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|-1.Turn on the power




| =1.Turn on the power For Pupils-Parents

From the next page, we will explain procedures when you turning on the power of a personal
terminal.

Content

« Turn on the power

Preparation

* Your own personal terminal
Charge the battery before start using.
This step requires full charged battery.




| =1.Turn on the power

Let’s turn on the power.

For Pupils:Parents

(D Open the Terminal

@ Secure the main body

® Press the power button

Slide in fingers between screen

and keyboard.

Open up the screen by holding
the keyboard part.

Find a button on the upper edge

on the right side and press it once.

Attention
* Do not press it too hard.
* Pressitonly once. Do not
repeat pressing it. It might

break the Terminal.




| =1.Turn on the power For Pupils-Parents

Let’s turn on the power.

@ Wait for the activation ® Screen comes up

5 5 & e

Wait until this 'dynabooklogo Soon this screen comes up. Star-
appears on the screen. up procedure is done.
Do not press other buttons Next: M

Let’s sign into the
Terminal!

before you see this logo on the

screen




| -2. Sign into the Terminal




| -2. Sign into the Terminal For Pupils-Parents

From the next page, we will explain necessary procedures for signing into the Personal
Terminal.

Content

« Sign in with your ID and Password

Preparation
 Your ID and Password.

- IDis a character string starts with “s”.
Do not use other person’s ID and Password.
Do not open your ID and Password.
Never lose your ID and Password.




| -2. Sign into the Terminal For Pupils-Parents

Try signing in with your ID and Password.

(DEnter your Password

@Desktop screen will appear.
Then wait.

@Starting up of “Microsoft

Enter only your
Password here.

Once you signed in at school, your
name is supposed to pop up in a
yellow frame. After the second
time, you just enter your
Password to sign into the

Internet.

If the Password is validated, the
screen will change to this

blue(desk top screen) one.

“Microsoft Teams” starts up then

you are safely signed in.




| -3. Connect to Wi-Fi




| -3. Connect to Wi-Fi For Pupils-Parents

From the next page, we will explain necessary procedures to connect your Terminal (Laptop
PC) to Wi-Fi

Content

« Connect the Terminal (Laptop PC) to Wi-Fi

Preparation 14:51

5 A 26 HEGI) S

« Personal Terminal (Laptop PC)

First, you have to turn on the Terminal.

[1-1.Turn on the Terminal]
Please check [ | -2. Sign into the Terminal].

« (If the connection is already set-up,) Wi-Fi network name (SSID), Password



| -3. Connect to Wi-Fi For Pupils-Parents

Try Wi-Fi connection

(DProceed to desk top screen

@ Click “Earth” icon

®Click the name of Wi-Fi you
want to connect
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Open the desk top screen.

Click the “Earth” icon at the

lower right on the screen.

Click the name of Wi-Fi (SSID) you

want to connect.

If you have no idea what the

name of Wi-Fi (SSID) is, ask

your parents.




| -3. Connect to Wi-Fi For Pupils-Parents

Try Wi-Fi connection
@ Tick “BEIRIIHERE

indication to remove it ® Click “¥%:” indication ®Enter Wi-Fi Password
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Tick the box on the side of “B &) After procedure @ is done, click Enter Wi-Fi Password, then click

B9IHESE” (connects “##%t” (connect) indication. RN (to next) indication.

automatically) indication by

clicking fo remove the function. If you have no idea what the

name of Wi-Fi (SSID) is, ask .

your parents




| -3. Connect to Wi-Fi For Pupils-Parents

Try Wi-Fi connection

(@D Connected to Wi-Fi

Your connection is completed
when “B#t/EFA” (connected) is

indicated on the screen.

Now you get an access
to Internet via this

Terminal at home.




2. “Teams” application




2-1. Access “Teams”
application and join the team




2-1. Access the “Teams” application and join the team For Pupils-Parents

From the next page, we will explain necessary procedures to access “Teams” application and
join the team.

Content

« Access “Teams” app. and join the team you are to participate in.

R3_2~-1AXE
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2-1. Access the “Teams” application and join the team For Pupil-Parents

Access “Teams” application and join the team

D Open “Teams” app. @ Click “F—24" icon @ Click the name of team
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“Teams” app. opens Click “F—4 icon on the left | Click the name of the team
automatically when you bar. you want to access.
signed-in.
Attention
To enlarge the screen, click If you click the wrong team,

back to @ and do the

at the upper right (next to

procedure again.
113 ”»

X" mark). — %
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2-1. Access the “Teams” application and join the team

Access “Teams” application and join the team

For Pupils-Parents

@ Access the team

R3_2-1A2NE

If you get the above screen,
you have accessed to the team

you want to join.

20




2-2. Export files (material you made)




2-2. Export files (material you made) For Pupils-Parents

From the next page, we will explain necessary procedures to export files (material you made)
to “Teams” app.
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 Export files (material you made)
Save as files on Word or Excel before exporting.
You need to make files for the following procedure.
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2-2. Export files (material you made) For Pupil - Parents

Open the team to which you want to export a file (material you made)

® Open “Teams” app.

@ Click “F—4" icon

® Click a team to which you
want to export a file
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“Teams” app. opens
automatically when you

signed-in.

To enlarge the screen, click

“X” mark). —

at the upper right (next to

X

bar.

Choose and click the feam to
which you want to export a
file.

Attention
If you click the wrong team,
back to @ and do the

procedure again.
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2-2. Export files (material you made) For Pupils- Parents

Choose a file

@ Click “774/)L” indication

® Click “Pv7’a—R”
indication

@® Click another
“Z274IL” indication
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Enter the team by clicking
the team name.
Then, click “774IL”

indication on the bar above.

New menu pops up under the

“7274I)L” indication.

Click “7v7'0—FKr” indication.

Click “7v7'0—R” indication,
you will have “774J/L”, and
“Z#)L77” indications under it.

Choose “774JL” indication

and click it.
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2-2. Export files (material you made)

Export files to “Teams” app.

For Pupils-Parents

@ Click the file you want to
export

@ File is exported
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When this screen comes up,
choose and click the file you

want to export to “Teams”

app.

Click “BA<” indication.

When another screen shows
your file name, your file was

exported to the “Teams” app.

Now you can export files

to “Teams” app.
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2-2. Export files (material you made)

Another way to export files to “Teams” app.

For Pupils-Parents

% To export files more easily---.

Click the file icon, keep clicking
and move the cursor on the
“Teams” screen. Release the

finger from the cursor on the

place you want to export the file.

This technic is called, “Drag-and

Drop”

26




3. Online Classes




3-1.Join an Online Class




3-1.Join an Online Class For Pupils-Parents

From the next page we will explain procedures to join online classes via “Teams” application.

Content
- Join an online class from Schedule on “Teams” app.

« Join an online class from “Teams” app. channel.

29



3-1.Join an Online Class

Join an Online Class from Schedule on “Teams” app.

For Pupils-Parents

D Open “Teams” app.

@ Click “F=EZ£” icon

@ Choose and click a class
you join

S ST<HRR

“Teams” app. opens
automatically when you
signed-in.

To enlarge the screen, click

at the upper right (next to

“X” mark).
— X

Click “F=ZE%*” icon on the left

bar

It may be indicated as “A L

>4 =" icon.

hbog-

From the Schedule popped up
on the screen, choose and

click the class you want to join.
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3-1.Join an Online Class

Join an Online Class from Schedule on “Teams” app.

@ Click “&Mn” indication

For Pupils-Parents

#  Microsoft Teams
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Click “&#n” indication popped

up on the upper right.

Now, you can join an Online
O[]

From the next page on, we will explain how to join an

Online Class from Channel.




3-1.Join an Online Class

Join an Online Class from “Teams” app. channel

For Pupils-Parents

® Open “Teams” app.

@ Click “F—4" icon

@ Click the team(class) you
want to join
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“Teams” app. opens
automatically when you
signed-in.

To enlarge the screen,

click at the upper right

(next to “X” mqu).

Click “F—4" icon on the left

bar.

Choose and click the class you

want to join from the list.
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3-1.Join an Online Class

Join an Online Class from “Teams” app. channel

For Pupils-Parents

@ Click “¥%%8” indication

® Click “scheduled classes”

® Scheduled class detail
appears on the screen

Microsoft Teams Q #®
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Click “%#%5” indication on

the upper side.

“—#&” indication on the

left side of this screen is

the name of channel.

LN P2

w started the class,

Choose and click the class you
want o join.
If someone else is already

“ A2 ”
=~ X

indication is indicated on the
screen. Click “&mt9>”

indication to join the class.

\>\

Class detail like above

appears on the screen.

) =
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3-1.Join an Online Class

Join an Online Class from “Teams” app. channel

For Pupils-Parents

@ Click “&/n” indication

Click “43<&/n”indication

H Microsoft Teams

Click “&4n” indication on the

upper right.

Click “59<£&4n” indication.

Now, you can join an class from

channel.
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3-2.0perate the screen
during

Online Class



3-2. Operate the screen during Online Class For Pupils-Parents

From the next page, we will explain how to operate the screen while taking Online Class via
“Teams” app.

Content
« Operate the screen while taking Online Class via “Teams” app.

* Raise your hand in Online Class

Preparation

« Join the class via “Teams” app.
Check [3-1.Join an Online Class] first.
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3-2. Operate the screen during Online Class For Pupils+Parents

Let’s learn how to operate the screen while taking Online Class via “Teams” app.

(D Online Class screen

@ Click “video” icon

@ Click “microphone” icon

RMADBNERDSI-Y-ERBLET

KWAOPNERDII--EBPALET

KIMNOBMERDS - -EHWALEY

This is an Online Class screen
114 »
on "Teams™ app.

Reffer™3-1. Join an Online

Classjto open this screen. All
you have to do is join the

class.

Let’s click video n icon

first. You can switch On and

o — B

Your face is on the screen

Off of video function from here.

while video icon is turned “On”.

Let’s click microphone

icon. You can switch On and
Off of microphone function
from here.
o I — I o
You can speak with others
while microphone icon is

turned “On”.
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3-2. Operate the screen during Online Class

Let’s learn how to operate the screen while taking Online Class via “Teams” app.

@ Click “+++” icon

® Click “2BEER

indication

® Click “Chat” icon

RMADSNERHS1-F-ERGLET
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Let’s click “---” . icon.

From the menu, choose and

click
“@EEmET indication.

Click this indication to get
the largest screen while

taking Online Class.

Let’s click “Chat” NN icon.
Chat Box will appear on the
right.

Click again to make the Box

disappear.
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3-2. Operate the screen during Online Class For Pupils-Parents

Let’s learn how to operate the screen while taking Online Class via “Teams” app.

@ Click “Participants”
icon

LB MERDSL-Y-EBALEY

Let’s click “Participants”

icon.

Participants are indicated on

the right side of the screen.
Click again to make the

indication disappear.

Next, try to raise

your hand in Online

Class.
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3-2. Operate the screen during Online Class For Pupils+Parents

Let’s learn how to operate the screen while taking Online Class via “Teams” app

® Click “Raise a hand” @ Click “Participants” ® To lower the hand
icon icon

KMADBUERHEI-Y-EBALET SMADBIERDE - -ERELET

“Raise my hand” e icon Click again “Raise a hand”
icon.Raising hand icon appears on the right to your icon.
appears on the right . name.
“Raise my hand” icon on the
‘ 8 @ w That indicates you are raising | right to your name disappears.
The other four icons on the a hand in that Online Class. That makes you lowered your
left are used to indicate your hand. 20

reaction such as “likes”, etc.




3-2. Operate the screen during Online Class For Pupils-Parents

When the “Teams” app. Online Class is over, leave the classroom.

@ Click “;3BH” icon

RMAOBNERDS - -ERALET

icon when

Click “BH”
the Online Class is over.
The screen will be closed, that
makes you have left the
classroom.

Attention
This procedure is not to end the

class but you just leaving the

classroom.

Now, you are ready to take

Online Classes via “Teams”

app.
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4. Help desk for parents




4-1. Inquiries




4-1. Inquiries For Pupils-Parents

We set up a help desk for parents to respond further questions about the use of the
personal Terminal at home.

% Kawaguchi City School Help desk for parents

Period:June |6 (Wed), 2021 ~ September |15 (Wed), 2021.

TEL:0120-002-293

®Hours: 9:00~21:00 m m
— - -

¢ & .

A

XInquire via FAX, E-Mail, please contact

FAX:0120-305-795
E-Mail:kawao-help@esco.co.|p

|

e
—
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5.0ther




5-1. “Teams” manual updating




5-1.A Before starting “Teams” -- For Pupils- Parents

Basically, “Teams” app. is automatically updated, although it cannot be updated smoothly
after a long-term no-use period.

If the picture below appears on the screen when you start “Teams” app., please follow the
following procedures.

(D Leave the Terminal connected to the Internet for about an hour.

(Can use the Terminal by minimizing “Teams” screen )

@ Reboot the Terminal ———————

<In case procedures above did not work, > @
- R

® Follow the “Teams” manual updating instruction

V A
Teams ZEBF I DIVEBEHHDET

BORLCEREORVBEEERRT DT, Teams EBFHITI2LBENBDET.

Teams ZE#f

FO2TLVBRICTIERATIEN B0 HETH'? Web IRD T

from the next page on.
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5-1. “Teams” manual updating

Let’s update “Teams” app.

For Pupils-Parents

D Click “Teams%* E#” indication

@ Click “BAZEIIYEZS”

indication

® Click “FRIbyTRRE S >0 —R”
indication

Microsoft Teams - B SETT

Teams ZEFH I DHENBDET

BSRETESEOELBELERATICHE. Teams EEFTILBIBDET.

SO TUBMEPILRTS

(. 13

Translate to English

RERRL TS Web Y1 FOSEE: United States - English
B - BXE cU0ERET

| B% - BF% CO0EZS Iumdsnta-&ngnshmtl:n

B Microsoft | Teams

Microsoft Teams 45y 0-F

Faorr TSI I0-F | MRS T/ 0-F

When an above blocking page
appears on the screen, click

“Teams%* &#7” indication.

Click “BAZEIIY)YEZ 5 (switch to
Japanese)” indication. (this might

not be appeared on the screen)

Click “FRIZMyTRRE Y o>a—R”

indication.

Might be indicated in English
[Download for Desktop].

.
’
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5-1. “Teams” manual updating For Pupils- Parents

Let’s update “Teams” app.

@ Click “Teamsz ¥ >o—R” ® After the step[@], wait for
indication the update ® Click “Z74IL % <" indication
HERBD Teams 27 A7y F(CFIv0-F
Teams_windows_x64.exe
i 9
L]
—\3 P BETBIR. 22 ANLET
Click “Teams%z ¥ >o—R” After the step @, it starts After downloading
indication. downloading “Microsoft_Windows_x64.exe”,
“Teams_windows_x64.exe”. click “Z274)IL%EHK<” indication.
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5-1. “Teams” manual updating

Let’s update “Teams” app.

For Pupils-Parents

@ “Teams” app. is automatically
rebooted

Make sure there is no alert

message on the screen

F-h ¥ @ 8 f-ACews-Lets

W © wmrech. szAnLer

“Teams” app. is automatically

rebooted.

After “Teams” app. is rebooted,
make sure there is no alert

message on the screen.

Next, we learn how to

delete downloaded files.
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5-1. “Teams” manual updating

Delete the downloaded files

For Pupils-Parents

(DClick “Explorer” icon

@ Click “F'o>a—KR741L5”
indication

@ Right-click "Teams_windows_x

64.exejindication
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m #

e

(1

2 F0-F
Jir-33 Y-l
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§ ERELIRAW
© Sope THE
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@ OneDrive [SE35(M)

[ Microsoft Defender TREPF2...
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FIEAEHFITIG)
27 [-ESEHTIK)
Haos-Jay0ETm
EJN)

sUEYm
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Ja-bshOfER(S)
BiE(D)
EROEEM)

JORT4(R)

Click “Explorer” icon. (shown

below)

Choose “4'>no—R” indication

from the left bar.

Right-click

Meams_windows_x64.exe

indication.




5-1. “Teams” manual updating

Delete the downloaded files

For Pupils-Parents

@ Click "HIK, indication

® Click “l2\v” on confirmation
screen

P — - CARER Tanone windoue whid
H<(0)

§ EIRLLIEFA)

B Skype THN
Eaors5INya-F1270)

@& OncDrive KH#B(M)

E8 Microsoft Defender TAF¥ /¥ 3...

2 =N
FIEIERT TG >
527 K-LEVEDTIK
ERo/-Jay0uTV
E3N) >

PYBYM
b (e}

ALIR(D
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JoKF4(R)

prafliol kg X

ZOIFVERSIAIBLETH?
X Teams_windows_x64

. 74 L0325 Microsoft Teams
£3+: Microsoft Corporation
Tr4 ) I3k 1.3.0.28779
fFEL BE5: 2021/01/18 11:24
$4%: 108 MB

ZLY) LN

From the menu, choose and click
FEI|kR ) indication.
X Or, hit [Shift key]and[D key] at

the same time.

Be careful not to delete other

files.

-

Click “l¥\\” to the question ; “Zm
77 EZRICHIRLETH?7.

That’s alll

Let’s chat with teachers

and friends.
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