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Accessing University Email

Laptop or Computer

Go to the UWTSD homepage http://www.uwtsd.ac.uk/ and click on QUICK LINKS at the top of the
page.

e ____y

NEWS QUICK LINKS CYMRAEG

Prifysgol Cymru

s
% Y Drindod Dewi Sant

¢ University of Wales
Trinity Saint David

Or go straight there with this link. http://www.uwtsd.ac.uk/quick-links/

Click on the EMAIL - OFFICE 365 tile.

Access to email, support services, information and resources for UWTSD students and staff made easy.

e STUDENT UNION
STUDENT HUB (HWB) EMAIL - OFFICE 365 (TSDSU)

FIND OUT MORE FIND OUT MORE

LIBRARY AND LEARNING

RESOURCES ) STUDENT RESULTS

FIND OUT MORE FIND OUT MORE
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http://www.uwtsd.ac.uk/
http://www.uwtsd.ac.uk/quick-links/

Sign in with your UWTSD student email address.

This is yourstudentnumber@student.uwtsd.ac.uk

(example 1234567 @student.uwtsd.ac.uk and use the password you created when you made your
account.

XCY Prifysgol Cymru You will usually arrive in your Outlook email

N ¥ Drindod Dewi Sant inbox, but if not, click on the box with white
University of Wales squares top left and choose Outlook if you are

in another app.

This is called the App Launcher

Sign in with your organizational account

e

| it Outlook

-+ New message

Welcome to UWTSD Staff & Student Office 365. Sign-
in using your full email address, staff format
@uwtsd.ac.uk or student format @student.uwtsd.ac.uk,
Click here for more information about Office 365.

B Office 365 —

‘ OneDrive

Bl excel
@ rowerroint [ oneNote
B sharePoint E§ Teams
Class Notebook [ Sway
@B roms

All apps —

Julia Ault 2020 @jault_uwtsd


mailto:1234567@student.uwtsd.ac.uk

|

=== . Office 365 Outlook

Search Mail and People L ® New|v £ Markall as read

A Folders Focused Other Filter v
Inbox Next: No events for the next two days. [’_‘_] Agenda
Sfwp DigwyddiadauEvents B

Please check for an email inviting you to join a Teams site like the one below.

O Microsoft Teams
You have been added to a class team ... Thu 2/12
Microsoft Teams Julia added you to the Llanelli L4 Out...

You have been added to a class team in Microsoft Teams

Microsoft Teams

Julia added you to the Llanelli L4 Outreach_GRP class!

LL

Llanelli L4 Outreach GRP

1 members

Llanelli Cohort 2020: Skills for the
Workplace Outreach Programme UWTSD

Open Microsoft Teams
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Accessing your Microsoft Teams Cohort Group

If you haven’t received an invite or cant find it, open the side menu bar using the dots in the square
(app launcher) and Click on Teams

Outlook

-+ New message

Office 365 —

E Qutlook ‘ OneDrive

Eﬂ Word l' Excel
m PowerPoint [I OneNote

a SharePoint @

Class Notebook @ Sway
m Forms

All apps —
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Click on your Cohort Team site (there may only be one Team at this point)

Teams

Your teams

Carmarthen L4 2020_GRP

Overview of Teams

Posts
When you access a Team, you will arrive on the Posts page in the General Channel.

Files Class Notebook Assignments Grades

A the bottom of the page, you can create conversations or reply to those already there, just as you
would in any online application.

You click on Format (the Large A at the end) to start a new conversation

Start a new conversation. Type @ to mention someone.

0@@@@%9-'-
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I'_,f New conversation Everyone can reply » r[-h Post in multiple channels

B 7 U S v A M paragraph v~ T, <= »= i

1

@
=
i

Test Conversation

Testing new conversation settings

Files

General Posts Class Notebook Assignments Grades

Clicking on Files allows you to view files and folders.

Clicking on a folder takes you inside to view its contents and open/download files

& General Posts| Files lass Notebook  Assign

+ New v T Upload W 3 Sync @ Cop
General

D Mame

L Edurgam Device Setup Guides

w1
~classnotebook.png

Eduroam Wireless Access setup 2020.pdf

Class Notebook

General Posts Files

Class Notebook Rssignments Grades
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The main Class Notebook is accessed via the General channel, although general Notes can be
accessed in any Channel.

Welcome to Class Notebook

Your OneNote Class Notebook is a digital notebook for the whole class to store text, images,
handwritten notes, attachments, links, voice, video, and more.

Each student can work in their own space in the Class Notebook with their work only visible to them
and the Tutor.

Students can make audio recordings to reflect on their experiences (either privately or in the
collaboration space). They can also insert files/images, add links etc.
(Tutors may also record simple audio instructions here as well.)

File Home Insert Draw View Help Class Notebook

EH mble~ ([ File v B Picture v @ Link () s

’ Task 1

Clicking on the arrow on the left shows or hides the folders/sections

Everyone enrolled in the Team site can use the Collaboration Space (Staff and Students)

EE P Motebook
Group Task 1
Welcome Topic 1
~ _Collaboration Space Group Activity 1
]] Using the Collaboration Spa... Group Activity 2
' Common Module Unit 1 Group Task 1
' Common Module Unit 2 Topic 2
> _Content Library Group Activity 1

! Topic 3

Group Activity 1
Topic 4

Group Activity 1
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il

Class Notebook gAssignments

- -;_q General Posts Files Grades Session Video:
File Home Insert Draw View Help Class Notebook Open i
YD [P~ || Calibri vi11 v B T U v Av & ¢
=] _ _GRP Notebook O o

Activity 2
Welcome Activity 1

~ _Collaboration Space Activity 2

o |

l Using the Collabora...

> _Content Library Individual Activities/Materials/Tasks are only visible to
that student and the Class Teachers / Tutors enrolled in
the Class Team site.

v student Name thors_can crgate sgltable sections for relevant activities

l—u

Materials

Tasks

' Activities

Videos
Podcasts and videos that have been added by Tutors will appear as a Tab in any channel.

Rl
Mot

Apps

Skils for the Workplace Guides:
@ Outoor & Oocdove
Wl v @ e Viewing your grades and feedback in
Turnitin on Moodie

@ roncront Q@ ooctuote

i | e turnitinJ)

Office 365 Handbook 2020 a gu... Accessing Grades and Feedback...
#0ffice365 Handbook 2020 2 guide by Accessing #Grades and #Feedback on a
Juliz Ault #5fwp #GradingForm in #Turnitin #Students
8@ 10 9® 0

Student Guide To Microsoft Tea... Skills for the Workplace Outreac...

Student Guide to #MicrosoftTeams #skillsfortheWorkplace #Qutreach
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-E.L General Posts Files Class Notebook Assignments Gradgs General Podcasts

[ ’ Microsoft Stream

Clicking on Microsoft Stream (top right) takes you into the stream itself (Microsoft Stream is like
YouTube) and clicking on the video plays it right in the page.

£ General Posts Files Class Notebook Assignments Grades General Podcasts v+ CI|Ck X to Close the VldeO When
you have finished watching it

Skills for the Workplace Outreach Moodle Homepage Video Podcast
Fritysgol Cymru
Y Drindod Dewi Sant
Yr Athro/Professor Medwin Hughes oL ophil DPS FRSA FLSW

a *" University of Wales Is-Ganghellor/Vice-Chancellor
Trinity Saint David

Skills for the Workplace Outreach

Homepage on Moodle

PSS

*2020 COVID flysp 4 . M Induction Guides o

Information*

L, « N

o
o O
Bl I

Assignments and Grades

These features will not be used at the moment as the university uses Moodle and Turnitin for these
tasks.

Sidebar and Calendar

This contains links to your Activity Feed from all Teams you are enrolled in, the Teams Dashboard,
Files, Apps, plus a Team calendar which can be used to schedule online classes, note down
assignment submission dates, collaborative task meetings etc.
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Calendar

[(¥] Today < > October 2020

12 13

Monday Tuesday

Teams

* Your teams

15:00
Assignments
16:00
Calendar
17:00
]
18:00

Julia Ault L4 Outreach Online Class
20-21
Microsoft Teams Meeting

Julia Ault foy)

Video Team Meetings (used for Online Class Sessions)

Your Tutors will create online classes using the Video Meeting option, but students can also set up
their own video meetings for collaborative tasks etc..

In the posts page, start a new conversation but instead of typing a post, click on the little camera icon
at the bottom which will say Meet now.

Start a new conversation. Type @ to mention someone.

voowafap o -

If you are using a pc or laptop with a webcam, your camera will start and you will be asked if you want
to type a subject for the meeting. You can click on Meet now, with or without video camera.
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Want to add a subject?

When you click on Meet now, you can then add people to the meeting and a floating bar of meeting
controls comes up on the screen. This goes away when you are talking but you can move your mouse
to bring it back at any time.

Microsoft Teams Search for or type a command

People

Invite someone

~ Currently in this meeting (1)

§ Julia Ault
'  Organiser

» Suggestions (5)

If you click on the 3 dots on the bar, you are given additional options, which include recording the
meeting.

= _

£33 Show device settings

B Show meeting notes

O Enter full-screen

i Keypad

© Start recording

# . (# Turn off incoming video

0 @ & @ e T e

i i\
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Recording a Meeting

If you record a meeting, it is stored in Microsoft Stream and is also available in the Meeting chat for 7
days.

Start a recording by clicking on the 3 dots on the floating bar and pressing the Start recording button.
You can stop the recording in the same way.

53 Show device settings

o

%= Show meeting notes

3 Enter full-screen

i Keypad
© Start recording

(4 Turn off incoming video

When the recording has been uploaded to Microsoft Stream, it will appear in your Chat and you can
then click on the 3 dots and go to Microsoft Stream to share the link or download the file itself.

~ * Open in Microsoft Stream ]

0 Meeting ended: 46 sec
Share
« Reply
@ Getlink
= Meeting ended: 18 min 15 sec [0 Make this a tab
« Reply @ Learn more
/N Report a problem
(] Meeting ended: 1 min 1sec

Meeting B
Mesting in "Ganeral” Recorded by: Julia Ault

« Reply

Julia Ault 2020 @jault_uwtsd



2 Home [o] Discover v [ My content v -+ Create v £ Search

% Update video details

u=n Trim video

Details  People

'T‘ Replace video

Meeting in "Genera il Delete

Published on 13/03/2020 » 0Q
\l,l Download video

&> Share E_|+ Add to watchlist Q  Like

0 Comments

Joining a Meeting

Your Tutor will invite you to join online Class Sessions in Teams and you should be able to just click
on the link to join on your laptop or phone. Make sure you have your video and microphone
connected ready.

Desktop App

You can download the Teams Desktop app on a windows computer or laptop by scrolling to the
bottom of the left hand navigation panel and clicking on the computer with an arrow.

o
Activity

Teams

ste
ugs
Teams

Assignments

Calendar

ﬂ

Your teams

Carmarthen L4

Outreach GRP Llanelli L4 Outreach_GRP
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Teams on Mobile Devices

You can also use Teams on your phone or tablet. Download the Teams app from your App store and
sign in with your UWTSD email address and password.

-
Microsoft Teams - X
Hub for teamwork OPEN = Q Teams 88" o3

%k d ke 66K
v % Carmarthen L4 QOutreac... -
Chat privately with one One place for your team's Connect
or mare people conversations and content face to face G en era I

Llanelli L4 Outreach_GRP -

General

A Ml

Llanelli L4 Outreach_GRP
Private

Manage members
Manage tags

Manage channels
+ Create ateam

Leave team

&3 Browse teams

Edit team

& Join ateam with a code

Delete team
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Useful Mobile Apps

You can also access the Office 365 suite via apps on your mobile devices.

Add the Teams and Moodle* apps and you are all set to work online, either on a laptop or mobile
phone/tablet wherever you happen to be at any time that suits you.

The Moodle site address for the mobile app is https://moodle.uwtsd.ac.uk/ then login with your
student number and password as normal.

14:059 -
OUR FAVOURITES °
Get productive with Q office 365 - Cancel
Office 365 %

. o I’ ﬂ - OfficeSuite &P...

Word, Excel, Power... GET

&
ied

You'll find Microsoft Office
365 on the Mac App Store —
and your Office 365

subscription gives you full
access to all features across
any platform.

Moodle Microsoft Teams
Moodle official app... OPEN * Hub for teamwork OPEN
b & Srdwid

. Microsoft OneD...
Microsoft Outlook @ ricaphotocioud..  OPEN
Email and calendar OPEN ARk

Access files Back up photos Share photos
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