Meeting
& Open in OneDrive
[ €3 Getlink

A

@ Meeting ended: 13m 385

® Leam more ( )
/N Report a probler

] Meeting in "General” started
E:N Meeting ended: 1h 32m

Meeting

Get link

. To the right of the

End synchronous learning session

1. End the ppt presentation or log out

from iClass.

. Click from the function list and

press

button,
press the down arrow and select

. The system will automatically generate

a link of the recording within 5 minutes.
Then click
and press

from the function list

. Press button, copy the link of

the video.




1. Log in to iClass, and then add a “Activity”.
DATABASE
109 1082 FLR (2% ) 4 A(6049)

e T Fron) o] [ ] “wisi A 2. Press “Link” button
Sacion i +eE A
L O i st vew g

~ NESERAAEE  Vew i

e ccoms:

© mnes

Video Files Interaction Page Link

v,
Assignment Exam Discussion Quiz Feedback
Questionnaire MS Teams Meeting
Create Link X Paste link which copied from Ms Teams,
Section/Unit | §i—i izt input Title, and then press “Save” button.
“Select WebLink  <Create Link> v
“Tite | recerd
* Link hitps://tku385. sharepoi ites/1082_60 20D & Load link
If you want to add a new video link, please go to Video' activity, such as Youku, Tudou,

Netease, Sohu and Youtube.

Criterion @ OMNo  ®Yes Wiewed web link

Show Advanced V'

DATABASE
108 1062 B TH (K5 ) 4 A(8043)

Add a learning activity in iClass success-
fully.

Course + section . +unn  +oactvey - Type: Al b=
Information
| secton L E

© wE: mERs  view

D NESURSEN | View (o |
@ pwEE (Coswd)

© wusa

4= When uploading teaching materials or information, please comply with the relevant regulations
of intellectual property rights and do not share any suspected infringing materials. If you have
any questions concerning software operation, please contact the Joint Help Desk of the Office ﬁ]
of Information Services at Ext. 2468.



