User Guide for Teachers

(MS Teams tor Teaching)

 Creating a Team for Your Class

Note:
(1) Last updated date of this training document /video: 17 Aug 2021, version no.: 2.0 Q §)>>
(2) The user-interface (Ul) shown in this training document /video may vary from the latest look of Teams app. 1




2. Change Password - similar to

changing password of your staff CNA




Change Passwo

Vrc Email & CNA Services Portal

CNAPortal allows you to update your CNA profile, manage mailing list,
departmental CNA and create mass mailing email to staff and students.

Useful Links
Official Applications / Systems

Change password

Go To Webmail

Help page of Office 365 for

student

I Student
Frequently Asked Questions

Staff Forget "VTC-STAFF" or "VTC-

STUDENT" WiFi network

> Forgot password? ( Student | Staff ) Activate "Automatic Archive"

> Activate Account ( Student | Staff ) Archive Mail (Manual)
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Go to https://cnatools.vtc.edu.hk/

Click “Change Password” under “Useful Links” of the right-hand side menu.



https://cnatools.vtc.edu.hk/

Change Passworr

‘f‘rc Email & CNA Services Portal

Tips: You should follow the
password policy to set a

Please follow the instructions to change your password.

p a S SWO rd Please enter the required information far change yeour passward.
CNA Current Password
MNew password Confirm new password

Change password

Privacy Contact Help

® 2020 Vocational Training Council. All
rights reserved.

Fill in the required details and click “Change Password". 2R\




Change Passw

r
\-’Tc Email & CNA Services Portal

Your password has been changed successfully and will be effective in 5 minutes

Click here to go to the login page
CNA Current Password
New password Confirm new password
Change password
Privacy Contact Help
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rights reserved.

You have successfully updated your password.







Produced by

Information Technology Services Division

Please visit the website for more videos: For upcoming features, please visit:

®e Online Teaching Guidebook for
» Teaching Staff using Microsoft Teams

https://www.vtc.edu.hk/digital-workplace/guidebook-for-online-teaching/
teacher.html#fupcoming

@ https://www.vtc.edu.hk/digital-workplace/guidebook-for-online-teaching/teacher.html
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