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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 app for desktop.

B Downlosd Microsoft Teams Des. X =+

= oz:lmi(rosoﬁ.comfenfusfmicrosoftfteams,/down\oad—app I

=. Microsoft | Teams  Products ~  Festures v Pricing  Industries v Resources v Support

Switch to the new Microsoft Teams today to scale your business and achieve more together. Learn more >

The new Microsoft

Teams is now generally
available

Collaborate more effectively with a faster, simpler,

smarter and more flexible Teams.

9 Download app for desktop
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https://www.microsoft.com/en-us/microsoft-teams/download-app

eCIick Download the new Teams app

Download Microsoft Teams for Windows desktop

Teams for home Teams for work or school
Organize your life and communities, all in one place. Download the Easily communicate with customers and employees. Download the Teams
Teams app and never miss a message or call again. app and start creating, sharing, and storing files securely.

Download Teams Download the new Teams app Vv

9 Select the icon and click Open.

Open

Always open files of this type
Show in folder

Cance

iﬁ Teamz_v.'indows_....exel A I
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1.2 Sign in to Teams

0 Enter yourportallD@o365.mcut.edu.tw and click Next.

a8 Microsoft

Sign in

yourportallD@o365.mcut.edu.tw |

Mo account? Create one!

9 Enter MCUT portal password and click Sign in.
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yourportallD@o365.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

Il. During class

2.1 Create a Teams meeting

Access the Self-directed Learning Cloud College.

0 Click on the upper-right corner to log in.

9 Click teacher environment.

BESEBBRBIR pownioadlink | Frequenty Asked Questons | Latest News

SELF-DIRECTED LEARNING CLOUD COLLEGE
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@ Select the course name at the upper-right corner.

@ Click Teams meeting.

6 Click Create Teams.

o) | CFEEE

Questionnaire Management Grade Management Peer Assignments Personal Teaching Resources Management

| Use of space (63.35 MB/5 GB)

ting List
Lt e
coting Name CroateTime Toams URL
P3RS FE E000050101 (ERZZE) 2024-01-17 08:36:14
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https://elearning.mcut.edu.tw/moocs/#/home

2.2 Add students

¢ Method 1

0 Click on the upper-right corner to log in.

O ciick My course schedule to find the courses for your classes.

BEEXSBEEIESIR pownoediink | Frequenty Asked Questions | Latest News
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(3] After entering the course classroom, scroll down to the bottom toolbar, and click

Virtual Meeting.

@ Click Join the discussion.

< ¢« DiscussionArea Assignment Quiz Questionnaire | Virtual Meeting] Attendance Record Study grades Discussion Room Discussion History >
2023 AR:AIEEREE [ E000050101 (GRIHEEL) | 9

;
2024/01/17 08:36:14

20237 ARGAIEGLERTE-1117 [ E000050101 (GRERZZEED) ]

20231117 11:53:21 ended
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¢ Method 2
0 Click People.
9 Click Share invite.

P & 6 © B

Chat People Raise React View

Participants

[ Share invite

9 Click Copy meeting link.

@ Send a link to the students.

Invite people to join you

Copy and share the link to invite someone.

& Copy meeting link
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2.3 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"

[ | Computer audio

24
PC Mic and Speakers

(N
Your camera is turned off L ‘3

Room audio

Don't use audio

Cancel

2.4 Share content

Select Share content.

@,\ % |ecave 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

x  +

v = x
o?thetime=1630630193173

-~ a @ *x)0O » & i

c 0 (ﬂ https.//portal. ncutedu.tw/index.do?
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Usemame
Password
Login

Forgot Password?
Forgot Username?
New Employee Account Registration

How to Use Portal System

Select Stop sharing to stop showing your screen.

Mew channel meeting 0018

Gl is in progress. Click here to go back to the cll screen
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2.5 Record the course
@ cClick More.

(2] Click Record and transcribe and Start recording, you can start recording

courses.

m ©@ B &)

Chat People Raise React View Rooms More

(® Record and transcribe

(@ Start recording

(i) Meeting info
Video effects
Language and speech

0! Setfings
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2.6 Participating in the course

Menu bar actions:

(1 (%) © O
A & » ©@ @B o -

Chat People Raise React View Rooms Maore Share

1. Send chat messages.

2. Show participants.

3. Turn your video feed on and off.
4. Mute and unmute yourself.
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lIl. 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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