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Tutorial for starting and carrying out a distance lesson

Premise: this tutorial does not intend to replace official tutorials; it is only the sequence of commands
that are used to create a distance lesson, which are based on the tools provided by the University
on the webpage Distance Learning.

For a complete use of the system, we suggest to access Microsoft support
https://support.microsoft.com/en-GB/teams?ui=it-it&rs=it-it&ad=it

The system runs only

- through Microsoft Edge (based on Chromium) or Google Chrome browser
- through application (available also for Linux and Apple systems)

Thank you for your collaboration

Paolo Edomi
Deputy Rector for Education



https://support.microsoft.com/en-GB/teams?ui=it-it&rs=it-it&ad=it
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1. Access

- Access to lesson is made through the webpage Catalogue of distance learning, available
at the following link and through university credentials
userid@ds.units.it

https://www.units.it/en/node/10905/mid/2620
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Studenti Studenti i Ricerca Impresa Personale Ateneo

Didattica a distanza Linee Guida  normata
-
DOCENT Stampa e Immagine coordinata di Ateneo

CESSAZIONE SERVIZIO Sulla base delle disposizioni delle autorita competenti (DPCM del 09.03.2020), Applicativi gestionali

le lezioni, gli esami di profitto e le sedute di laurea si possono svolgere fino al 3

aprile 2020 in modalita telematica. Attivita didattica
PRESENZE E ASSENZE

A questo scopo si possono consultare le indicazioni fornite dall'ateneo. Attivita di ricerca
RAPPORTO/DILAVORD L'erogazione della didattica a distanza, durante Il periodo di sospensione delle Missioni

lezioni, avverra secondo le modalita indicate dai Corsi di Studio.
Servizio firma digitale

STIPENDIO
Nel caso di erogazione delle lezioni tramite la piattaforma MS Teams i docenti e
. gli studenti possono accedere alla classe virtuale dell'insegnamento di Corsisulla salute e sicurezza
ATTIVITA LAVORATIVA ftbressedal
TUTELE Catalogo della didattica a distanza.

MODULISTICA PER
STRUTTURE

~Per i docenti
TENERSI INFORMATI

AGEVOLAZIONI

a. lo strumento adottato dall'ateneo per le lezioni a distanza & Microsoft Teams
che consente anche la registrazione delle lezioni e la condivisione di materiale
dellinsegnamento e la comunicazione diretta con gli studenti; per il suo utilizzo

ALTRI RUOLI E INCARICHI

ATTIVITA-EXTRA si suggerisce di fare riferimento alla pagina di supporto di Microsoft e ai
LAVORATIVE tutorial che sono stati approntati scaricabili al seguente link;
b. sono consentiti altri strumenti per 'erogazione di didattica a distanza gestiti in

modo autonomo dai dipartimenti;
. in luogo delle videoconferenze o in aggiunta ad esse, le lezioni potranno
essere messe a disposizione tramite video e/o audlo registrazione delle stesse;
FORMAZIONE anche In questo caso potra essere usato lo strumento MS Teams o altri
strumenti individuati in modo autonomo;

CARRIERA

n

- By selecting the webpage Catalogue of distance learning, the following page will be opened
and it will be possible to search your own course through the name of the course or your
own name
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Didattica a distanza

Corso di studio Docente

edomi Applica >

Inserisci Il nome del corso (anche solo una parte) Inserisci il nome del Docente (anche solo una parte)

SCIENZE E TECNOLOGIE BIOLOGICHE (SM51)

INSEGNAMENTO PERIODO DOCENTI

APPLICATA (642SM - 2019 - [PDS0-2 Ord. 2016] e S2 EDOMI PAOLO (004722)

- By clicking on the course name, you will directly access Teams, which is set up to start
lesson as in the following screen
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In the opening screen you will start a lesson by clicking on ‘Partecipa ora’ (Join now)

T

642SM - GENETICA APPLICATA - EDOMI PAOLO

(2019)
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NOTES:

calendars of distance lessons will have to be agreed with the coordinators of the study
course;

distance lessons will have to be carried out in accordance with the calendar published
by each study course

access to Teams through the Catalogue of distance learning automatically appoints
teacher as organizer, but it is NOT a Team group;

the link gives direct access to lesson and it should be used only for this purpose; if
you access Teams by this link, you have to remember that students can be connected
as well; therefore, those teachers who plan to make a test without student participation
should create a test Team,;

for the use of MS Teams through the creation of ‘classroom teams’ see another
tutorial.
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- After the first access, it will be possible to start a new lesson through your own Teams
space: your courses appear in the Chat space.

- To maintain your courses in the Chat you can click on the three dots option (s<¢) and select
‘Blocca’(Lock) (the course or the team can be unlocked at a later time).

4 Esegui una ncerca o digita un comands
g Sagel e Ticaeza o g o @ o

Chat Recenti Contatti Y @ 642SM - GENETICA APPLICATA - EDOMI PAOLO (2019) Chat file m e

deNidea Per le notifiche ho

©) 1S, CENCTICAAPPUCATA - EDOM... .,
Tu Grazie visto, ..

Condividi i file in questa chat.

Chiunque puo collaborare al caricamento e alla creazione dei file.
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- You can start a new lesson by clicking on the button ‘Partecipa’ (Join) at the top right
corner of the screen.

1 Esegui una ncerca o digita un comando
@ 5 i () o

Chat Recintl Contits. Y7 @ 642SM - GENETICA APPLICATA - EDOMI PAOLO (2019) Chat il m e

Bloccate
6425M - GENETICA APPLICATA - EDO... 1232
Tu: Grazie dellidea.Per le notifiche ho visto, G p.

here you can write
messages in the
course’s chat
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2. Manage a lesson

- Inthe following screen of the lesson a management bar appears, through which it is possible
to:

1. enable/disable microphone and camera (it is recommended to ask students to unmute
microphone only for questions or upon invitation)

2. share screen or file (see below)

3. record the lesson (click on the three dots +++ and then “start recording”): the registration
will be saved in the Stream’s cloud space (see instructions)

4. view a conversation (symbol casella di testo - text box)
5. view participants (symbol persone - persons)

6. end lesson with the red telephone

LF_ LASTNAMEOOT FIRSTNAMEQO1 [060.

In attesa di altri partecipanti...

mo oi=ral 1= 5 “ €10 &0 B Luned smano 1253
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3. File uploading and presentation
- Several options are possible to show a Powerpoint or a Pdf. File

- Itis possible to upload a presentation through the bar below, by selecting the button with the
arrow: Condividi (Share)
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Microsoft Teams 4 Esegui una ricerca o digita un comando

In attesa di altri partecipanti...

- There are two options to open a presentation or a file:

1. Screen (it is possible to open another window where to upload the lesson from PC)

2. Browse from team and channels (it is possible to upload lessons which have already been
uploaded on a team created previously)

Esegui una o digita un comando
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In attesa di altri partecipanti...

Desktop PowerPoint Sfoglia [EVET

B Sfoglia team e canali

CD UniTS riunione 05b_2. CD UniTS riunione 05b_2

VV 6 9 @ €1 @ | e§ venerdi marzo 13, 15:55
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1. opening from screen: click on screen and select a window previously open (recommended
solution)

- itis possible to show any types of file (recommended for pdf.)

- itis suggested to select a full screen view

2. uploading a lesson from TEAMS by selecting “Browse team and channels”
- itis possible to upload only Powerpoint files or similar, but they will be managed by
Powerpoint, so it is advisible to verify the format

Esegui una ricerca o digita un comando

Modificato v Modificato da

lez00genapp_201920-PROGRAMMA leri EDOMI PAOLO
lez00genapp_201920-PROGRAMMA.... leri EDOMI PAOLO 27.77KB
CD UniTS riunione 05_2020 050320.p... 09/03/20 EDOMI PAOLO 225.28 KB
CD UniTS riunione 05b_2020 050320 ... 09/03/20 EDOMI PAOCLO 46.87 KB

CD UniTS riunione 05b_2020 050320.... 09/03/20 EDOMI PAOCLO 199.17 KB

Annulla

Desktop PowerPoint Sfoglia Lavagna
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Schermon. 1 CD UniTS riunione 05b_2. CD UniTS riunione 05b_2. Freehand by InVision
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Chat della riunione

Laurea in Scienze e tecnologie biologiche
Genetica applicata

a.a. 2019-2020

Programma del corso

GenApp 2019-20 - Edomi
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- The lateral control microphone and camera window can be hidden and the presentation can
be interrupted to select another one.
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- NOTES for the use of Chat: when the presentation is in full screen, it is necessary to click on the
lesson’s management window, in order to use the management bar. In this case you can not view
the chat while you are in full screen, so it is advisable to use another screen or a synchronic view on
smartphone or tablet

- NOTES for recording: lessons uploaded as Powerpoint or through Screen Sharing (by selecting
the three dots option *s= and then “start recording”) can be recorded (by the teacher).

s @ = X

Persone X

Invita qualcuno @
Partecipanti alla riunione (1)
P EDOMI PAOLO
® Organizzatore
Suggerimenti (3)
£33 Mostra impostazioni dispositivo
O3 Attiva modalita schermo intero
Abilita sottotitoli in tempo reale (anteprima disponibile solo in lingua inglese - US)
i Tastierino
© Awvia registrazione
(A4 Disattiva il video in arrivo
Invita le persone a nartecinare
03:12 % \‘J @ L0 & Eﬁ Ca
# 2 i 6 43
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