Online teaching resources (KSU)
Betsy Lavolette, PhD

Please feel free to use and link to any of the resources below.
CEHICTREOEMEES>TIEZEL,

KSU resources

e Taiwa sheet (Microsoft Forms)

o English instructions (document)

o Japanese instructions (document)
Developed by Matthew Claflin, Ayako Hirano, Mayumi Asaba, and Betsy Lavolette in
the Faculty of Foreign Studies.

e Help! | can't find... (document)
Looking for Moodle, Outlook email, OneDrive, or Microsoft files that you’ve created
online?
e KSU Joho Center: How to take online classes (in Japanese) (website)
Explains what students are expected to prepare (e.g., computer), defines POST (%
EZDHHMMSE), Moodle ((FEFEEL XT L), Office365A— )L (A—/JL), Teams(TL
E&& S X7 L) and Stream (B)EE2{E) . Explains how to access all of the above.
Has a FAQ.
How to Find out Students' Email Addresses (courtesy of Mayumi Asaba) (document)
Instructions for downloading Microsoft Office apps to computer, tablet, or smartphone
(PDF)
e Entering information about final exam method (5 E&

Teams

e How to log into a Team on iPhone (for students)
Thanks to Matthew Claflin for his help making these videos!
o If the teacher manually adds the student (includes downloading Teams)
(video)

Short URL to this document: v.gd/ksu2020



http://betsylavolette.com/
https://docs.google.com/document/d/1p1lma0ZSVFMkllMf4LCz0rd_mzc7we1kBykOQuNFFeM/edit?usp=sharing
https://docs.google.com/document/d/1yJVAeBe_iB7VpQvvicN9ltIvHCZP9PprjfSZK-pxDq0/edit?usp=sharing
https://docs.google.com/document/d/1IhhM_1AAa1vyCTvoB6ooOuJg7zujgQ5LxisDLRhAlPY/edit?usp=sharing
https://www.kyoto-su.ac.jp/ccinfo/pc.html
https://docs.google.com/document/d/1nQxG553V8N6g-BZ_iamO1Rr2HukX79Bmk2IZHb35wHk/edit?usp=sharing
https://www.kyoto-su.ac.jp/ccinfo/pdf/office365proplus_summary/for_student/how_to_download_office365proplus.pdf
https://docs.google.com/document/d/1DAFiFULL9dqU8I9FoSUKzXp2g0HK9eritFmE2FbVdIY/edit?usp=sharing
https://youtu.be/Kux46_mmBIc
https://v.gd/ksu2020

o If the teacher provides a link (video)
| don’t recommend this method because it requires the teacher to approve

each student manually, and this process does not always work smoothly.

o If the teacher provides a code (video)
Enroll students in a Team using the Moodle course code (video)
Enroll students into a specific Team page (courtesy of Mayumi Asaba) (document)
Create a Team and share the Team code (courtesy of Mayumi Asaba) (document)
Assignments in Teams (courtesy of Carsten Waychert) (document)
Reuse an assignment in Teams (website)
Change your profile picture (document)

Moving/Copying Folders or Files from OneDrive to Teams (courtesy of Mayumi
Asaba) (document)

Create breakout rooms in Teams (website)

Use whiteboards in Teams (video courtesy of James Henry, requires KSU login to
view)

Update Teams (website)

Create Teams automatically via Moodle (document)

Teams tips (document)

Record a video using Teams (document)
Change the display language for Teams (document

Moodle (3.5.8—3.9.4—7)

NOTE: As of April 2023, many of these resources need to be updated for the new version of
Moodle. Please let Betsy know if you are still using the document and would like it updated.

Make a course available to students (courtesy of Mayumi Asaba) (document)
Change the name and availability of a course (document)

Email all students in a course (document)

Log in (on a smartphone) (document + gifs)

Change your password (document)

Experience your course as a student (for teachers) (document + gifs)

Add a profile picture (Windows - Edge browser) (document + gifs)

Add a profile picture (iPhone) (document + gifs)

Create a shared course page (or metacourse, e.g., combine sections of the same

course) (document)

Create groups and view responses from a single group (document)
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https://youtu.be/DLAeN-K-kYI
https://youtu.be/d_gi7WUVGKY
http://somup.com/crfIcibWJi
https://docs.google.com/document/d/1CpQ6Mbg_gUuIRvKUBpXgjNlXQbGJ4FOLOM9Q6-2xbkc/edit?usp=sharing
https://docs.google.com/document/d/1kfstOGBWUmDF7bpZ8296Of8CqRHWnV7cDiftwB9m1Q4/edit?usp=sharing
https://docs.google.com/document/d/1je81qGJ5xFZnQlCMntjOTUU0QytoMmYYyEN2lOP9wAE/edit?usp=sharing
https://support.microsoft.com/en-us/office/repost-an-assignment-in-microsoft-teams-f1c81ec0-ac61-49e5-b551-8d6a792f0d7b#:~:text=Navigate%20to%20the%20General%20channel,use%20and%20select%20Next%20again
https://docs.google.com/document/d/1Wjcp5AuJig6YF2Y5eB5o7yUA_MV-1aMhPLvl8Q6_1iI/edit?usp=sharing
https://docs.google.com/document/d/17B1H1vJAQN0vckj790aSYV8CNKjxsXqKXknoJVspu8k/edit?usp=sharing
https://docs.google.com/document/d/17B1H1vJAQN0vckj790aSYV8CNKjxsXqKXknoJVspu8k/edit?usp=sharing
https://support.microsoft.com/en-us/office/use-breakout-rooms-in-teams-meetings-7de1f48a-da07-466c-a5ab-4ebace28e461
https://web.microsoftstream.com/video/5815f914-8d5e-478a-a927-b4a03e60fdf4
https://docs.microsoft.com/en-us/microsoftteams/troubleshoot-installation#:~:text=In%20Teams%2C%20select%20your%20profile,the%20new%20version%20of%20Teams.
https://docs.google.com/document/d/1sq41OTYH62gpm9WqPYJOAQF5yzlP0y5o9jNtSWUe7FU/edit?usp=sharing
https://docs.google.com/document/d/1jRvAJ03i1nhMXQfjmTHyWw-AGe8e8t_OQcuq29PfzkE/edit?usp=sharing
https://docs.google.com/document/d/1CX_0mMPomWRhhwiYTICz7szRxVyY7lasEPmIuIIbGk0/edit?usp=sharing
https://docs.google.com/document/d/1h0wNCJSz2oi6dfcsYkCmWdyYUacDQyiOt47VvWmtV3w/edit?usp=sharing
https://docs.google.com/document/d/1st-luhUIdO3QDpZJkMD_uiQU8FT8G5mYvO-TM3OWCZI/edit
https://docs.google.com/document/d/1gE2jvdJNwtoRQRi2g8FsK6vUBJ0XXfUaVymlB8D23dY/edit?usp=sharing
https://docs.google.com/document/d/1V0e5YA3EvHTE2UtlV8ZMb0ImAxy3Dswj-GhV3xHQyWk/edit?usp=sharing
https://docs.google.com/document/d/1YobT_KoBqlpgJ2ZjqjvbFR4XXMcDSAXk8EL4HJgxI_o/edit?usp=sharing
https://docs.google.com/document/d/1Khu-7-wP7ENIszM0CjZmUKguVXAIJ0kepGHK_sxt68Q/edit?usp=sharing
https://docs.google.com/document/d/1iKEs8usoKK7JaZSjS1HWKCOU4hdeDcYHN3oTfBd4c_Y/edit?usp=sharing
https://docs.google.com/document/d/1TPN9LtyxjxXpWqcYfke-56pZtCr6YnTBEgrShIsJY8g/edit
https://docs.google.com/document/d/10OwpG9-_iipMlJoUxttw6DxBtuPrxz5AacaZJ-upaSk/edit?usp=sharing
https://docs.google.com/document/d/1WbYlxo_Db8ouLOOGcc_UeVT_muWstNxT60XufI1_aVQ/edit?usp=sharing
https://docs.google.com/document/d/1WbYlxo_Db8ouLOOGcc_UeVT_muWstNxT60XufI1_aVQ/edit?usp=sharing
https://docs.google.com/document/d/1YuPD8EufyCAi-Arla2nG0OLfQIUxBLafxUP7hG2TRN0/edit?usp=sharing
https://v.gd/ksu2020

Limit access to an activity or resource by group (document)
How to see grades and survey results by group (courtesy of Matthew Claflin

(document)

e Add users (teachers. TAs. students) to or remove them from your Moodle course
(document)

e Add all users from one Moodle course to a group in a shared course (metacourse

page (or remove them) (document)

Add new sections and move content (document)
Back up your Moodle course and restore it to use next year (document)
This is also the process to use if you want to copy something from one course to
another, for example, a quiz or survey. (No simpler way, unfortunately &)
B How to submit a hot link in Moodle
e Check grades and feedback comments (for students) (document)
Thank you to Michael Holsworth for helping with the screenshots!
e Activities
Assignments (document)
Create a questionnaire (survey) (document)
Create a quiz, check results, & grade (document)
Workshop activity for peer review (website)
H5P
Create interactive content types, such as videos with embedded questions,
dictations, and drag-and-drop images.
o Attendance (document)
e Resources
o Add labels to display links, videos, and other text (document + gifs)
e Sophia University’s Moodle Teacher’s Manual (PDF)
This is not fully accurate for KSU’s Moodle setup, but some information may be
useful.

o O O O

Microsoft online apps (OneDrive, Outlook, Word,
PowerPoint, Excel)

e Add an email signature in Outlook (document)
e Add a profile picture in Outlook (document)
e Expanding full menu in Word (document + gif)
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https://docs.google.com/document/d/1W6CsmluEDqX-vDp1brEGaNKyyU9SMzNcFanO1Re3sEc/edit?usp=sharing
https://docs.google.com/document/d/1opaWXyiU7ctTU9aiVNr9mF6J_hmZLvf2sOnYLtzjqHk/edit?usp=sharing
https://drive.google.com/file/d/1gBnhqInKcSoYNXhdegR4KoAIHWc4qraw/view?usp=sharing
https://docs.google.com/document/d/1Zcu6IXZ6fZFx1K750JT6XSMRovHrXC2WQSK41haQpUw/edit?usp=sharing
https://docs.google.com/document/d/1yZNPoSBkg-e28kzbqb4XDQdj7Je2EP1icyXqVv52aRI/edit?usp=sharing
https://docs.google.com/document/d/1yZNPoSBkg-e28kzbqb4XDQdj7Je2EP1icyXqVv52aRI/edit?usp=sharing
https://docs.google.com/document/d/1DGxmJRCWgpY21PMt9TTBzQJCkBA8k45ytU0dHe2Wtac/edit?usp=sharing
https://docs.google.com/document/d/1BNRRqNuAyeNlPjrp9CHGFedS76IMjUfi0NxAdfjxLXs/edit?usp=sharing
https://docs.google.com/document/d/1XnsJSfmH5szd6xwgMdHEQyzrzMSeyfs4RZvOh_4YWv8/edit?usp=sharing
https://docs.google.com/document/d/1wt0PlvJduObNd_3QsmNZC7Hp1PVX6cPyd1Ne14E688A/edit?usp=sharing
https://docs.google.com/document/d/1k8OsxY2baF6F0P6CWF1iaYX2mbXYVqwM9nfE_lpOsIw/edit?usp=sharing
https://docs.google.com/document/d/1HMYykcIt32ZBg1hX1tOGnSzrm0Bm-4NVVh2w4DNG08U/edit?usp=sharing
https://docs.moodle.org/404/en/Workshop_activity
https://docs.google.com/document/d/1M9zpo4uIhiH5TSb_Hqz8toKnjUE1ClRLrjKRz9iiROM/edit?usp=sharing
https://docs.google.com/document/d/1QTFQ9xpzJPBjju77y6h5Ns5J5B0P4rtMOc3zzdOPUUg/edit?usp=sharing
https://docs.google.com/document/d/1oKHDAIiKdpNbzpyWX48tOBorY0zS0oZY5hE7ik-b-cM/edit?usp=sharing
https://ccweb.cc.sophia.ac.jp/admin/wp-content/uploads/2019/12/Moodle-Teachers-Manual_20180921.pdf
https://docs.google.com/document/d/1T6Tyf-60ex4za9_NVdV1NNUudc9m2UuDrReIjKBoHTc/edit?usp=sharing
https://docs.google.com/document/d/1SSabSmWcHIrhKFknmw45jpNntWHFGtqEgyCKCLRCo2c/edit?usp=sharing
https://docs.google.com/document/d/12ZLBg-rngOrZJ-D5kzbptzwMW3koxCXHv0O1pe2nZKw/edit?usp=sharing
https://v.gd/ksu2020

Accept or reject edits in Word (video)

Sharing files on OneDrive (document)

Sharing files on OneDrive - For students (document)

How to check whether you are logged into your KSU account (vs. personal account

and log out/log in (video)

Microsoft smartphone apps (OneDrive, Outlook,
Word, PowerPoint, Excel)

Download the apps for your smartphone.
OneDirive for iPhone
OneDrive for Android

QOutlook (email) for iPhone

Outlook (email) for Android
Word for iPhone

Word for Android

PowerPoint for iPhone

PowerPoint for Android

Excel for iPhone

Excel for Android

Teams for iPhone

Teams for Android

Add an email signature in Outlook smartphone app (document + gifs)

Access email drafts folder in Outlook smartphone app (document + gifs)

Get OneDrive smartphone app and create a folder (document + gifs)

Sharing documents from Microsoft Office smartphone apps and submitting links on
Moaodle (document + gifs)

Basic Word smartphone app use (document + gifs)

Basic PowerPoint smartphone app use (document + gifs)

Record and share a PowerPoint presentation on a smartphone (document + gifs)

Search for a file in the PowerPoint app (video)
Accept or reject tracked changes in Word (document + gif)

c O 0 0O O 0O O 0o O O O O
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http://somup.com/crlY1m0LL4
https://docs.google.com/document/d/1gm_5yRhUjjatkP8DVPQ4SJS_5tRBlD171CfQEWQUw7E/edit?usp=sharing
https://docs.google.com/document/d/1C46_domd6b0S-y2PumBHmxegGjnMU2s596zeyXy4K8M/edit?usp=sharing
http://somup.com/cY1FhDQZs6
http://somup.com/cY1FhDQZs6
https://apps.apple.com/jp/app/microsoft-onedrive/id477537958
https://play.google.com/store/apps/details?id=com.microsoft.skydrive&hl=ja
https://apps.apple.com/jp/app/microsoft-outlook/id951937596
https://play.google.com/store/apps/details?id=com.microsoft.office.outlook&hl=ja
https://apps.apple.com/jp/app/microsoft-word/id586447913
https://play.google.com/store/apps/details?id=com.microsoft.office.word&hl=ja
https://apps.apple.com/jp/app/microsoft-powerpoint/id586449534
https://play.google.com/store/apps/details?id=com.microsoft.office.powerpoint&hl=ja
https://apps.apple.com/jp/app/microsoft-excel/id586683407
https://play.google.com/store/apps/details?id=com.microsoft.office.excel&hl=ja
https://apps.apple.com/us/app/microsoft-teams/id1113153706
https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en
https://docs.google.com/document/d/1xbVl1qwd09aiGiND2snbuosTU7U5NZ7iFBD1TYA2Uo4/edit?usp=sharing
https://docs.google.com/document/d/1gPd3Q_KaeMXBXE8AFaovD1mXIrjG6ar9aBvAQBbM2rI/edit?usp=sharing
https://docs.google.com/document/d/1RomxHWPeb3B3YlJHsMJWchmu8QINr2xRNFH4I84NHoI/edit?usp=sharing
https://docs.google.com/document/d/1ZQRwWkEb5JsIOUB_CBObJkUKFQ9ndR_vx_usX4kL_Xw/edit?usp=sharing
https://docs.google.com/document/d/1ZQRwWkEb5JsIOUB_CBObJkUKFQ9ndR_vx_usX4kL_Xw/edit?usp=sharing
https://docs.google.com/document/d/1NkPxqQqGyWRHhQehiqS3C5fXWyLCyN5Kg4uRMNdAkvY/edit?usp=sharing
https://docs.google.com/document/d/1MvKe7U0P7Q2rAEr26cV7Ot1n_GVTztrzZdIS3dviA6w/edit?usp=sharing
https://docs.google.com/document/d/1BaYa3EgUSRVSCgI3RXbWPpebhaKlWHjJFqSnfEvqqak/edit?usp=sharing
http://somup.com/cYiu0062BD
https://docs.google.com/document/d/1kMjFxRrZkT7sNOsTLUXMJtAw8wOD3G74LaBfYBDuB3U/edit?usp=sharing
https://v.gd/ksu2020

Other

e Image search by license type (e.g., for reuse and/or modification)
o Google (choose the “usage rights”)
Creative Commons
Creative Commons Zero licensed photos of Black and Brown people
Noun Project - CC BY licensed icons
The Gender Spectrum Collection: Stock Photos Beyond the Binary (CC
BY-NC-ND 4.0)
WOC in Tech (CC BY 2.0)
PICNOI (CC BY)
e How to take a screenshot (photo of your screen)
Windows (video)
Mac (video)
iPhone (webpage)
Android (webpage)
Other (webpage)
e How to make a screencast (video of your screen)
iPhone (document + gifs)
Android (free Screen Recorder app) (webpage)
Mac (Quicktime) (webpage)
PC or Mac: Screencast-o-matic (free version available) (webpage)
How to record a PowerPoint as a video using Quicktime
The FLTMAG
Lots of webinar recordings and articles about moving to online teaching.
FLTMAG Resources for COVID-19
e Teaching language with technology: Basic tools and technigues (companion blog
post for a workshop | gave in 2017)
Create a free Kahoot account, create a game, and host it (video)
Create a free Socrative account, create a quiz, and host it (video)

O O O O

o O O O O

O O O O

Zoom (Not supported at KSU)

e Download and log into Zoom on iPhone (for students)
o Old version (March 26, 2020) (video)
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https://www.google.com/advanced_image_search
https://ccsearch.creativecommons.org/
https://www.nappy.co/
https://thenounproject.com/
https://genderphotos.vice.com/
https://genderphotos.vice.com/
https://www.flickr.com/photos/wocintechchat/
https://picnoi.com/
https://drive.google.com/file/d/1gonm3Bf9TSFFFRnypIn3NKzQg-r3ef2d/view?usp=sharing
https://youtu.be/89GA6a4lAn4
https://support.apple.com/en-ca/HT200289
https://www.greenbot.com/article/2825064/how-to-take-a-screenshot-on-your-android-phone.html
https://www.take-a-screenshot.org/
https://docs.google.com/document/d/1cWAjMavb5mV9_Y4cxt21vPagfTksP5SFeacBVi7roV4/edit?usp=sharing
https://play.google.com/store/apps/details?id=com.kimcy929.screenrecorder
https://support.apple.com/guide/quicktime-player/record-your-screen-qtp97b08e666/mac
https://screencast-o-matic.com/
https://u.osu.edu/chow.57/2013/11/18/record-powerpoint-w-quicktime-player-on-mac/
https://fltmag.com/
https://fltmag.com/fltmag-resources-for-covid-19/
https://betsylavolette.com/?p=1969
https://screencast-o-matic.com/watch/crQfjcVQxYP
https://screencast-o-matic.com/watch/crQhhaVQyEy
https://youtu.be/XK3kXsVc4dU
https://v.gd/ksu2020

o Updated version (May 3. 2020) (video)

Create breakout rooms (for teachers) (document + gifs)

Computer audio during screen sharing (document + gifs)
Zoom tips (document)

Zoom tutorial for online classes (courtesy of Curtis Hart Kelly) (downloadable Word
file)
Using Zoom during class - basic guide for students (courtesy of Matthew Claflin)

(document)
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https://youtu.be/Bh5W959JqH4
https://docs.google.com/document/d/1PK8NryHWSXmQP0QMscO477uSrRdEy6I68B4YWNvqPoQ/edit?usp=sharing
https://docs.google.com/document/d/15aqBzDqeXReDAPa1inutCgYscbZYAZ1Iq_9rfkU0Idw/edit?usp=sharing
https://docs.google.com/document/d/19uEFmT9gxxbJgT8Is3XPu1UjF1bxevy493LZJvYXkYU/edit?usp=sharing
https://ln2.sync.com/dl/407108a60/6yy6qwu3-zh927wmv-uwhzkwg6-bhfy274i/view/default/5805721320012
https://drive.google.com/file/d/1qqePE1tFbR21_mHekmgjEzv0nqEVrTX4/view?usp=sharing
https://v.gd/ksu2020
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