How to record a teams meeting crib sheet: 

	Lansiwch “PowerPoint Presenter Coach” fel y trafodwyd yn wythnos 3

	
	Launch PowerPoint Presenter Coach as discussed in week 3

	Ewch i'ch sianel breifat yn Teams
	
	Navigate to your private channel in Teams

	Cliciwch ar y botwm “Meet”
	[image: A screenshot of a computer

Description automatically generated with medium confidence]
	Click the Meet button

	Gwiriwch eich Gosodiadau a chliciwch ar “Join now”
	[image: A screenshot of a computer

Description automatically generated with medium confidence]
	Check your Settings and Click Join now

	Cliciwch yr X i wrthod ychwanegu pobl at y cyfarfod
	[image: A screenshot of a computer

Description automatically generated with medium confidence]
	Click the X to reject adding people to the meeting

	Cliciwch “Share”
	[image: A person wearing headphones

Description automatically generated with low confidence]
	Click Share

	Dewiswch eich modd Cyflwynydd a

dewis rhannu eich sgrin gyfan
	[image: A person wearing headphones

Description automatically generated with medium confidence]
	Select your Presenter mode and
choose to share your whole screen

	Unwaith y byddwch yn hapus gyda'ch gosodiadau rhannu sgrin, cliciwch “More”
	[image: A person wearing headphones

Description automatically generated with low confidence]
	Once you are happy with your screen sharing, click More

	Cliciwch “Start Recording”
	[image: A person wearing headphones

Description automatically generated with low confidence]
	Click Start Recording

	Cyflwyno'ch cyflwyniad fideo anhygoel. Pan fyddwch wedi gorffen cliciwch “More”
	[image: A person wearing headphones

Description automatically generated with low confidence]
	Deliver your awesome video presentation. When you have finished click More

	Cliciwch “Stop Recording”
	[image: A person wearing headphones

Description automatically generated with low confidence]
	Click Stop recording

	Cliciwch “Stop”
	[image: A screenshot of a computer

Description automatically generated with medium confidence]

	Click Stop

	Cliciwch “Leave”
	[image: A person wearing headphones

Description automatically generated with low confidence]
	Click Leave

	Yn eich sianel timau Preifat, lleolwch y fideo rydych chi am ei rannu a chliciwch ar y botwm elips […]
	[image: A screenshot of a computer

Description automatically generated with medium confidence]
	In your Private teams channel, Locate the video you wish to share and click the ellipse button […]

	Cliciwch “Get Link”
	[image: A screenshot of a computer

Description automatically generated with medium confidence]
	Click Get link

	Cliciwch “Copy”
	[image: A screenshot of a computer

Description automatically generated with medium confidence]
	Click Copy

	Ychwanegwch y ddolen hon i'r ddogfen fyfyrio ac unwaith y bydd wedi'i ysgrifennu, cyflwynwch y ddogfen trwy Turnitin ar Moodle.
	
	Add this link to the reflection document and once this is written, submit the document through Turnitin on Moodle.

	Mae'r camau nesaf hyn er mwyn rhoi sicrwydd ychwanegol.
	
	These next steps are for extra reassurance.

	Yn eich sianel Teams breifat, cliciwch ar fân-lun eich fideo, mae hyn yn agor Microsoft Stream
	[image: A screenshot of a computer

Description automatically generated with medium confidence]
	In your private Teams channel, click the thumbnail of your video, this opens Microsoft Stream

	Cliciwch “Download” ac arbed eich fideo mewn lleoliad diogel
	[image: Graphical user interface, application, Word

Description automatically generated]
	Click Download and save your video in a safe location
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