User Guide for Teachers
(Using Microsoft Whiteboard)

Note:
(1) Last updated date of this training document/video: 10 Feb 2021, versionno.: 1.0
(2) The user-interface (Ul) shown in this training document/video may vary from the latest look of Teams app.




Microsoft (MS) Whiteboard on MS Teams for Online Teaching

{This user guide will show you how to do.J
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Microsoft (MS) Whiteboard on MS Teams for Online Teaching

ﬂl: Want your students collaborate / draw / write on your \

MS Whiteboard?

A: You have to:
- use O365 version in web: or
- download Whiteboard application through PC, notebook
or MacBook (i.e. Window 10 and iOS)

Please share your Whiteboard through the Whiteboard

Qppncation. J
N\




Microsoft (MS) Whiteboard on MS Teams for Online Teaching

\

Q: Just want to show your work without students’
disturbance?

A: You can still adopt the aforementioned methods or use the
Whiteboard application through mobile, iPad, etc. for the

screen-sharing only.
_ . _

{ Let's look into practical execution! J




Microsoft (MS) Whiteboard on MS Teams for Online Teaching

/This user guide covers: \

* The launch of MS Whiteboard via
* 0365 version
* Whiteboard clientin your desktop
- Whiteboard’s sharing during meeting
* The way to export Whiteboard as image to MS Teams

\\ group or Moodle \/ /




1. Launch your Microsoft Whiteboard

e Use 0365 version
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Launch your Microsoft Whiteboard - use 0365 version

Office 365

Office 365
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All apps

Calendar

Teams

All apps  Tips and Tricks

Calendar
Schedule and share meeting and event times, a...

Lists

Allows users to create, share, and track data ins...

People

Qrganize your contact info for all your friends, f...

Whiteboard

Ideate and collaborate on a freeform canvas de...

Class Notebook Excel

&

Whiteboard Word

Tips and Tricks

3.

/O Search
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Forms Lists

Class Notebook

Qrganize your lesson plans in a digital noteboo..

OneDrive
Store, access, and share your files in ene place.

PowerPoint
Design professional presentations.

Word

Bring out your best writing.

D

OneDrive
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OneNote

Excel
Discover and connect to data, model and analy..

OneNote

Capture and organize your notes across all you..

Staff Notebook

Collaborate with faculty and staff to share polic...

Outlock
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People

1.

2.

[. Forms
Create surveys, quizzes, and polls and easily se...

m Outlook
Business-class email through a rich and familiar.

3.

* Teams
The customizable, chat-based team workspace ..

PowerPaint Staff Notebook

9 4

Login office365 by using your
"t-" teaching account

Clickthe icon on left-bottom
corner

Search "Whiteboard"




Launch your Microsoft Whiteboard - using 0365 version

1)

2)

3)

/Tips:

You can share the whiteboard with participants

in a Teams meeting.

Once you’ve turned on the Whiteboard in your
0365 account, it will be shown on your App list.

Currently, the whiteboard application is only

available on Windows 10, macOS, and the web/

~

Office 365  Allapps  Tips and Tricks

Calendar
Schedule and share meeting and event times, a...

People

Organize your contact info for all your friends, f...

Lists
Allows users to create, share, and track data ins...

! Whiteboard
|deate and collaborate on a freeform canvas de...

Click on the Whiteboard icon to launch the app



2. Launch your Microsoft Whiteboard

* Use Whiteboard client in your desktop




Download and Install the Whiteboard Client

rosoft Store
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1. Go to Microsoft Store

2. Search Microsoft Whiteboard

3. Click"Get"



Download and Install the Whiteboard Client

Microso ft Store
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1. Click "Install"




Download and Install the Whiteboard Client

% ]
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9 Sign in .
Email, phone or Skype That Microsoft account doesn't exist. Enter a different
account or get a new one. 3
? ! H
No account? Create one! tmall, phone or Skype -
Forgotten username
No account? Create one!
e toget
1 . Next Forgotten username
Next

Terms of use  Privacy & cookies ...
Terms of use  Privacy & cookies ...

1. Click the "Next" button.

2.lgnore the error message and close the pop-up window.

3. MS Whiteboard will be downloaded automatically.

Note: Please checkthe system requirements for the installation of Whiteboard client.
Currently, only Window 10 and macOS support the Whiteboard client.



Launch Whiteboard Client

1. Inyour desktop, search the "Microsoft
i Whiteboard" app

. : Micracoft Whitehoard.

Whiteboard.png ‘

2. Click"Open"tolaunch

Microsoft Whiteboard
PNG File >
i App
Last modified: 22/10/2020, 10:29 am 2
Settings
7 Open
I8 Choose which apps can run in the °
background 2 3 Pin to start T’ pS N
. -5 Ppin to taskb. : np;: n np:
B8 Choose which folders appearon oo You may click "Pin to Start"/ "Pin to
Start 3} App settings ” .
£ Groxee whkii v on M e taskbar”for easy access every time.
notifications B
M Change mouse pointer colour > W Uninstall
Documents - This PC
2] whitecircle.svg - in quiz >
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Launch the Whiteboard Client

Microsoft Whiteboard - o x RN - o =

Microsoft Whiteboard - o X

Microsoft isspacts your privacy

Thenis dox usire) Wivee boani! Moot ressects yoir orparssovion’s policies
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Important Updates to Policies for N—
Microsoft Whiteboard

By continuing to use this app, you agree to the
following terms:

Welcome to Whiteboard

Licence and Terms

Get started
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1. Follow the above steps to launch




2. Share Your Whiteboard during

Meeting




Share Your Whiteboard during

Kl’ ips:

macOs, and the web (0365 version) to share the
Whiteboard and enable students to collaborate.

(2) However, you cannot use MS Teams on iOS and
Android (i.e. iPhone, iPad, etc.) to initiate the sharing
of Whiteboard. Users of iOS and Android can only
participatedin the shared platform.

(1) You can use the MS Teams clients on Windows 10,

~

/

tray of that meeting.

Browse Whiteboard

ZI

Microsoft Whiteboard

1. Afterjoining a Teams meeting, click the Share icon in the share

2. Inthe "Whiteboard"” section, select “Microsoft Whiteboard”.
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Sharing your Whiteboard during the meeting

( Note: N

1) If you share a Whiteboard during a Teams
meeting that is being recorded, the sharing will
not form a part of that recording.

Z) You may export the Whiteboard as a file (image)
and share with students. Details will be shown in

\ the next section. /




3. How to Export Whiteboard as

Image for Sharing




How to Export Whiteboard as Image for Sharing

31 Whiteboard

7
Settings X
1. Click the "Settings menu" icon 2 Exportimage (PNO 2
2. Click "Export image (PNG)" opr
3. File will be found in your “Downloads” folder. 7 e

&1 Send feedback

Downloads v O Search Downloads

B Marne Date modified Type Size

3 | =] Whiteboard.png 12/15/2020 11:01 ...  PNG File 14KB|

Tips: You may upload the image to Moodle to share with your students or to your Teams group.
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4. Other Useful Materials




Other Useful Materials

 Microsoft Whiteboard in Teams Adds Sticky Notes
and Text, Improves Performance

< a ﬂ a G ﬁ a P © Open in app @

New Product Launch

* Sign-in Microsoft Whiteboard from Microsoft365. e roow s

Distuss action rtoms from last g Feature list for website

Upload changes to Update launch Staggered reiease
Mootmy the video of testures
Verify remaiwing tasks for the g Upated documontation
launch

g Decide on campaign and
* Confirm that lammch activitics will release options
be completed
New version Schedule feedback
Research sk @ ared
with team brainstonming

D Comfir}



https://techcommunity.microsoft.com/t5/microsoft-365-blog/microsoft-whiteboard-in-teams-adds-sticky-notes-and-text/ba-p/1565089
https://www.microsoft.com/en-us/microsoft-365/microsoft-whiteboard/digital-whiteboard-app




Produced by

Information Technology Services Division

Please visit the website for more video: 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/
teacherhtml#fupcoming

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




