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If you have already an Office365-Unina account
go to the next slide
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i D If you have not an Office 365-UniNa account

1] Office 365 you have to:

» Follow the registration instructions here

A https://softwaresso.unina.it

T »0Once completed, go to the next slide
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https://softwaresso.unina.it/
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If you have an Office365-Unina account

With your account (account@unina.it)
go to the following link to sign-in
https://www.office.com/

Attention: USE ONLY «Account aziendale
o dell'istituto di istruzione»

To access the Office365-Unina suite you need to get an account
as described in the previous slides. If you sign in with
credentials acquired autonomously form Microsoft portal or
Windows credentials you can’t use all the features provided by
Unina



mailto:account@unina.it
https://www.office.com/

Access You can access the WEB version here
Microsoft Teams https://teams.microsoft.com/

Teams Is available in web version
or app-desktop version
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The app with the “app desktop”
option, is more rich than the web
version. If you decide to use the
web option (no installation
required), you should use Chrome
or the last EDGE version.

rd

' lﬁl == Teams is available for Mac OS X and mobile system Android and 10S as well



= b O~
i » N2\ UNIVERSITA DEGLI STUDI DI NAPOLI
V‘

%4 FEDERICO

TEAMS di Office 365:

App-Desktop version

e Install the application (find the link at
the botton left to get)

e Launch the application

. e Enter with the credentials Office365-
Unina (account@unina.it)
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o LLft side icon «Team»
e Add / Crete a new team (up right)
e Create Team -> insert course name
e Go to the team

CREATE A TEAM FOR EACH COU RSE @
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Use TEA
for your

| % Click on your team
c o u rs e L ¢ o Click on «...» on the side of the name of your team

s o Select «Gestisci il team»

» @ Select «Impostazioni» and disable all the authorisations
for members and guests, make the team private, disable
all the app

/7

% o Create the link to the team («Richiedi collegamento al
team») and distribute it to the students thorough
Aulaweb, or sending an e-mail, or with any other method
you use with your students

N.B. There have been added Erasmus students and other belonging to other
cooperation programmes so there should not be other students not able to
subrisbe Office. In case you should add other people have a look at the
following slides
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‘ﬁl Instructions for external people:

O Check the email to know if other want to attend the class.
Q Insert the student thorough the main interface «aggiungi membro». Use the email address to add people.

© 04  Riunione ter

¢ Tuttiiteam EE? (Gestisc il team

Generale

= Aggiungi canale h
‘ 2 Aggiungi membro
I
:> %% Abbandona team
XXXXX

[Atr £ Modifica team

Generale

t@» Richiedi collegamento al team

] Gestisci tag

] Elimina il team
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remote lesson

You can start in team channel the team by selecting the icon
«riunione immediata» under the bottom bar

Start a new conversation. Type @ to mention someone.

A ¢ Q@B a D Q - B




ow to record the video
esson

¢33 Show device settings
[E) Show meeting notes
() Show meeting details

3 Enter full screen

78z Start video with blur
Turn on live captions (preview)
i Keypad

© Start recording

(4 Turn off incoming video

Waiting forlCimdisiecs o

00:06 ,"Aﬁ ):4 L?J see E s
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‘,)) To know:

disable the audio of partecipants

You can disable the audio of partecipants as shown, with few click,
preventing the students to comment

< Tuttii team . Generale Post File Blocco appuntidellacl... Attivita Grades
y - o J
. f’j
//\}// }/// e “
/ 4
classe test audio / 4
L{{MWM

Gestisci il team

Generale

Aggiungi membro

Richiedi collegamento al team

Q @ QR &

Gestisci tag iunto Stefano Orocchi al team.

ey AVIUE e vIarcu-tia-agyiunto Davide Savo al team.

—

4 Riunione terminata: 3min 4sec

<’ Rispondi
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disable the audio of partecipants

y )\\
N
\\\
4 _«a o digita un comando _ _
v -
-
¢ Tuttiiteam ,"!
c! t audio - ® Team
!” . ___aaae
Membn Canali Impostazioni Analisi  App PN
(/
classe test audio Cerca membei Q
Generale - Proprietari(1) . L \
fome Tasle Localith \ M g ® Ruolo
/‘/; !l|
Dﬂ Stefano < Propnetano v
- Membri ¢ ospiti 2)
Nome Titolo g O () Disattiva microfons student Ruoio
DMO Davide O Membro v X

DS Davide ) Membro v X
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”' | To know: the virtual board ot JFEDERICO I

To simulate a blackboard you should share the screen and use the extern
whiteboard TEAMS for writing

This approach is usefull for:

Writing and painting, showing slide and lecture notes
To use the traditional board (not suggested even if possible) you must have a

webcam and place it to frame the areas where you will write




oTo know: instant poll

You can activate an o

. Invia e raccogli le risposte
instant poll or ask a E————
g uestion live. Test senza titolo (2) R ... |

In the chat you can
insert the link
made by Forms

Condividi come modello
& Ottieni un collegamento per

duplicare

Condvidi per collaborare

Ottieni un collegamento per
visualizzare e modificare

For more information on Forms: https://support.office.com/it-it/article/accedere-a-microsoft-forms-620daa7a-3e03-4013-
8f92-5cce86210ef6?ui=it-IT&rs=it-IT&ad=IT



For more information and fag:
https://softwaresso.unina.it
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For assistance: i

teledidattica@unina.it




	TEAMS: �mini guide for teacher
	Diapositiva numero 2
	Diapositiva numero 3
	Diapositiva numero 4
	Diapositiva numero 5
	Diapositiva numero 6
	How to create a team
	Diapositiva numero 8
	Instructions for external people:
	How to start your remote lesson
	���How to record the video lesson
	To know: �disable the audio of partecipants
	To know :�disable the audio of partecipants
	To know: the virtual board
	To know: instant poll
	Diapositiva numero 16

