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For every new students a new e-mail account (ending with @stud.uni-obuda.hu ) is provided by Obuda
University,. With this e-mail account you also become eligible to use and download the complete Office 365
software package. First of all navigate to www.office.com/?omkt=en-GB and click on the 'Sign in’ button.

note: you might be asked to change your given password to a new one at the first login.
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Remote Learning in education. Learn more >

Welcome to Office

Your place to create, communicate, collaborate, and get great work
done.

Sign up for the free version of Office >
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After the successful login and password change you will get to the Office 365 welcome screen. On this page
later on you will see all your files, filtered by All/Most recent/Shared/Favorites. Now you are able to use
each component of Office 365 (Word, Excel, PowerPoint, OneDrive, OneNote, SharePoint, Teams, Sway and
Forms) online in the browser without installation by clicking on their icons at the left vertical menu.

note: you can access your new student e-mail account on the left menu by selecting Outlook.
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Beside the option of using the Office software pack online we would highl recommend to Download the
whole software package. At the top right corner click on ‘Install Office’ and select ‘'Office 365 apps'.
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A new window will pop up and the download will start in a few seconds. Once the download is completed,
open the downloaded OfficeSetup.exe.

Letoltések

o OfficeSetup.exe

Just a few more steps...

Run Yes
"
r ,' . =3
@ Click Run ® Say "yes" © Stay online
Find it at the bottom of the screen or Click Yes to start installing. After installation, start Office and sign in
press Alt+N. with the account you use for Office 365:

szeder.andras@uni-obuda.hu.

Need help installing?
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The setup is fully automatized, you do not have to click anywhere just wait until the install process finishes.

" Microsoft X

e e @
R 1S

Please stay online while Office downloads

We'll be done in just a moment.
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Once the setup has finished, you can search for the installed Office apps in your Start menu by typing the
name of the App (eg. Word). Here you go, now you have everything installed on your computer.

a" Microsoft

You're all set! Office is installed now

Click Start to view your apps.

Close

Osszes Alkalmazasok Dokumentumok

Legpontosabb egyezés

w | Word

Alkalmazés
Alkalmazasok
M WordPad
! Office
Keresés az iskolaban és a weben

/O word - Iskolai és webes eredmények
megtekintése

Obudai egyetem-javaslatok (3)
Beallitasok (1)

Zene (1+)

£ word

Tovabbiak ¥

Word

Alkalmazas

I Megnyitas

£O  Futtatas rendszergazdaként

L} Fajl helyének megnyitasa
~ KitGzés a Start meniibe

9 Rogzités a talcan
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Now let's talk about how to get/use Microsoft Teams. If it was not installed on your computer by default
(try to search for it in your Start Menu), first of all download and install (just run the downloaded exe file, the

installation is fully automatic) the Microsoft Teams client to your computer from the following URL:

https://www.microsoft.com/en-us/microsoft-teams/download-app

=. Microsoft | Microsoft 365  Microsoft Teams +  Features ~  Resources ~  Plansand pricing ~ Download Teams All Microsoft ~  Search O Sign in ,)\

Now stay connected with family and friends with the new features in the Microsoft Teams mobile app. Learn more >

ey o reeven

1. What is your first reaction to the product?

@ Chat

K o Ellis Family 10:09 AM
Kasper: Hi mom, what is for dinner? |‘ .

a Amelie Whittle 838 AM
Download for desktop | Download for mobile | o Sounidd good Thenilt

) Laila Zakis
F

Download Microsoft Teams

Connect and collaborate with anyone from anywhere on Teams.

&4, Can you confirm the place we are.

¢\ EliotEllis
© Do you have that tracking number. Neutral
Tobias Wolfe Vesterday e
I'll send it to you later on tonight
David Mariano 3/31/2020 al Res
5 Should be right around the corner

Vanessa Ellis

.......................
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On the download page select the 'Teams for work or school’ option on the right side.

Download Microsoft Teams for Windows desktop

Teams for home Teams for work or school

Download for Download Teams
Windows 10

Download for
Windows 11
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Once you downloaded and installed the Teams software you will have to login using your “"@stud.uni-
obuda.hu” account. If you skipped the previous parts about logging in at the Office website you will have to
change your password this time once. Once you are in the Teams program, you will see your online Teams
groups for your courses by clicking the ‘'Teams’ icon at the vertical menu bar on the left side.

Q_ Search
Act%‘/ Teams = 3 & Join or create team
Chat
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Assignments , . , .
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0 Gazdasagossag - nappali... Gazdasagossag - levelezo...
Files
]
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RKK Osszdolgozoi értekezlet . .
, Soil protection
Apps 2021.02. 18.9 éra P
Help
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There are two cases: your teacher can add you to the Teams group of your course, in that case you can find it
as mentioned on the previous page of this guide. The other possibility to join a Teams group that you will
receive a 'Teams join link’ via e-mail or Neptun, or it is written down within the Moodle system on the details
page of that certain course.

This Teams link looks something like this:

https://teams.microsoft.com/l/team/19%3aVmi3qWY__EFDe0GGA99pKEgQRjMoKS34PTn1_WcVr9Q1%40threa
d.tacv2/conversations?groupld=6b2b423e-f21a-471d-b42e-4656112b8ble&tenantld=26a56fa-705a-4bbc-
8112-67a21d5e9b97

If you have the link, you can request the access to the owner of that Teams group by clicking on it. Please
note, that you will not be able to join immediately, once you have made your request the owner has to
Accept/Approve your join request. This could take some time. Once your request has been allowed, you will
find that Teams group as we mentioned on the previous page.
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When you try to click on the Teams link, your web browser will come up asking you how you wish to proceed:
run the link in the browser or run it via the downloaded desktop client. I would suggest to go on with the
desktop client and press ‘Open’.

note: if you would like to run it from browser, press Cancel and look for the ‘Continue on this browser’
option on the right.

This site is trying to open Microsoft Teams.

https://teams.microsoft.com wants to open this application.

D Always allow teams.microsoft.com to open links of this type in the associated app

Open Cancel

Download Teams (work or school)

‘ Use the desktop app for the best experience.
How dO yOU want to j°| n e Continue on this browser
No download or installation required.

your Teams meeting?

$ Open Teams (work or school)

Already have it? Go right to your meeting.
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Once you have selected the Teams group you wish to join for the online lecture, this screen will welcome you.

The default channel is the General channel. When your online lecture starts you will see that a ‘Meeting’ is
already going on and there will be an option to 'Join'.

- @ - o

A?,(, < All teams 1T General posts Files + vl @ o
Choose where you want to start

Chat TT

s0e

([ [

Teams

Test teams

] : =
HELIEE Class Notebook O X /

[5 Assignments
Fil
= Grades
— " Upload Class Materials Set up Class Notebook
Insights
Calendar
(NI Channels Today
OneNote
General Ll Szeder Andras 18:58
SA
= ° Welcome everyone!
v
Tasks by Pl...
<’ Reply
.
Test meeting
B¢ Test meeting started
<’ Reply
80
AppS

Y New conversation
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Once you join, you will be able to select which recording devices (webcam, microphone) should be active.
First you will need to check that you are going to use ,Computeraudio”. We kindly ask you to turn off
both the visual (webcam) and the audio (microphone) recording devices at the beginning. Later on you can

activate them by clicking on their icon.

Choose your audio and video settings for

Test meeting

“ Computer audio

Custom Setup

A

No camera is connected

Room audio

Don’t use audio
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During the meeting you are able to show/hide the participants on the online meeting by clicking on the ‘Show
participants’ button. The attenders will be shown on the right side of the meeting window.

Test meeting

Invite people to join you

® % &l

Participants

Type a name

(& Share invite

* In this meeting (1)

M\ Szeder Andras

Organiser
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If you do not have a microphone, no worries, you can still communicate with the others, simply click on the
'Show conversation’ button.

Test meeting

Qo

(@) @ Q-.) 6J X ‘! & > |Leave

Meeting chat

@¢ 19:02 Meeting started

19:10
Hello Everyone! We can chat
here in this little panel.

Invite people to join you

hype a new message

v 9 2 % © @
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If you wish to ask something during the online lecture, but you do not wish to interrupt your teacher, you can
use the '‘Raise hand’ function. While this is active, the owner of the meeting (your lecturer) will see a bright
yellow frame around your profile picture and a little hand icon. Once the lecture gave you the word, use the
'Raise hand’ function again to ‘Lower your hand'.

Test meeting
S O (% B e B X @ el

Raise hand (Ctrl+Shift+K)

Meeting chat

B¢ 19:02 Meeting started

M\ Szeder Andras
19:10 Organiser

Hello Everyone! We can chat
here in this little panel.

19:16
Any questions? Please, raise
your hands.

Lower hand (Ctrl+Shift+K)

Invite people to join you

T\/pP a new message

v 9 02 B © @ -
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During the online meeting you can enter to full screen mode by clicking on the three dots ( ... ) for ‘'More
actions’ and then clicking on ‘Full screen'.

note: you can see that there is also a possibility for recording the ongoing meeting, however it is not allowed
to do that due to the new GDPR regulation.

Test meeting

(D & G] | e B N > Leave

£83 Device settings
Call health

Meeting options

Meeting info

Ar
=
(2 Meeting notes
®
35)

Gallery

Full screen

Invite people to join you
% Apply background effe...

Turn on live captions
Start recording

Start transcription

) Don't show chat bubbles
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The next two important icons (functions) are: enable/disable your webcam and microphone. The first click
activates the video/audio input devices while the second click disables it.

Test meeting

B N > Leave
Participants

Type a name

® Share invite
* In this meeting (1)

M\ Szeder Andréas

Organiser

Invite people to join you




- .
OE OBUDA UNIVERSITY
REJTO SANDOR FACULTY OF LIGHT INDUSTRY
AND ENVIRONMENTAL ENGINEERING

It is very likely that during the semester you will have to work on a project and at the end create a
presentation about it. When that time comes you will need to use the ‘Share content’' option (or so called
Screen share). It has an icon of an arrow leading upwards.

Test meeting

S O & 6] - B X @ [ oleae -

. Share content (Ctrl+Shift+E)
Participants

Type a name

(& Share invite
* In this meeting (1)

M\ Szeder Andras

Organiser

Invite people to join you
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Before sharing your screen there are some options you need to choose from. At the ‘Presenter mode’ always
select screen! If you would like to play a video that has sound, you also will need to click on the slider next to

the ‘Include computer sound’ part.

Test meeting

O % 6 = B X @ [l

Share content Include computer sound \\C.i; Include computer sound o

Presenter mode

B8 c Add background

Screen Window (8)

Microsoft Whiteboard

Collaborate on a whiteboard

s Content from camera
Share a document, a whiteboard, and more

Invite people to join you

PowerPoint Live
See your notes, slides, and audience while you present

No files available
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A big red frame will appear around your screen showing you that your screen sharing is active.

1m) i} Microsoft Office Home X & Obudai Egyetem: Tehetség. Siker X = (m]

& @] A Nem biztonségos | uni-obuda.hu/er b Yo @ 1=
Erasmus Neptun Intranet Kozbeszerzés
x r
# Obuda University
]

Pro Scientia et Futuro

L] English — Magyar

University Faculties and Schools Academics International Students

7 FACULTIES

(')E OBUDAI EGYETEM
OBUDA UNIVERSITY

Trafsaf

3 DOCTORAL
SCHOOLS

— 7BSc

A

‘ 4 CAMPUSES

6 MSc

Degree Programs in English % ¢ "9

(o]

QUICKLINKS

CALENDAR NEWS Faculties and Doctoral
Schools
SAMI 2022 The Latest Issue of Journal Acta * Alba Regia
= . = - Banki Donat
fyte Polytechnica Hungarica has been ’
19 Acta ®o cﬁnu:a y 9 » Kand6 Kalman
Hungarica Released (116) + Keleti Kroly
SACI 2022 “ H = : ] 4 Johnﬂvoiw Neumann
- aving excellent national and international » Rejtd Sandor
25 members of the Editorial Board, the latest issue of »

Ybl Miklés

1941
l -
Exlao®ze 2001, 12,00,
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You can stop the screen sharing by pressing the following ‘X’ button. Just to mention, in case you have
minimalized the meeting window of the Teames, a little ‘mini navigation menu’ appears at the bottom
right corner of your screen, where you can also stop the screen sharing (and disable your webcam/mic).
Once the online lecture is over, you can leave it by pressing the big red leave button.

Test meeting
S B % &8 - W X | B [Sleae v

Stop sharing (Ctrl+Shift+
Participants S S

Type a name

Test meeting 4029
(& Share invite

* In this meeting (1)

@ Szeder Andréas
Organiser

Call is in progress. Click here to go back to the call screen.

B X ® e~

ro®z0

. 1§Z41
2021. 12.08. D
Invite people to join you
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If your computer is not able to run the Microsoft Teams Desktop Client for some reason

note: Microsoft .NET framework is required to run Microsoft Teams, but on newer Windows versions (8, 8.1, 10
and 11) it is installed on your computer by default. If it is not installed on the computer, download the
Runtime installer from the following link:

https://dothet.microsoft.com/en-us/download/dotnet-framework/thank-you/net472-web-installer

Download .NET Framework 4.7.2

(® Not sure what to download? See recommended downloads for the latest version of .NET.

Runtime

Do you want to run apps? The runtime includes everything you
need to run existing apps/programs built with .NET Framework.

Download .NET Framework 4.7.2 Runtime

Developer Pack

Do you want to build apps? The developer pack is used by
software developers to create applications that run on .NET
Framework, typically using Visual Studio.

Download .NET Framework 4.7.2 Developer Pack
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In very rare cases it is possible that for some reason the .NET framework can not be installed on your
computer, therefore the desktop client of Microsoft Teams will not run either. In this case you can run
Microsoft Teams from your web browser, however only from Microsoft Edge and Google Chrome.

The Microsoft Edge browser should be installed on your computer by default, but here is the download link
just for sure:

Wwww.microsoft.com/en-us/edge

DOWNLOAD EDGE > VIEW FEATURES >

If you wish to go on with the Google Chrome browser, here it is: e

www.goodle.com/intl/en us/chrome/

The browser built by Google

For Windows 10/8.1/8/7 64-bit.
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Using the proper browser, you can start Teams online for example at the www.office.com/?omkt=en-GB
website. Simply login with your @stud.uni-obuda.hu e-mail account and select Teams from the vertical app list
at the left side of the window.

note: at some point your web browser will ask your permission to use your webcam/microphone, so when this
little window pops up, press enable for both.

1m] .1 Microsoft Office Home x —+ =
~ OBUDAI EGYETEM -

nl
Good evening Install Office
Recommended D

W

Q.

L o)

oy

(s g All Myrecent Shared Favourites Type to filter list Y T Upload

TH] Teams D Name Modified Shared by Activity



- .
OE OBUDA UNIVERSITY
REJTO SANDOR FACULTY OF LIGHT INDUSTRY
AND ENVIRONMENTAL ENGINEERING

The program works the same as described before. If you can not see the control panel, simply move your
Cursor.

G G teams.microsoft.com f o = Nincs szinkronizélas e

Microsoft Teams Q_ Keresés @

Személyek o X

Ezemé[y meghivésa

g Meghivé megosztasa
Jelenleg ebben az értekezletben (1)

SA Szeder Andréas %

@ Szervezé

Masok meghivasa, hogy csatlakozzanak Onhéz
008 N N @B o MmO & e
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There is one different between the desktop and the browser client. If you are running Teams from a
browser, at the ‘Share content’ part you will not have the option to ‘include computer sound'.
Remember? This option is only necessary to be turned on if you are planning to play a video (which has
sound) while sharing your screen content. Anyway, always select Screen or Desktop when sharing screen.

1m) 15 (@ General (Ertekezlet) | Micro X

- a X
< C @] teams.microsoft.com

Nincs szinkronizélas e

Microsoft Teams Q Keresés

042 W N @ o= M O & e

Share content PowerPoint Browse  Microsoft Whiteboard

= ~ in

Desktop/window Microsoft Whiteboard Freehand by InVision
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One more thing about Microsoft Teams: it provides ground to upload and download files directly. On the
general channel simply click ‘Files’ and see for the files if your lecturer has uploaded anything there.

Q Search
Ac“g”"” < All teams 1T General Posts | Files v| + 1 Meet v
+ New Vv T Upload v <3 Sync @ Copy link 4 Download -+ Add cloud storage & Open in SharePoint = All Documents

Chat TT
() Documents > General
Teams

Test teams
@ 2 Name Modified Modified By

Assignments

Class Notebook Class Materials Szeder Andras
[B Assignments
fles Grades
Insights

fg Channels

General [ T

00
0o

Apps

Help
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The online browser in-built version of Microsoft Teams can also be reached via the following link
http://teams.microsoft.com/

[im] " Microsoft Teams - initialising.. X -

& X @] teams.microsoft.com

Microsoft Teams

3 @ |l
©

"2

o .
o
1y P’ el
N |

Download the Teams desktop app
and stay better connected.

Get the Windows app

Use the web app instead

Legal Privacy and Cookies © 2021 Microsoft
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Last but not at least you are also able to run Teams on your smart phone, you can join online meetings,
use almost the same functions as we went through in this document, the only thing you can not do is
sharing your screen.

(4
Google Play App Store

For android phones you can get it from Google Play Store from here:
https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en&gl=US

For apple phones you can download it from the AppStore from the following link:
https://apps.apple.com/ph/app/microsoft-teams/id1113153706




That would be It...

We hope you will find this little guide useful
during your online studies.



