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|. Preparation before class

1.1 Download Microsoft Teams

0 Clicking on the link below will take you to the download page.

https://www.microsoft.com/en-us/microsoft-teams/download-app

9 Click Download for desktop.

Download Microsoft
Teams

Connect and collaborate with anyone from anywhere on Teams.

9 Download for desktop

Download for mobile

B8 Downloagddicrosoft Teams D= X = + o -
& ﬂl microsoft.com/en-us/microsoft-teams/download-app l B &
=. Microsoft | Teams Products\, Solutions\, Resourcess, Pricing More Microsoft 365 Download Teams Sign up for free \ ey

9 Select the icon and click Open.

Open

J

Always open files of this type
Show in folder

Cance

71 Teamz_u.'indows_....exeI W I

/_ \
O
o e HERIEAR
*\__/ \_/— MING CHI UNIVERSITY OF TECHHDLOGY
‘\_f‘\?f


https://www.microsoft.com/en-us/microsoft-teams/download-app

1.2 Sign in to Teams

0 Enter studentiID@o0365.mcut.edu.tw and click Next.

B® Microsoft

Sign in

[studentlD@0365.mcut.edu.tw ]

No account? Create one!

()

9 Enter MCUT portal password and click Sign in.

B BR SR A

MING CHI UNIVERSITY OF TECHNOLOGY

studentlD@0365.mcut.edu.tw

Enter password

Password

Forgot my password

Sign in with another account

=

Password Reset:
If you have forgotten your password, go to MCUT portal.
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https://portal.mcut.edu.tw/index.do?thetime=1631145723750

lI. During class

2.1 Teams user interface

0 Select Teams button on the left side of the app to view your teams.

&) Navigate to your class or course teams (e.g., #fg Ti2(—) 4 F£FI1).

Q search

RETER(—) 4590
(11010740004)

¥ Hidden teams

= @

88 Join or create team

ERERE() 3FFR
(11010740003)

(3] Click Join, you can start an online course.

< All teams.

SRTRCE) 4EFH01. ()

Class Notebook
Assignments

Grades

Channels

General L]

Q Search

General Posts Files
&' Reply
o New channel meeting ended: 21m 13s
& Reply
] New channel meeting ended: 20m 20s
& Reply
] Meeting in "General” ended: Th 53m

< Reply

New channel meeting

B¢ New channel meeting started

& Reply
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2.2 Join the course

Double-check your audio and video input, turn on the camera, and unmute your
microphone to be heard. Select Join now to enter the meeting.

Meeting in "General"

Meeting in “General”

(4 Computer audio

PC Mic and Speakers

(]
Your camera is turned off LS (3

Room audio

Don't use audio

Cancel Join now

2.3 Share content

Select Share content.

@,\ e leave Vv

Share content (Ctrl+Shift+E)
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Select what you want to share:

Screen lets you show everything on your screen.
Window lets you share an open window like a specific app you have open.
Browse my computer lets you share files.

Share content Include computer sound

Screen Window (8)

Microsoft Whiteboard

Collaborate on a whiteboard

PowerPoint Live

See your notes, slides, and audience while you present

Mo files available

Browse OneDrive

T Browse my computer
¥
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After you select what you want to show, a red border surrounds what you're sharing.
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New channel meeting 00:31 =

Callis in progress. Click here to go back to the call screen.

Select Stop sharing to stop showing your screen.

Mew channel meeting 0018

Call is in progress. Click here to go back to the call screen
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2.4 Participating in the course

Menu bar actions:

1. Show participants.

2. Send chat messages.

3. Turn your video feed on and off.
4. Mute and unmute yourself.
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lll. End of class

In your meeting controls, select the down arrow next to Leave and then End
meeting.

End meeting

You'll be asked to confirm. When you do, the meeting will end for everyone right
away.

End the meeting?

You'll end the meeting for everyone.

Cancel
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