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How to sign-in Microsoft 365 and

take online classes

Microsoft 365 is formerly, and hereinafter "Office 365"

Sign-up is required before sign-in, for those students who entered before the
2020 academic year. For the others, Sign-up had been done by the university

- Business card-sized
- Titled "Microsoft 365 password"

« Have at hand this card: |

« Goal: Sign-in the Office 365 portal site and go ahead till “Use the tools used in classes”
appears




« After Sign-in, from the Office 365 portal site, you will be able to:

« install Office products (Word, Excel,:--) on your PCs and smartphones

e use various cloud service such as Teams, Stream, and OneDrive for Business.

« About Stream

« Itis a movie streaming service by which users can share and watch movies. You can watch
uploaded movies of classes.

 Imagine YouTube exclusively for University of Tsukuba.

« About Teams

+ Itis a communication tool with which professors and students can make a team and form
remote classes, sharing documents, work together online, and turn in reports.



| et’'s confirm before all...

e Every student has an "e-mail account for using e-mail" and an "account for using Microsoft
services such as Office".

« At the time of admission, the following folded card is distributed on which the two accounts
are printed. Make sure to enter the right account for attending online classes or sending emails.

- W FEEY R T LFHR/NR T — K- - Microsoft 365 #J#f/ XX 7 — k-
/& Department OO?%E AT/ Department : OO% %8
# a1 Name PR KBR %87 Name UK KER
F 553 = Student ID : 2022##### FEEFES Student ID 1 2022#####

MS7 5177 > b MS Account|: s22######@S.tsukuba.ac.jp| | MS7 5 7 > k MS Account|: s22######@U . tsukuba.ac.jp

#HR/ R X 7 — K Password: |JAkm8213k #HA/ X X 7 — K Password: Vom78913
KP)E O XUER Y For ysing Office software etc. (and/or
XYou my For reading/sending email KYou my g (

attending online classes, etc.)
Mentioned by “@u (address/account)”

Mentioned by “@s (address)”




1. Sign in to Office 365 portal site

Step 1-1
(D Have the “Microsoft 365 Password Card" at hand.
| Again, DO NOT use the @s e-mail address (@S.tsukuba.ac.jp)

- Microsoft 365 Password Card -

Department :_ Deperitmeni of OO - The account to sign in to Office 365 is jndicated by a
Name : Tsukuba Taro small letter s followed by the last 7 digits of your
Student ID : 2022#####

student ID number, then @ ®|.tsukuba.ac.jp

MS Account : s22######@u.tsukuba.ac.jp
Password: Vom78913

*You must change your password when sign in for the first time.




Step 1-2

EERRE
(D Access the Office365 portal site (https://portal.office.com) @% in a web browser (Edge, Chrome, Safari, etc.)
(@ When the sign-in screen appears, enter the account

*If the sign-up screen is not displayed and the portal site suddenly appears, please go to the next slide.
® Click “Next”

(1)
4

< C 21 https://login.microsoftonline.com/common/oauth2/authorize?client_id=00000.. 13 B =

B Signin to your account

- Microsoft Office 365 Password Card -

Department : Department of OO
Name : Tsukuba Taro

Student ID : 2022##### % Microsoft
.):9” LLL
PN

MS Account :|s22#####@u.tsukuba.ac.jp
Password: Vom78913

> -
Email, phone, or Skype

*You must change your password when sign in for the first time. Back @

X s22######@S tsukuba.ac.jp Q surnomer
O s22######@U . tsukuba.ac.jp

Terms of use  Privacy & cookies =«




Trouble shooting:--

- “After accessing https://portal.office.com, sign-in is not displayed but 'Hello' suddenly appears on the screen!"

« This happens when you are signed in on a web browser with an @s address (@S.tsukuba.ac.jp) from an e-mail
account.

« To clear the @s account information cashed in the browser, click “Sign out” from the account icon at the top-right
of the screen and then click “ X" to close the browser.

Then do Step 1-2.
« If you still can't sign in, try with another web browser.

The Office 365 browser
should be different from

estslogout?ru=3%2F%3Fref 3Dlogout

@ Microsoft Office Home x 4+ £ ~ Sgnout x [ = th f
€ G @ B npsmmocecomsun-mome ow ® : : e one you use t1or
i Office 365 P Search =) d o d I
% -
reading e-maill.
nl meR? o
Good afternoon, user
@ Al My recent b Favorites Type o e KU B® Microsoft
: } Hang on a moment while we
- v Name Modified Activity sign you out.
°Y of x
= T ( ° g
s ‘ |m Microsoft | Office  Products )
u — L |
P | |
No content activity
1] Share and collaborate with others. Create a new document or upload
and open one to get started.
» ' .
You're signed out
L now.
& a5 52200000@u.tsukuba.acjp
® Switch to a different accoun
https://www.off M Feedback

Click "x" to close the web
browser oo I 9 @ B




Trouble shooting---
About | Try with another web browser| ---

It does not mean to adding a new window in the same browser but launching a different web application. For
example, if you failed to sign-in while using "Google Chrome", then launch "Firefox" and tried signing in again.

In particular, if you want to "watch online lessons on Stream while reading emails", do that in different web
browsers respectively.

4 )
o n An e.g. of reading email in

¢ EI Chrome and using sign-in S .
Microsoft's portal in Firefox
\ j=' Microsoft

EPE Y

A=)l EE, Skype

Aoﬂve!moil

FHIUNEBESTRAVISE. fERTEET.

Login FHIS MR TS
o E—

L I
==ER [ S8hER v |

Active! mall e
©1998 QUALITIA CO., LTD. All Rights Reserved.

English

)= p/ON

Qy By AT

https://legin.microsoftonline.com/common/eauth2/v2.0/authorize?client_id=4765445b-3..VX3Hts-7FNwEGTIbJI79MJbgggla¥&ix-client-SKU=ID_NETSTANDARD2_0&ix-client-ver=6.12.1.08 -




Step 1-3

D When the “Enter password” screen comes up, enter the password from the Microsoft 365 Password Card in
the entry field on the browser.

@ Click “Sign in” and proceed to the next step.

B8 Sign in to your account x | 4

- l\/l iC ro Soft Offi ce 3 6 5 Pa SSWO rd Ca rd - & C w (21 https://login.microsoftonline.com/common/oauth2/authorize?client_id=4345a... Y5 M 93 2

Department : Department of OO
Name : Tsukuba Taro
Student ID : 2022#####

B Microsoft
MS Account . s22#####@u.tsukuba.ac.jp C) SHSHPNI -
Password:lVom78913 . S Enter passwor

*You must change your password when sign in for the first time.

Termsofuse  Privacy & cookies -+ -




Step 1-4 Work only at first sign-in

@D When the “Update password” screen appears, enter the Initial Password Card in the “Current password” field
(2 then enter the new password that you created in the “New password” and “Confirm new password” fields.
3 Click “Sign in” and proceed to the next step.

B Sign in to your account x |+ - . *

&~ (@] ] 5] https://login.microsoftonline.com/common/login PR 3] + = :
It is necessary to create a
password different from that

of the Unified Authentication

- Microsoft Office 365 Password Card -

Department : College of OO

Name : Tsukuba Taro B Vicrosoft System

Student ID : 2022##### I (the @s address)
Update your password

I\/lS ACCOU ’11- - q??#####@u.tsuku ba.aC.jp @ You T\EEU.[U up[ﬁfeyo_ur!lass_WGm Decause This IS

P a SSWO rd VO m 7 89 1 3 R ;h;:\:ztrgl|::Sy::p?r|;edflgnlng in, or because your

Ii.r ent password

*You must change your password when logging in for the first time.

PasSWOrc

@ / Enter new password that

you created (8 or more
digits)

(

Termsofuse  Privacy & cookies - -




Step 1-5

D When “More information required” appears, click “Next"

B® Sign in to your account x |+

&« C @ £ https://login.microsoftanline.com/common/login

BS Microsoft

52100000@u.tsukuba.acjp

your account secure

Use a different account

Learn mare

£ s

More information required

Your organization needs more information to keep

=

Terms of use

Privacy & cookies




Step 1-6

Required only when the first time you

Set up the authentication option so that
you can reset the password by yourself

D It is necessary to make additional settings by yourself even though the e-mail address for authentication has already been
set on the administrator side to the Zengaku (University-wide) Computer System e-mail address (@s address)
“@s.tsukuba.ac.jp”. This setup screen appears every time you sign in if you click “Cance

and skip.

2 On the “Enable continuous access to the account” screen, select “Authentication Phone ”, “Authentication Email” or
“Security questions” and click “Set up it now”. Here is the case of selecting “Authentication Email”.

[ don'tlose access to your accour X |

C ") 8] https://account.activedirectory.windowsazure.co

2% Microsoft

don't lose access to your account!

-
B
g

Click one of these “Set up it now” buttons

m/passwordreset/register.aspx...

5

52100000@u tsukuba.acjp | 2




Step 1-7

Required only when the first time you

D When the “don't lose access to your account! ” screen appears, enter the e-mail address
(smartphone, etc.) you usually use for “E-mail authentication”.

The e-mail address s22#####@s.tsukuba.ac.jp used in the Zengaku Computer System is already

registered, so please register another one.

@ Click “Send e-mail”.

[ don'tlose access to youraccour: X | 4
& C m 1 https://accountactivedirectory.windowsazure.com/passwordreset/registe...
® Microsoft

don't lose access to your account!

Please verify your authentication email address below. Don't use your primary work or school

- |

email me

which you want to

receive Authentication
Email

@

021 Microsoft Legal | Privacy

£ s

B

s2100000@uitsukuba.acip | 2

= @

ur session will expire in 14:57

O

X




Step 1-8

Required only when the first time you

(D An confirmation code will be sent from Microsoft to the e-mail address set up in the previous step.
@ Enter the code written in the e-mail in the code entry field on the browser.

® Click the “verify”

Verify your email address

Thanks for werifying your 521 00000@0 tsukube a6 o acoount!

Your code is] 388187

Sincarely,

HIEAR

Microsoft Corporation | One Morosoft Way Redmond, W 9206826293

.
Thiz meszage was sent fioman unmonitored email address. Flease do not reply to this mescage. M Ic rosofl

Frivacy |Legal

In case you have not received a confirmation
code:

Go back to Step 1-6 and try “Authentication
Phone” or “Security question”.

&

D don't lose access to your accoun X | 4

C @

don't lose access to your account!

Please verify your authentication email address below. Don't use your primary work or school email.

Authentication Email
1o 0w =0 wd iz Wi 4 sa. 2

©2021 Microscf R legs | Privacy

) hitps://account.activedirectory.windowsazure.com/passwordreset/registe...

= O

f s B 5t @ 8

s2100000@u tsukubaacjp | 7

Your session will expire in 14:29

x




Step 1-9

Required only when the first time you

(D make sure “Authentication Email” is set to (the e-mail address you entered)”.

@ Click “finish”

s
<

don't lose access to your accour X | + -
@] m 5] https://account.activedirectory.wjndowsazure.com/passwordreset/registe.. £ ﬁs &) + =
B2 Microsoft s2100000@u tsukubaacjp | ?

don't lose access to your acgount!

Thanks! We'll use the info below to recover your account if ypu forget your password. Click *finish” to close this page.

O Luthentication Prone i not configured. Set it up row

°Au|hen|i<at\cn Email is setto i Becimdzadioze

O 5ccurity Questions are not configured. Set them up now

©2021 Microseft  Legal | Privacy Your session will expire in 14:59

m] X




Step 1-10

@ On the “Stay signed in?” screen, click “No” and proceed to the next step.

X If you select "Yes", the sign-in status will be maintained even if you close the browser and restart
the PC, so there is a risk of unauthorized use of Office 365 by others, such as when you lose your PC.

= () X
B® Sign in to your account x | +

<« C om 1 https://login.microsoftonline.com/common/login £ 18

B Microsoft
52100000@u.tsukuba.acjp
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

D Don't show this again

e




Step 1-11 You sign-in successes, and the Office 365 portal site screen opens

Outlook on the Office 365 portal can only receive notifications inside the portal and cannot receive e-mail from outside.
Set up forwarding messages, etc. so that you can read notifications, and do not use thereafter. For more information,
please refer to the following link:

About using Outlook on EES benefits and students’ @s and @u address e-mail
(https://www.cc.tsukuba.ac.jp/wp/student-s-u-address-and-ees-outlook/)

) Microsoft Office Home x =4 - o *
& C ® O htips//www.office.com/?auth=2 ® 73 B Y= 2 :
. . N
Do not use after setting EREES e ¢ 7 W
.
nl
up forwarding message Good afternoon, user
O]
@ A_II My recent  Shared  Favorites Type to filter list Y T Uplead
D ~  Name Modified ~ A x
L Type any word or name to filter your list.
-~
-
@
|
3 N
N
L
No content activity
Im Share and collaborate with others. Create a new document or upload
and open one to get started.
s
L]
These are web -
. . =
1]
applications L of Office (word,
o
B excel,...) from here, if
(]

For sign-in, we are done---



2. Try watching videos on Stream from manaba.

Step 2-1

(D Sign-in to the Office 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 new tab) while being signed-in to the Office 365 portal site.

(@ The screen will go to the University of Tsukuba Unified Authentication System Login page, where you should
log in with the user ID and password of the Unified Authentication System.

Wit h offi ce 3 6 5 po rta I M i < [y 65— ZTSATA (Unified Auther X+
. < ©  httpsy//ide - _count.ts .ac.jp/idp/profile/SAML2/Redirect/SSO%execution=els.
site opened

P 2

: University of Tiukuba

#—A> A7 s (Unified Authentication System)

304>v7tz: REAEOmanabat—
J—4%—ID (user id) (UTID-13 or UTID-NAME)
Access
https://manaba.tsukuba.ac.jp/ [ e
. . In lf]eTw tl(abs .f. d ﬁﬁkﬁ[ﬁﬁﬁ?ﬂ)manb‘jft'z] Enter ID and password of
University of Tsukuba Unitie —_ Unified Authentication System
Authentication System Login PR A SERE

page will open




N

Step 2-2 This is an example of testing watching video

@ In "manaba”, click “Search and register for courses”.
@ On the “Course research” screen, enter 20473 in “Course Code” and click “Search”.

@ The course "Watch videos on Microsoft Stream” will be displayed. Click to choose it.
@ Click the “Register" button and go back to “My page”.

| Search for Courses

Enter 20473 in
“Course code”

Please specify the course you wish to join. Only the courses allow self registratiog
Records per page| 10 +

(G manaba - home

https.//manaba.tsukuba.acjp When multiple search conditions are specified

Course Code 20473

ﬁmﬁ% * SeMf registration period 20 Course title | |

University of Trukuha Set ZeACh |

o MyPage *

age ¢4 Courses Q, Search [E¥ Memos B

Top Contents  Reminders

l Course Search Results |z! List with other preferences
Announcements [ Submission History

: Click a course name to open the registration page.
2020-07-02 E (BREADOH] 3 ERTBETOSM5E There is no submission history.

2020-06-17 oA (WmMRADT] TR -7 " ¥ List 3 Total 1 itemis)

2020-04-24 LB

2020-04.09 " 28 20208 4B 8E P —— About Self Registration @ Course Code Course Course Instructor Year Lecture Info
20200228 45 (MMM MEA . RRSEOEE 1you wish to be granted access to *xx20473 Watch videos on Microsoft Stream 2020
course you plan to take before the \,
add/drop deadiine, please raquest s|
™ My Courses i

gistration. After the self regi A& My Page /% Courses Q Search [E Memos
period

| Course Registration

o Y71 Current Courses v || Allyears there is a pessibility that you cannat
Ic ea rc a n use the course you have not finalize

registration for via the Student

FOSS Infomation Ethics = =

reg iSter fOI‘ udents Course AY2020

You are about to complete self registration to the course(s) below.
Please confirm the course information displayed is cerrect before clicking the Register button

» Search and register for courses

Registration Key

After the self registration period, courses that you do not finalize registration for via the Student Information System may be deleted after the
add/drop deadline

courses”

About Linked Courses

Course Code Course Course Instructor Year Lecture Info

xx20473 Watch videos on Microsoft St 2020

4 | Register

» Search Results
» My Page




Step 2-3 This is an example of testing watching video

@ Click "Watch videos on Microsoft Stream” from “My Courses” on the “My pages” screen.
@ Click "Microsoft Stream Video" from “Resources”.

[m]

@] manaba - home x +

<~ C m (3 https;//manaba.tsukuba.ac,jp

ﬁ&k% * Self registratiol

University of Tiukuba Organization for Information |

s @& InPrivate &

&

- ul
manaba - course x +

< C m () https;//manaba.tsukuba.ac,p, Y= @  inprvate $

m Courses pon Q seq m 4/ Courses Q Search [5 Memos B&E

A o . 020473
i Organization for Information Infrastructure's MyPage Watch videos on Microsoft Stream ¥ movie
2020
Top Contents Reminders
Tests Surveys Assignments Projects Grades Forum Resources

Announcements H

2020-07-02 -« T The self registration period is currently in effect. After the self registration period, there is a possibility that you cannot use the course you have not finalize

registration for via the Student Information System
2020-06-17 b Drop this course
2020-04-24 -
= n =

s IC Icrosoft Stream
2020-02-28 -

I .4, Course News

278wy Courses 7 — 1 Video" from “Content”

Thumbnail List | Current Courses v || Year2020 ~| |
uf
xx20473 .
Watch videos on Microsoft Stream !
e \
EE Ef

») movie

[ Resources (latest first)

Click "Watch videos on ] —
Microsoft Stream” from 2
“Course List”




Step 2-4

This is an example of testing watching video

@O When the “Microsoft Stream Video” screen opens, check that you can watch embedded videos.

@ Once you have confirmed the video, you may drop this course “Watch videos on Microsoft Stream”.
To cancel the course, use the “Back” button on your browser to return to the previous page, and then click the

“Drop this course" button.

(We recommend watching videos in Google Chrome or Firefox, since there are compatibility issues with other

browsers such as Safari.)

x [ manaba- page

x +

(& https;//manaba.tsukuba.ac jp

BLERE

Universisy of Trukuba

* Self registration period

Settings | Logout

20210325 (Thu) gy

This page is to confirm that you can view Microsoft Stream videos

StreamVideo
2 BIDEE -0 O "W RA" -0 FOIA>

0%

m 4V Courses Q, Search [E Memos BAE
xx20413 =
Watch videos on Microsoft Stream i 2020
Tests Surveys Assignments Projects Grades Forum EE Resources

Microsoft Stream video

Updated - 2021-03-25 14:53
Microsoft Stream video £iMenogs Rosources
EdMicrosoft Stream video
ZM~<—13, Microsol ft Stream QBB RANBIEARITTEN—UTY .

Microsoft Stream video

+[4 Add Page

() hitps;//manaba.tsukuba.ac,jp,

BB

University of Trukuba

* Self registration period

2021-03-26 (1

Fri) 4

4, Course News.

There are no news.

[ Resources (latest first)

2021-03-25 1483

Click Play

/& Tutoring Collections

& Threads (latest first)

There are

Microsoft Stream vi...

no threads.

dg currently in effect. After the self registration period, there is a possibility that you cannot use the course you have not finalize
udt Information System

Organization for Information Infrastructure | Settings | Logout
Q Search | |[E/ Memos B#E
Watch videos on Microsoft Stream By movic
Tests Surveys Assignments Projects Grades Forum Resources

[) Submission History

New Thread

> Threads




If the video can be watched, go to Step 2-5.

In case you can’t watch the videos...

= You are likely not signed in to Office 365 simultaneously on the same browser that is
accessing manaba. Click “‘Sign in’ to display this content”.

<+

C M 1 https://manaba.tsukuba.ac,jp

Updated - 2021-03-08 11:19

Microsoft Stream video E Microsoft Stream video

Microsoft Stream video

SR, Micresoft Stream M¥ER RSN A EFRR TNV T,
This page is to confirm that you can view Microsoft Stream videos

Microsoft

Stream

Click “Sign in”




In case you can’t watch the videos... | i el lelsiereciapolcn Eiielqlcle <ol ina) Shiciol Zia)

(D The Office 365 sign-in screen will pop up.

(2@®3): sign-in as you have learned-

ign in to your account - Profile 2 - Microsoft Edge = O * =. Sign in te your account - Profile 2 - Microseft Edge - O x
© 8 manaba-page o ) R ) ) ; . . .
X 3 https://login.micrasoftanline.com/common/oauth?/autho... 2 https://login.microsoftonline.com/common/oauth2/autho...
(= C m (3 https://manaba.tsukuba.ac,jp
Watch videos on Microsoft Stream 2020 . .
B® Microsoft B8 Microsoft

Tests Surveys Assignments Projects Grades Forum BE Resourc:

—\Slgn in
Updated - 2021-03-08 1119 ~

& s2100000@u.tsukuba.acjp
\

..; ) Enter password
|

Microsoft Stream video

mail, phone, or Skype
Microsoft Stream video ElMicrosoft Stream video Nt
Pas sword
Microsoft Stream video No account? Create one!
SO, Microsoft Stream DEEH RSN B FHETT BV T, .
Can't access your account? Forgot my password

This page is to confirm that you can view Microsoft Stream videos

—> o [ESEE wam)

Microsoft
Stream

Q\h Sign-in options

To see this content, sign in

New to Microsoft

Microsoft stream ~

Terms of use  Privacy & cookies - - - Terms of use  Privacy & cookies




In case you can’t watch the videos... Lbitlo Ao el e e el

D Go back to the manaba tab and check that embedded video is displayed on Stream.
If not, try to re-load by pressing the “F5” key.

(@ The Stream video should be there (from the office365 portal site).

J hitps ) manaba ukubsscjp b 5 vwile
A a3=3 Q. ¥ 2 E—R English
=] Lt .
d4 Micresoft Stream DS E RS o
t 7 - L= FOL b " L] =T

Microzcft $tream video

EWEm: 000008 1158

| Microsoft Stream video L[ Mirtoach: Stream video
u sall Stream vides

Zilt—LAT . Mool Stream DESES SN B F SEETTEA -,
This page i 10 confirm that you an view Wiorossh Sresm videos

+ 1HERED LTSRmr?
1ARS NN (8550 ZH8 —

[ ————




Step 2-5 This is a reference procedure. It is not required.

Ok 5400
(D Access the Office 365 portal site https://portal.office.com |@ E and sign in on a web browser.
@ Enter “stream” in the search box near the top of the portal screen.

@ Click the » Stream icon that will be displayed.

) Microsoft Office Home x | + - (m] X
< C @A O hitpsy/ylvgedic\com/7auth=2 ® 3 B £ ¥ e -
/ ?

i Office 365

E E
Ll
Good afterfoon, 1 &> sueam Install Office
4 more results
3 ist

Show m t: _
All My recent Y 7+ Upload
D ~ Name Modified ~
Type any word or name to filter your list.
n n
Enter “stream

No content activity

Share and collaborate with others. Create a new document or upload
and open one to get started.

2 & B8 0 & € B & A

E




Step 2-6 This is a reference procedure. It is not required.

(D The top screen of Stream will be displayed.
@ Try to search videos intended for classes, etc.
@ Click “Video” from the “Search” on the screen menu.

0 Microsof ft Office Home: X | W Microsoft Stream x | 4+

C ® 1 https;//web.microsoftstream.com/?auth_upn=s2100000@u.tsukuba.acjp&refe.. v B £ = s

Click "Video"

Invite your coworkers to upload videos. Everyone in your company can contribute.

Learn how to use Microsoft Stream  Don't show this again

Pl
@

(te) T

htps://web.microsoftstream.com/browse




Step 2-7 This is a reference procedure. It is not required.

(MEnter “Video title” and “Name of teacher” that you want to search for in the “Video search” box
and search.

@ A list of search results will be displayed. Click the desired video to watch.

0 Microso ft Office Home X | W Browse videos | Microsoft Strean X | ==

& @] A o] https:;//web.microsoftstream.com/browse 8 =] + T= z

(r Home [o1 Discover ~+ [ Mycontent v - Create v £ Search T A, ©

Videos Channels People Groups

Enter the title, etc. of
the video you are 10 siec ]
looking for

Sort by

Relevance Y |

Babko 7% warmena ke Toane

AL ET TV W FAT FEHEH B IRARE oI
Tra o hizlus o lsvasd crnedeeducny Daeiamilic e Canpdar i alvdmia n

FULRH “Bigen losa il canmesde s sae e nrmvaly ol B il ]

CIiCk the Video that frrdas o 11 BRI L vkl s Hleeny Labaleedi
: | A i ‘. wha i i 7o

you Want to WatCh 1t 5 : wampane ] ke o LR R A 1

LR TN TR R TR IR P B T FPL AT S FFILE TR

LB 1Ea0 Maliirabice Tun Lol sosne, el lion

g 8 AF AT
! 0 ¢ _';!_ Luda & une | I
Ty R R T R el o S C A RS L T P T P R Ty T




Step 2-8 This is a reference procedure. It is not required.

(D Check that you can watch the video by clicking the “Play" button.
@ This completes the procedures to watch Stream video.

- O X
0 Microsoft Office Home x ’ Watch ‘Bakku_CS_summer lectur X +

<& C M ) https://web.microsoftstream.com/video/7a3d9315-b794-4274-ba02-24030b17... ¥g B + 7=

?
(i Home [o] Discover ~ [ Mycontent ~ - Create « P Search T A, ©

Trara=ripgz

Elﬂiﬂhlm-ﬂ'ﬁ (R | I‘-Eltl"ﬂll'l_ 1o mbe Feed dms madare Thirlpesle 2
undarsts nd biokogical systams using pk iy
somputations tesMnigues

| Daparmmas of oot 1247k
Phoeaals sl backalion lral v

wtte vl B Deed g v tar bk

ehlmem cmnpinkd el

Watch by pressing ,.
oy i WIS comgass

Details

= A ITrE] =
b =l 0
Wil el e lamsurn i S '-‘.:.:...,C_I.. .
(LT EERTISATE EIRTATTR TIEATIN IO ST . YL {1 E LN
W el




3. Use Teams

Step 3-1 —
@ sign-in to the Office 365 portal site https://portal.office.com = AE

@ Enter “teams” in the search box

. . ) - o X
® Click when the Teams icon g appears. 1 ) O theocnoneons < ,
& https://www.office.com/7auth=2 ® B £ =
3 Office 365 O teams @ X & 7 @
A I S g ortcut to Offi Apps — 3 X :

Install Office

&

[ 1)

Good morning, us

Recent  Pinned Shared with me T Upload and open...

Enter "teams"”

o recent online Office documents

borate with others. To get started, create a new

Click
if you find it here

OneDrive SharePoint

Recent folders Frequent sites
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5
=
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Start teams
Step 3-2

@D The “Teams” screen will be displayed. You can install the Teams application, but here we will
use the web application. Click the “Use the web app instead” button.

|

[
aCl
(
L

=
L

'Y

Stay better connected with the Teams desktop app

Already have the Teams app? Launch it now




Step 3-3
@ Click “Teams” on the left.

Find the desired team

(2 Search targeted teams (lessons and classes) from “Search teams” at the top-right.
If you have been given the team code (which is the case of "Guidance Test Team" for testing, has code
"ubntslm" ), enter it in “Join team with code”.

3 Click "Join Team".

Ty Microsoft Teams

Microsoft Office Home

C @

3 https:;//teams.microsoft.com

Q, Search

Join or create a team

P

Create a team

oy

Bring everyone together and get to wo

Search teams

Join a team with a code

Enter code

rk! Got a code to join a team? Enter it abow:

i0 e

Microsoft Office T~

C @ (1 hitps://teams.microsoftcom

Microsoft Teams Q, Search

Teams = Join or create a team

B
;@
#

Ty Microsoft Teams

-

Create a team

000 ey

Enter code and
click “Join team”




Step 3-4

@ You have successfully joined a team. Click “New conversation” and try to send a message.
@ Click the [A-] pencil icon with A at the bottom of the screen.
(3 Write a message in the text box and send by clicking the send icon (or press “Enter/Return”).

dL

Microsoft Office -/

75 General (I9YAFAM-L) M X

G () https://teams.microsoft.com

Q, Search = Microsof = X Ty General (IAFYATAM-RIM X

Microsoft Teams
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O - 0
Files. Calendar
Click send
Welcome to the team! s
Try @mentioning the team name or staff names to start a conversation. 0 b u tto n E
Welcome to the team!
Try @mentioning the team name or staff names to start a conversation.
® ) New conversation Everyane can reply (@ Post in multiple channels
Apps N o o
- &3 Join or create a team bt ]
Add a subject
Hello ||
Apps
—
o : —~ =
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Quit from a team
Step 3-5

@ Let's try to withdraw from the "Guidance Test Team". Click the "..." button to the right of "Guidance Test Team" on the left side of the screen.

@ Click on "Withdraw from team". The message "l am leaving the "Guidance Test Team" will appear, click the "Leave the team" button.

@ | was able to withdraw from the team. Some teams may not allow you to withdraw from the team yourself. If this is the case, please consult with the owner
(administrator) of the team.

@ If you wish to join another team, click "Join or create Team" in the lower left corner of the screen and return to the screen in step 3-3.

Microsoft Office i—fu ¥y Microsoft Teams
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Step 3-6

Other functions

As well as sending messages, you can also share materials, enjoy video conferences and manage

schedules on Teams.

Please search online for details on how to use Teams.

This completes the procedures to use Teams.

Calendar

() https://team:

Microsoft Teams
Teams =

Your teams

B ik

General Posts Files Staff Notebook +

| Jpe—
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Welcome to the team!

Try @mentioning the team name or staff names to start a conversation.




Reported trouble-shootings so far

« Unable to use
« Sign out once.
« Close all browsers once and open again.
e Sign in after checking whether you should be using E-mail (@s) or
Office 365 (@u).
 Unable to receive e-mails
« Check that you are not using Outlook inside Office 365 (@u).

« Unable to watch video on Stream
« Refer to “What to do when you can’t watch class video” from
“Guidance for taking online classes” on the next page.
« How to check if you are signed up to Office 365

 Access https://portal.office.com and try to sign in. If a message such
as “This account is already registered” is displayed, this indicates
that you have already signed up.



Links

« Academic Computing and Communications Center

« Guidance for taking online classes

 https://www.cc.tsukuba.ac.jp/wp_e/remote-lecture-students/

« Microsoft Office (EES benefits: Personal use)

« https://www.cc.tsukuba.ac.jp/wp_e/service/software-license/ees/tokuten/



