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Steps for sign-in to Microsott 365

and preparing tor online classes

[Microsoft 365] (Office, Teams, etc.)

You will need to set up your own Microsoft account password to start using the
service.

« There is a notice (see slide p. 3) marked "How to Use Microsoft 365" on hand.

 This instruction manual will guide you through the process of signing in to the
Microsoft 365 portal site and using the tools for the class.



To be confirmed in this procedure

Sign in to the Microsoft 365 portal site.

Students at the University can install Microsoft Office products such as Word and Excel on their
PCs and smartphones through the Microsoft "Office365" portal site. It also offers access to a
variety of cloud services, including Teams, Stream, and OneDrive for Business.

Watch videos uploaded to Stream on manaba (Learning Management System).

Stream is a video streaming service that allows users within the university to share and watch

videos. Users can view uploaded class videos. |t can be used like YouTube within the University of
Tsukuba.

Teams is a communication tool that allows faculty and students to create teams and work together
remotely, download course materials and resources, collaborate online, and submit reports.



Sefore starting instructions

Prepare the sheet labeled "How to use Microsoft 365 (using Office, Teams, etc.)"

The following account notification cards are distributed at the time of admission.

If you have not received one or have lost it, please contact your Academic Service Offices.

How to use Microsoft 365 (Office, Teams, etc.)

Your Microsoft Account B
at University of Tsukuba : $2399999@u.tsukuba.ac.jp

To start using the service, you must follow steps (0} through (5) to set up a
Microsoft account password. (This is a different system from the Unified
i ]

(0) Connect to the university netwerk

This section describes one mgthod of connecting to the university's network usiflg
the 'On-Campus Wi-Fi System
For information on how 10 connect to the On-Campus Wi-Fi System, please see tfle

web page of the Academic Computing and Communications Center.
ttps://www.cc.tsukuba.ac.jp/wp e/service/wireless/

If you have no choice but to access OHJ from off-campus, please use the VPN
service of the Academic Computing and Communications Center.
https://www.cc.tsukuba.ac.jp/wp/service /vpn/

(1) Access the following setup site from your browser
https://m365setting.u.tsukuba.ac.ip

You can only connect from the university network

(including the VPN service mentioned above),

(You will only have to access this setup site the first time.

After setting the password, you do not need to access this configuration site.)

{(2)}Log in using the Unified Authentication UTID-NAME and the Unified Authenticatifin
System password.
Account information for the Unified Authentication System is explained on the
reverse side.
Please select "@u.tsukuba.ac.n” in the "Select Domain” section.

(3) Click "Change Password" and follow the instructions on the screen to set your M
crosoft 365 password.
Note: *Please set a password that is different from the Unified Authentication
System password.

(4) Click "Multi-Factor Authentication” and set the setting status to "Enable”.
For security reasons, the University strongly recommends the use of multi-facto
authentication.

(5) Log out of the setup site
If you have used VPN, be sure to disconnect the VPN connection after logging ofjt
Use.

This completes the Microsofl account setup. Thereafter, olease sign in to the Microsoft 365 site
with your Microsoft account and the password you have set.

Sign in to Microsoft 365: https://login.microsoftonline.com/ %
Microsoft Products: : https://www.cc.tsukuba.ac.jp/wp_e/service/software-license/

Account Name

Please read the instructions on this
sheet carefully and perform steps (0)
through (5) to set up your Microsoft
account password.

XIf you forget the password you
set here, you can reset it by
following the same procedure.

~

J

X Each password for the Unified Authentication System is different.



How to set a password for your Microsoft 365 account

On the following page, you will find instructions on how to set up a password for your Microsoft 365 account.

Please refer to this page to set up your password and multi-factor authentication.

https://www.cc.tsukuba.ac.jp/wp_e/wp-content/uploads/StepsToUseM365_en.pdf




1. Sign in to the Microsoft 365 portal site

|Step 1-1

(D Please prepare the sheet labeled "How to use
Microsoft 365 (using Office, Teams, etc.)"

The account to sign in to "Microsoft 365" is

SXXXXXXXX + [@U.tsukuba.ac.jp.

The password is

the Microsoft account password that you set up

the "Before Starting Instructions" section (slide p. 3).

How to use Microsoft 365 (Office, Teams, etc.)

Your Microsoft Account N
at University of Tsukuba s§2399999@u.tsukuba.ac.jp

To start using the service, you mus ey e —r
Microsoft account password. (This |s a different system from the Unified
Authentication System.)

(0} Connect to the university network

This section describes one method of connecting to the university's network using
the "On-Campus Wi-Fi Systt

For infermation on how to cannect to the On-Camous Wi-Fi System, please see the
web page of the Academic Computing and Communications Center.
https://www.cc.tsukuba.ac.jp/wp e/service/wireless/

If you have no choice but to access anl dv from off-campus, please use the VPN
serwce of the Academic Computing and Communications Center.
ttps://www.cc.tsukuba.ac.ip/wp/service/von

(1) Access the following setup site from your browser
https://m365setting.u.tsukuba.ac.jp

You can only connect from the university network
(including the VPN service mentioned above).

(You will only have to access this setup site the first time.
After setting the password, you do not need to access this configuration site.)

2}Log in using the Unified Authentication UTID-NAME and the Unified Authentication
ystem password.

Account information for the Unified Authentication System is explained on the
reverse side.
Please select "@u.tsukuba.ac.ip” in the "Select Domain” section.

(3) Click "Change Password" and follow the instructions on the screen to set your Mi-
crosoft 365 password.

Note: =Please set a password that is different from the Unified Authentication
System password.

(4} Click "Multi-Factor Authentication” and set the setting status to "Enable”.
For security reasons, the University strenaly recemmends the use of multi-factor
authentication.

(5) Log out of the setup site
If you have used VPN, be sure to disconnect the VPN connection after logging out
of the setup site to avoid intensive use.

This completes the Microsoft account setup. Thereafter, nlease sign in to the Microsoft 365 site
with your Microsoft account and the password you have set.

Sign in to Microsoft 365: https://login.microsoftonline.com/
Microsoft Products: : https://www.cc.tsukuba.ac.jp/wp_e/service/software-license/ @



Step1-2

= 2w E

(D Access Microsoft 365 portal site https://portal.office.com | ﬁ from a web browser (edge, chrome, safari, etc.).

@ When the sign-in appears, enter [Account] from [How to use Microsoft 365] into the sign-in field of your web browser.
The account is [s] + [the last 7 digits of your student ID number] + [@u.tsukuba.ac.jp].

3 Press "Next" to continue.

B Py ®

& https://loginmicrosoftonline.com

How to use Microsoft 365 (Office, Teams, etc.)

Your Microsoft Account -
at University of Tsukuba : $2399999@u.tsukuba.ac.jp

To start using the service, you must follow steps (0} through (5) to set up a
Microsoft account password. (This is a different system from the Unified
Authentication System.)

(0) Connect to the university network

This section describes one methed of connecting to the university’s network using
the “On-Campus Wi-Fi System".

For information on how to connect to the On-Campus Wi-Fi System, please see the
web page of the Academic Computmg and Communications Center.
https://www.cc.tsukuba.ac.jp/wp e/service/wireless/

lease use the YPN

Enter your account

If you have no choice but to access ondy from off-campu
service of the Academic Computing and Communica
https://www.cc.tsukuba.ac.jp/wp/service/von/

FMME 3=k Cooke



https://portal.office.com/

Step1-3

(D When the "Enter Password" screen appears, enter the [How to set a password for your Microsoft 365 account on slide
p. 4] in the browser entry field.

(@ Press "Sign In" to continue.

B PR

= L I 1 hitps//loginmicrosoftonline.com t 6 ¢ T | WP !

BY Microsoft

522 seeaaBu.sukuba.acp

Enter the password you set

FBWY  I5A=F Cookie  «:s




Step1-4

Work only on first sigh-in

When the "Secure your account" appears, click "Set up an alternative method".

Set up the information you will need in case you forget your password, for example.

X Skipping is possible, but this setting screen will appear when you sign in, so please register here.

"Set up an alternative

PRI hotzF1UT o 1RE

BRC L. FUFEIRAY SIHDROAEERET 2 EHROSNTNET,

Microsoft Authenticator

click

method" :

S Cc T TUEEELEY

S ESOEE(C Microsoft Authenticator PAUEM A F—JILLEY. S04 T0O—

=/ (-1 Z[C Microsoft Authenticator 77 U1 2 Z F—JLLIZER. A ®=F8RLET.

RIDRERE 7 T UEEALET

EI ZE\EE == EE

Ty hFyITE AT TLET




|Step1-5 |

(D When the "Choose another method" appears, choose the method you prefer.
Note that the choices displayed under "Method" will differ depending on whether you enabled

multi-factor authentication when you set your password, as shown in the figure below.

Multi-factor Multifactor
authentication authentication
If enabled If disabled
Select "Phone" in the
reference image of this
document

Blo7EEERI ADHFEERIRLET X

EOREEBALETH?
| mEmERLET v |

EORFEERLETH

i VAE V]

B

=

EFA-I
BE 7TV _
==

WEOERH




|Step1-6 | Work only on first sign-in

@ In the pull-down menu, select "Japan (+81)".

2 Enter your own phone number.
(3 Enter your own phone number. Select either "Send code by SMS" or "Call".

X If you choose "Send SMS," enter a phone number that can receive SMS.

PO b+ )T o 1RE

HECED. BaEiAY athOROGEERET SCLAROENTVET.

SEE
S=1:

0 SETHURLICEET M. BFY3— AL (6MS) [CEET— FOEE!
ER

cosEESSEEALFIH

(@ I—FzEsMsET2

(O ==v2
AyE—SET—SOBEMTNERENZEAH S DET. (RN ZERTZ L. RICARLEZZ&ICRD
T4 U P REREMN &K TS5/ — ¢ Cookie [CEHT 5.

After completing the
settings in (1) through

(3), click "Next ".

BlmAE=ESRELET
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|Step1-7 |

Work only on first sign-in
Eg. If you select "Send code to SMS"

A 6-digit code will be sent via SMS to the phone number entered in Step 1-6.

Enter the received code in the input field and click "Next ",

RO bDtFa1 T 1RE

HEECED. BnEilAY 3LODROAEERTET S ENRDENTHNET,

Enter the code
After entering the

received in the SMS =
EE'JE S

81 Cetmnd—FEHEEDLELE. . . . n "

i I information, click "Next

ill]

J— B\

11

If you do not receive a code:

Go back to Steps 1-6 and try "Phone".
SR EERELET




|Step1-8 | Work only on first sign-in

If the SMS authentication is successful, a screen similar to the one shown below will appear.
Click "Next", and on the last screen, click "Finish ".
Complete the setting.

RO bottFaUT o RE
HERIC LD, BnEiliAYS Sl ORODITEERET & EMRODENTVET,
~ — =
FAD rOF1UT11RE

=

B — HBECED. BaEIIAY 3/CHORDAEERET 2 ENROENTVET,
° SMS DMEE=NELZ. BEVOEENERCESTNELE.

5AY
[E) LS ST BE-E AR eey v PR] | EIE RRE - S [ g

TFa U BRAERC Y FPyTEnELiz. [ETI&8R0L. U1 1&8uTLET,
s BUEDY A 2 ik




Step 1-9

@ If you see "Do you want to keep signed in?", click "No" to proceed.

X If you select "Yes", your sign-in status will be maintained even if you close your browser
and restart your PC, so there is a risk of unauthorized use of Microsoft 365 by others in case you

lose your PC.

& https:/ login.microsoftonline.com

B® Microsoft
52 2 gs2#E2 @y tsukubaacp

YA 204 2 DREBEHIILETHI?

LA o e S T s o= T
D B A AR RSN SONMERST LN TEE

FIRAY  TR0E—FCockee  ---
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Step1-10

® @

Microsoft 365 portal site screen will now appear and you can now sign in.

You can also download and install Office software (Word, Excel, etc.) on your PC, smartphone, or other device. You do not

need to do so. To install, click "Install Office" in the upper right corner of the portal screen. (Microsoft Office (EES benefit: personal
use) (https://www.cc.tsukuba.ac.jp/wp_e/service/software-license/ees/tokuten/ )

The icons on the left are the web version of the application.

Outlook" in the "Microsoft 365" portal will receive notifications from the application in the portal.

For more information on the use of e-mail, please refer to the following.

https://www.u.tsukuba.ac.jp/en-email/

Microsoft Office =k

= G m ) https://www.office.com 7= @ e

i Office 365 O = & 7 @

] o
BlEE5T0FT Office -1~ R F—IL

®

- IART BEEALEFATA HE BHBRICAD ANUTURBED A LE—E T PyTO—t

] 0O~ &@ EHEE - FOFTAETA ~

%
I ' E Q

|
[=1] A
N
L
AT 2 PO BT 42U =
1] MoI—F— - HEELTEEFEZTVET. FHLLFF1AT FEER (o ptlona I)
Lizh. PyTO-FUTHS. (FEEEBRLET. °
* Installation of
] e
* desktop version of
E’ ([ ]
office
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2. Watch videos uploaded to Stream on

manaba (Learning Management System)

@ Sign in to the "Microsoft 365" portal site from a Web browser.

@ Next, access manaba (Learning Management System) https://manaba.tsukuba.ac.jp/ from the same web
browser (open in a new tab) while signed in to the Microsoft 365 portal site.

@ The screen will move to the login page for the University of Tsukuba.
Log in using the user ID and password for the Unified Authentication System.

Keep the Microsoft 365
portal site open

In a new tab, go to
https://manaba.tsukuba.ac.jp/

Unified Authentication System
of University of Tsukuba's login
page will open.

Microsoft Office [

C M

Rk

D% University of Tukuba

074 »H—EZ: SfEAFOmanabatf—

H—R> A7 A (Unified Authentication System)

J3—4—ID (user id) (UTID-13 or UTID-NAME)

JIxAI— (password)

WHAF [HEAZOmanabatt—E ]

x [ #—FAVATL (Unified Auther X -}

) https,//idr - .count.tsukuba.ac.jp/idp/profile/SAML2/Redirect/SSO?execution=e1s,

ZOR—TE Ty IRI— O URVTLREEN.

<TE
(Please do not bookmark this page.)
s LRF AT EDURLE S

Using your ID and password for

the Unified Authentication
system

15




Step 2 - 2 One-time work only for video viewing test

When the manaba opens, click "Search and Register Courses" on the right side of the "My Page" screen.
On the "Course Search" screen, enter 20473 in the "Course Code" field and click "Search.
Click "View Microsoft Stream Videos".

Click the "Register" button.

The message "Self-registration completed...

Please register in the teaching system" will .

BEEELLWI-AEEELTEEY, BEEFTHDRALEBRERNTEEXT.

- . . . BRERCERSINDIOE. BCEREHFILTVBRII-ADHTT,
appear, but it is not necessary this time. SRS 10 V]
C | i C k n R etu I’ n to l\/l y P a ge n ﬁ@!mlﬁi%ﬁ%lﬂbt%ﬁ\ TATOEFCERTDO

©@®OEE

HEE | \
B Microsoft Office Home Browse videos | Microsoft Strea ‘ *ﬁﬁ |
) https:;//manaba.tsukuba.acp. = @ e
) =HBHED A-RZEIVYITELE. - ANDEEESRERZERUET.
ﬁ& j:% Bt 2021-03-08 (Mon) 4
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a-2 pon Q #% =/ AE-R English
DA R— -
o - J—-A3—F J—A% BHHE
k37 .50 ] YRy
Ee *xx20473 IMMMwSMMm%E%E§I
Bas5E [ osHEs
Pl = BET x T8 3= i B R e, T T P, e
oo e — J—— R ——— . ACERNTRYERTE. ER-ZFLCASERESOUT R0 =T RNNTERCRESLSRDET.,
20200847 A = > TATES =2 3=} =25 HARA i1 AT
2020-0424
20T Micrescft SreamBEER T i M2
2020-04-09 HEERCOVT @ -
pooos d =22 miETENEET BAICI-2EHE [747]
c ° k n S h LEEalE. BEEREFo TR .
=08 o
Ic o n ea rc SEERHTEEATE. HEIAT PARHOERCES
| ACESEEREORNSRI-ZE ma
i [BEOTI—-R  v|[TATORE | | pee——m———— _
and Register e | ] —
——— B YT
Co u rses 1 I-AUSIERIEONT
BL HESSURE ﬁfga;f?z;gﬁ%:;gb; BECEHIRTUELE. BEERESERVESE. BB ATACEEERELTIIEN.
v movie pmovie - neemER. £1-A0 [ZE]
SITVNET.

> B TROD-ZOEESHEITLD
} ﬁgg:g—ﬁ _E -= %
> TAR—TIED
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Step 2 - 3 One-time work only for video viewing test

@D Click "View Microsoft Stream Video" in the "Course List" on My Page.
@ Click "Microsoft Stream Video" under Contents.

= [u]
B Microsoft Office Home X Browse videos | Microsoft Strear X manaba - home x +

~

< C @ 9 https//manaba.tsukuba.acjp = @ InPrivate (2 ) S

B KBS BT 2021-03-08 (Mon)
University of Tiukuba =E | OSFUR
Rz a-x pon Q &= E _ o
5] Microsoft Office Home Browse videos | Microsoft Strea manaba - course x +
1 NAR—D <~ C @ £ https://manaba.tsukuba.acjp, = @ [ nPratef) g
% mi YRy 5
A a-2 Q g% | Brxz—x English
x20473
> Movie
Microsoft StreamDENEE R 2
BH5E B mias] 4 2020
2020-07-02 b EROERE
020067 a IWFRAR Fuir—h Liti—h 7Oy 2k LY 258 A-RAVFYY
2020-04-24 4
2020-04-09 « — RE. SCERHFHESTI.
I SESRNTSBETE. BRI ATLICEEEEET
2020-02-28 b EEEENH

riges s |

T . ] Click "Microsoft Stream

. INEEEEE
FRTOSR ][RR Y] e o= Video" under Contents
[ ]
S——— S RBBDEDA.
Microsoft StreamDEEx B3
‘ 2020 SR
182 &HE EF0 gf?jgj
/| prEsmby
¥ movie nNonxE
SELET,

Click on "Watch Microsoft Stream

BE 37> (EHIE)

Videos" under Course List.

Microsoft Stream vi
2021-03-08 10:07

Ha
-



Step2-4 One-time work only for video viewing test

D When the "Microsoft Stream video" screen opens, confirm that the embedded video can be viewed.

@ Once the video is confirmed, you may cancel this course, "Viewing Microsoft Stream videos".
To cancel the course, click the "Back" button on your browser to return to the previous page and click the
"Cancel" button.

(The videos may not be viewable in some browsers, such as Safari, so we recommend using Google chrome or Firefox.)

B ) Microsoft Office i—fy % [l manaba-page
< [GRA] ) https;//manaba.tsukuba.acjp,
ﬁifﬁkﬁé ECE RIS 20210325 (Thy) 4
University of Tiukuba | =E | 07O~
& A=Y AP a-2 Q &R Erixs—R English
— e fn— x +
SEIEE T ELHA
4 Microsoft StreamDEE= B3 2020 3 G G B hitps//manaba.tsukuba.acjp,
IWFAR FPror—b Lik—h ZA¥z 2k ] B mR B8 3—-X3x72Y
— Bk K XEEBEETEET 2021032 (Wed) gy
Microsoft Stream video University of Tiukuba EREERE | B2E | DOTOR
EFEsE - 2021-03-25 1453 AP a-2 a#R |[Fxz-% English
20473
Microsoft StreamDE)EZ RS SR BamA =E 5O
: : P =P ] 4 2020
Microsoft Stream video
EAMicrosoft Stream video AFRK Fug—h [ PLPPTTN Ty FEY a-RaVFIY

ZMA=iE, Microsoft Stream (MBS RSN B EFRETT U TH, Microsoft Stream video
This page is te confirm that you can view Microseft Stream videos. B e AR FA R T T o
SCEsrummgTe. BEIATACESERETORN > TI-ARMATER BB LN BDET.

+[) ~—ziam
StreamVideo A EREEOLISSY) [ EsRE
2 FIOBIES - 0 F£D "M - 0 FOTIAZ £ A-R=a-2 @ ALy K @ FomeT
(VAL 1 —a—zEmDEEA. 2L RiEBDEEA.

> ALYE—E

c I ick Play BEAFOY (BRI
: 18




If the video is viewable, go to Step 2-5.

<If you cannot view the videos listed >

= You are not signed in to "Office365" at the same time on the same browser accessing manaba.

Sign in to Office36b.

= Click "Sign in" to view this content.

Click "Sign in"

i = x +

C M@ 31 https;//manaba.tsukuba.ac,jp

. Microsoft StreamDENE=E 5
ST Frr—h L= PP TS

Microsoft Stream video
Microsoft Stream video

ZM—3i3 . Microso ft Stream MENEL RSN B SRS -UTH.
This page is to confirm that you can view Microsoft Stream videos

Microsoft stream ~

O

2020

18 R BE 1-2avFvYy

EEHEE . 2021-03-08 11:19

E[EI Microsoft Stream video

Microsoft Stream video
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If the video is viewable, go to Step 2-5.

<If you cannot view the videos listed >

(D The "Office365 sign-in" screen will pop up.
@ Enter your Microsoft 365 account "s" + "last 7 digits of student ID number" +

"@u.tsukuba.ac.jp" and click "Next".

(3 Enter your password and click "Sign in".

)  https://manaba.tsukuba.ac,jp
Microsoft Stream@ENE= 2 %

Microsoft Stream video

Microsoft Stream video

ZM~—3AE. Microsoft Stream MEIEDN AN 22 WSS 2N -V T,
view Microsoft Stream videos.

This page is to confirm that you can

Microsoft stream -~

iINFZ B Fui=h L=k Jovzgk

BY Microsoft

B e s

N AR
g2 P #s8@Dy tsukuba.acp
E =l
B EERS TR, (ERTEET.,
Ed Micrg e B3 &
Mi

QAT

NS - InPrecate] - Macrosoft Edge

(3 https./loginumicrosoftonline.com

=' Microsoft

= S22FEEFI@U tsukuba_ac. jp

(27— KD AS
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If the video is viewable, go to Step 2-5.

<If you cannot view the videos listed >

(D Go back to the "manaba" tab and confirm that the embedded Stream video is displayed.
If it does not appear, try refreshing your browser to the latest version using the "Fb" key.

2 Next, confirm that the Stream video can be viewed from Microsoft 365 portal site.

¥ Wipd manaba ukubesc g h! - .'
& FoAR=t A 3=3 (=0 5 | o EE—R Engirih
(=l g S
4 Microsoft StreamDEbEE LD 20
+ =k  LE=F @ FOLZ 3 AE Od

Microzeft Stream video

| Microsoft Stream video C1] Mhicr it Servam video

2 LT, Microial SEpen NS RSN B0 L SRR RS-,
This pubfel b3 b2 comfiern that you £ veiny Mot obaf Stradem videds

BROHE (ANED SRR M
o SRS 19

+ TS LriSHmd 7
L ARO NI (Bhx S5 HE - ]

. —
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Step2-5 This is a reference procedure. Not required.

D You can also view videos directly on Stream. mIEE

(@ Access the Microsoft 365 portal site https://portal.office.com|® ‘E with a web browser and sign in.

(3 Enter stream in the "search box”.© at the top of the portal screen.

@ Click the "Steam”® icon when it appears.

! Microsoft Office li—[

]

& C @ © https://www.office.com

/O 5tream| >< °'\J§:3 (? R
77

Office 365

B> Stream Office -1 2 ~—/L
"

BRE>EI7I ELE T FPyvIFO—FLTHEL..

Enter Stream

f£ o7z Office DA A BFa1X> HEdp
DEEA

fiin1 —F— U THRAFELEL LS. BETBICE. FRFFa
A bEERTEMN PSS LTy ITO—- FLTEAEEY.

T 7)7D_I’\L}_CEFi‘:“.
»,
|}
https:/fweb.microsoftstream.com/?auth_upn=kibankalUser021@u.tsukuba.ac)p m
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https://portal.office.com/

Step 2 - 6 This is a reference procedure. Not required.

(D The top screen of Stream will appear.

2 Search for the preferred video of a class or other purpose.
3 Click "Video" from the "Explore" menu on the screen.

= O

Microsoft Office i—L * Microsoft Stream

= O m 21 https,//web.microsoftstream.com L% & InPrivate £

Stream € ? ,0\ -

B EEw |m v rasyv e 4+ #Ee L oexm T A B
Ex . DR, :

= >

) e

501-02

STCRS

Click Video

BEEzRFELT. BEE7YyIJO-RLET. HAODENTERRTEET. *
23
https:/fweb.microsoftstream.com/browse =




Step 2 -7 This is a reference procedure. Not required.

(D Enter the "title of the video" or "name of the teacher" you wish to search in the "Search Videos" box.

@ A list of hits will be displayed and click to view the video.

- - = O
Microsoft Office Fi-fu % EFADZE | Microsoft Stream X

< C @ © https://web.microsoftstream.com

Gi—A B EEY @ I73TY sy + FE P opx T A @
EFA Fv 7L N=u— I~

WRER DOEE

el v

GATZA0N_Z0202CT 22 15t
P CEL Y B ¥ o (R { |1 {Lp=ai EI- Ly o

2P0LE 2 Ao MM H - 2 B

Click on the video P SAIZEON 202DOCT2E 2nd
e e ol TSI I I BTt e ol R = .
you wish to view ML A T T SRR T LRSS MR 2 = Rl
GAIZADIZ0200CTZ2_1rd
1 TS Akl nrieATa 11 g E Ly e i

i I et TR = g Bl B Bl o
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Step2-8

D Click the "Play" button to confirm that the video can be viewed.

2 Complete the procedure for viewing Stream videos.

] Microsoft Office fi—fs b £J) TGA12301_20200CT22 1st X
< C M &  https;//web.microsoftstream.com/video/d37fc616-0ef6-4ffc-8faa-0fde96a37c03
Stream ‘ ol
QAR—h B ERY BTV + ERy P ogx T A ©

] -
PN 52 WY, 1M Bt
L] i B e e .I:I] S

Play by pressing
the play button




3. Try Teams

|Step3-1 |
(D Access the "Microsoft 365" portal site https://portal.office.com |& ‘E with a web browser and sign in.

@ Enter Teams in the "search box" at the top of the portal screen.

@ [ Teams] icon will appear.
< C 3 https://www.office.com = e A -
C ||Ck on |‘t 3 Office 365 & teamd] X & 7 @
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https://portal.office.com/

Step 3 -2

Start Teams

(D You can install the "Teams" application, but here we will use the web application.

Click on "Use web app" instead.
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Find the desired team
Step3-3

@D Click "Teams" on the left.

(@ Search for the desired team (by class or class name) in "Search Teams" in the upper right corner. If you have been notified
in advance of the team's code, enter the code in "Join a team by code".

(® Here we will try to join the team by code. There is a "Guidance Test Team" for testing. Enter the code "ubntsim" and click "Join
Team".
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Post within your team
Step 3 -4

@ If you get a "Welcome" message, you are able to join the team.

Click "New Post" to send a message.

@ Click the "pencil mark on A" |A2|at the bottom of the screen.

@ Fill in the message in the text box and click the "Send mark"|E>|to send the message.
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Withdraw from the team

Step3-5

D Let's take you out of the "Guidance Testing Team." Click "..." to the right of "Guidance Testing Team" on the left side of the screen.
@ Click on "Withdraw from team". Click the "Withdraw from Guidance Test Team" button.
® You have successfully withdrawn from the team. Some teams may not allow you to withdraw from the team by yourself. In that case, please

consult with the team owner (administrator).

@ If you wish to join another team, click "Join or Create a Team" in the lower left corner of the screen to return to the screen in Step 3-3.
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Other Functions
Step3-6

In addition to sending messages, Teams allows users to share documents, make calls, hold video

conferences, manage schedules, etc. Please look up how to use it on the Internet and try it.

This is the end of the procedure to try Teams.
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Common problems and solutions

* No longer available
« Sign out once.
« Close all browsers and reopen them.

« Cannot view Stream videos
* Please refer to "What to do if you cannot view class videos" in the
" Online Class Enrollment Guide " on the next page.



Related Links

« Academic Information Media Center

« Online Class Enrollment Guide https://www.cc.tsukuba.ac.jp/wp_e/remote-lecture-students/

« About students' @s, @u address emails and Outlook EES benefits

https://www.cc.tsukuba.ac.jp/wp/student-s-u-address-and-ees-outlook/

« FAQs (EES) https://www.cc.tsukuba.ac.jp/wp_e/faqs/#ees
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