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Teams Instruction for Teachers

e Before Class
1. Log in to Teams

Account: ms+employee ID number @ms1.mcu.edu.tw

Password: last four digits employee ID + date of birth
YYYYMMDD
2. Select [Teams] and click [Course Team]
3. Click [Meet Now = ] among the icons at the bottom of the

window

4. Type this class session topic in Subject and click
[Meet Now ¢ ]

5. Make sure microphone is not muted

select [Screen #1] or a slide
7. Make sure all students can hear you
8. Click on Other,
select [Start to Record]
o After Class
1. Click Other[ [ 1. select [End Recording]
2. Click Other| ' ]. select [End Meeting]
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Teams {ERARIB—E4% 1R Teams Instruction for Students

o _LFRAI e Before Class
1. A Teams 1. Log in to Teams
IR3% : B3R@msl.mcu.edu.tw Account: Student ID number @ms1.mcu.edu.tw
215 [B5R1E415)] + [EHATTFEAH 8] Password: last four digits student ID + date of birth
2. #E [(BX] - EABRKE [REEK] YYYYMMDD
3. HEIEEIFAMNER F MESTZE LR 2. Select [Teams] and click [Course Team]
[A0A )=y 3. Find the meeting being held by your teacher and click [Join]

4. Mute your microphone

o MREWRS

Report during Class

1. FARERRE 1. Unmute your microphone
2. nEER - EBiE [EH#1) 2T 2. Begin Screen Sharing, select [Screen #1] or a slide
3. ERNERERER 3. Make sure all students can hear you

o DHHFIR e  Group Discussion

1. HAREBEXPRESR N (LIRS 1 B 1. Group Leader clicks [Meet Now] for your team among the
2. EHREIZEEE [MA ] IZEBMAEE icons at the bottom of the window
2. Students in the group click [Join] to join the meeting
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