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Recordings

e Require CUHK Login
o Cantonese: https://panopto.cuhk.edu.hk/Panopto/Pages/Viewer.aspx?id=14942d6c-69f5-4e3c-a635-
ac2e00eb80b7
o English: https://panopto.cuhk.edu.hk/Panopto/Pages/Viewer.aspx?id=acfaéca2-d506-4f64-8982-
ac2e00f%e85a

Resources

e Microsoft

o Future Ready Skills Resources: Future Ready Skills Solution Guide
(https://www.cuhk.edu.hk/eLearning/restricted/staff/ms/FRSCustomerReadySlidesHK-2020May.pdf) & Empowering future-
ready students (https://www.cuhk.edu.hk/eLearning/restricted/staff/ms/FY20MSEdu_Future_Ready_Skills_Brochure-2020Aug.pdf)

o Remote Learning Resources for High Education (https://msft.it/6017Ton9B)

o Microsoft 365: Quick Start Guides (https://support.microsoft.com/en-us/office/office-quick-starts-25f909da-3e76-443d-
94f4-6cdf7dedc51e) & Training (https://support.microsoft.com/en-us/training)

o Microsoft Teams:

m [ atest Teams Update (30 July 2020) (https://techcommunity.microsoft.com/t5/education-blog/25-updates-for-
microsoft-teams-for-education-for-back-to-school/ba-p/1554445?ocid=fy20frs_edu_osoc_linkedin_help-teams-support-for-new-
schoolyear_07-30-2020)

s User Guides

s Full version: https://support.office.com/en-us/teams
(https://pulse.microsoft.com/uploads/prod/2020/03/Microsoft_Teams_Quickstart.pdf)

L Quick Start Guide (https://pulse.microsoft.com/uploads/prod/2020/03/Microsoft_Teams_Quickstart.pdf)

s Meetings and Calls (https://support.office.com/en-us/article/meetings-and-calls-d92432d5-dd0f-4d 17-8f69-
06096b6b48a8?ui=en-US&rs=en-US&ad=US)

= Chats (https://support.office.com/en-us/article/chat-in-microsoft-teams-f3a917cb-1a83-42b2-a097-0678298703bb?
ui=en-US&rs=en-US&ad=US)

= Teams and Channels (https://support.office.com/en-us/article/teams-and-channels-df38ae23-8f85-46d3-b07 1-
cb11b9de5499?ui=en-US&rs=en-US&ad=US#IDOEAABAAA=Basics)

s End User Training

s https://docs.microsoft.com/en-us/microsoftteams/enduser-training
8 Training Video (https://web.microsoftstream.com/video/f9ac3959-0c33-4ed4-bd04-37839abb4d30)
o Microsoft OneNote Class Notebook: Getting Started (https://support.microsoft.com/en-us/office/getting-started-with-
the-onenote-class-notebook-a-walkthrough-for-teachers-28666b8e-b0ae-48fe-b001-1874f5f6db58)
e |TSC
o Microsoft Teams: Getting Started & How to Apply (https://www.itsc.cuhk.edu.hk/all-it/email-messaging-and-

collaboration/microsoft-teams/)

Questions and answers

General

Q: There are a number of IT tools available at CUHK. Which tool(s) should | use for teaching? Can | use a
combination of tools?

Questions: elearning@cuhk.edu.hk
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Answer:

e First, plan your class activities.

e Then, understand the purpose(s) and features of the available IT tools. Figure outwhy you choose to apply
that/those tool(s) in your class. You can contact us (elearning@cuhk.edu.hk () for discussions, and/or try out
them if needed.

¢ |naddition, you are advised to consider if your students are familiar with the tool(s) as well. If needed, please
consider providing user guides and/or introductory session(s) about the tool(s) that you are going to use.

Microsoft Teams: Meeting, Calls and Chat Features

Q: 1 am using my browser to access a Team meeting. | cannot use some features that my colleagues are using.
What should I do?

Answer:

e Please consider downloading and installing Microsoft Teams App (https://www.microsoft.com/en-us/microsoft-
365/microsoft-teams/download-app) ON your device.

e Please also check if your browser is supported by Teams: Microsoft Support: Use Teams on the web
(https://support.microsoft.com/en-us/office/use-teams-on-the-web-33f84aa9-2e8b-47ac-8676-02033454e385)

Q: Is polling available in Teams meeting?
Answer:

e Teams can integrate with other third-party services that support polling, such as Polly

(https://www.polly.ai/microsoft-teams).
Q: Is breakout room available in Teams meeting?
Answer:

e According to Microsoft Education Blog (“ 20 updates for Microsoft Teams for Education, including 7x 7 video
and Breakout Rooms (https://educationblog.microsoft.com/en-us/2020/06/20-updates-for-microsoft-teams-for-education-including-
7x7-video-and-breakout-rooms/)”, posted on June 15, 2020): “Coming in the Fall, instead of trying to work with the whole
class, educators can create virtual breakout rooms so students can work within their smaller groups on a discussion
or assignment, then easily be called back to the larger group.”

Q: Can other participants annotate my PowerPoint / shared screen in my Teams meetings?
Answer:
* No, they cannot if they are not presenters in the meeting. Yes, they can if they are presenters in the meeting.
Q: Do | need to apply to use Teams Meeting, Call and Chat features?
Answer:

e You can use the meeting, call and chat features without submitting application to ITSC. The features are
available under "Chat" (More (https://www.itsc.cuhk.edu.hk/alIfit/emaiI—messagingfandfcolIaboration/microsoftfteams/faq/)).

Q: I would like to use Teams Meeting feature instead of ZOOM Meeting feature to deliver online lessons. What

Questions: elearning@cuhk.edu.hk
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should | do?
Answer:

e First, apply for a project account (https://www.itsc.cuhk.edu.hk/all-it/accounts-and-access/department-project-account/) in the
student tenant to create and manage the Teams Meeting. Request to enable Stream license for this @link
project account as well.

e After the @link project account is ready, visit your Blackboard course, follow theinstructions
(https://help.blackboard.com/Learn/Instructor/Original/Interact/Microsoft/Microsoft_Teams_Meetings) to create Teams meetings and
ask students to use the meeting links created to join the individual Teams meetings.

e [fyourecord the Teams meeting, the recording will be available in Stream.

Microsoft Teams: Teams Feature

Q: Microsoft is adding new features to Teams. Where can | get the product news?
Answer:

e Please refer to Microsoft Education Blog: Microsoft Teams (nhttps://educationblog.microsoft.com/en-us/tag/microsoft-

teams/)
Q: I cannot create ateam. How can | create it?

e Creation of Teams is disabled, but ITSC can help to create it for you. Please visit How to apply
(https://www.itsc.cuhk.edu.hk/all-it/email-messaging-and-collaboration/microsoft-teams#tab_2) (More (https://www.itsc.cuhk.edu.hk/all-

it/emaiI—messaging—and—colIaboration/microsoft—teams/faq/)).
Q: Whendo | need a Team?

e [f you planto use it to support collaborations of your class and thus would like the shared files be persistently
stored in the team sharepoint site (as compared to storing in the OneDrive of the individual users who sent
the file when using the chat feature (More (https://www.itsc.cuhk.edu.hk/all-it/email-messaging-and-collaboration/microsoft-
teams/faq/)).

e Please specify in your application (https://www.itsc.cuhk.edu.hk/all-it/email-messaging-and-collaboration/microsoft-teams#tab_2)
that the Team is for supporting the teaching of your class and provide the Course ID. We can help to enroll
students into the Teams according to CUSIS enrollment data

e The team will be created on the Student tenant. You will need to apply for a project account in the Student
tenant (https://www.itsc.cuhk.edu.hk/all-it/accounts-and-access/department-project-account/) tO manage the team as well.
Request to enable Stream license for this @link project account as well.

OneNote

Q: Why can’t | add my students in my Class Notebook?
Answer:

e CUHK staff and students are separated groups under “The Chinese University of Hong Kong”. If you need to
collaborate with your students using Class Notebook, please apply for a project account

(https://www.itsc.cuhk.edu.hk/all-it/accounts-and-access/department-project-account/) in “student cloud”.
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