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Introduction

Note: We are the Center for IT-based education (CITE), the creator of this guide.

Our mission:

* Supporting the Digital Transformation (DX) of Education. ' W“ﬂm ‘ _ ML//
E N1 ey~ er,j' 3 / "

* Cultivating good learning habits using IT. iy /T k3

Development of

* Improving quality of IT-based education. 0 il e

digital technology

Our actions:

* Development of digital teaching materials.

* Technical support for the digitization of teaching materials. ) _
https://cite.tut.ac.jp

* Supporting education using IT.


https://cite.tut.ac.jp/
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Download this presentation from: https://cite.tut.ac.jp/en/howto/quidance
Or use your camerato scan the QR code on the right



https://cite.tut.ac.jp/en/howto/guidance

il Introduction to Google Classroom

Google Classroom is a commercial Learning Management System (LMS) by Google.
In the lectures using Google Classroom, we actively use the following functions:
Google Drive for creating, distributing, and submitting assignments.
Google Docs, Sheets, and Slides for creating assignments.
Gmail for communication.
Google Calendar for schedule management.

Google Meet for online lectures
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1. How to use Google Classroom

Note: Please use Chrome browser instead of other browsers for the site’s better performance.

Introduced in this guide

1.2. join a class

1.1. start Google
Classroom \
submit

assignment

ask guestions

participate in
online lectures
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1.1. How to start Google Classroom

Note: Use the “Account" and “E-mail address" provided in the Account Information sent to you by mail.

Get ready your TUT account

J—Y 8 REE

One lower case letter &
6 numbers

F 1—YREERENE

Toyohashi University of Technology

20214 818

2 h MEBR BR ‘

X=)IT7 FL R /E-mail address

Z DERITO. A7 4 TR Y Z—HERT 522 2— ZPREOMEY
PIIETT. ZORBIEAYICREL T,

"LastName.FirstName.2Letters@tut.jp"

: yninshoutest.ygakuseitaro.ya@tut. jp . ‘
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1.1.1. Login to Google

Note: If you are logged in with a different Google account, please log out.

&

U=

G Google

x  +

C @ google.com/?hl=ja

ETRZ

# 779 G Gmail @ YouTube B¥ vy7

GooglelcDW\WT A b7

Google

Google &% I'm Feeling Lucky

BECHD "TOATA2, 20V I LEY,

RFEDIEEF

Gmail  {%

T5A)S— AR BE




1.1.2. Enter your TUT Email address

G 071 - Google PN+ X 4+ o o %
< C @& accounts.google.com/signin/v2/identifier?hl=ja8passive=true&continue=https%3A%2F%2Fwww.google.com%2F%3Fhi%3Dja&ec=GAZAmgQ&flowName=GlifWebSignin&flowk. w A

# 779 G Gmail €D YouTube B 397

Google (1) Enter your email
0o<>  address.

ZEAD/ (VI TRMEEER. YR NE—REER

UTHAMTOTA LTS, #

(2) Click “Next”.

THO NEER

AEGCMal(BF.BHIBEDTI T 7ARY R2XF)+ @tut jpZ AN L TLKEE V.

ANATETUES TIRANL Z7UYILET,
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1.1.3. Enter your account name and password

Note: Use the “Account” and “Password" provided in the Account Information sent to you by mail.

@ J17071UY-ER X
€ C & idp.imctutacjp/idp/profile/SAML2/Redirect/SSO?execution=e2s1 w &

# 77 G Gmail € YouTube BX Vy7

-r—»*

@ Tﬁﬁ)‘ F 4 7 BB — Information and Media Center

V(R — 2]
a1-Y%

@ Your account name.
(2) Password.

NRD—k

TSOYET NI Ml E e a
BA.

ZOY—EANOBIEEEOR B LD
HUFET

(3) Click.

| I HRGEERPIXNT + FEES6XT. KMEGRFINT + HFIXF)

§ N T — RICREPTRELENRAT—REAHNLT, TOY42, £9UYILET,
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1.1.4. Conformation

&

G 071 - Google PNk x  + —

C @& accounts.google.com/speedbump/samiconfirmaccount?continue=https%3A%2F%2Fwww.google.com%2F%3Fhi%3Dja8hl=ja&sarp=18&scc=0&TL=AM3QAYZPcriTGUInkS-BTHin9...

# 7/ G Gmail @ YouTube ¥ Tv7

(1) Make sure it’s your email address.
Google

EIN

@ yninshoutest.ygakuseitaro.qb@tut.jp

BEETHBIEZ W, COTHD MILEED
H'H2B/EER. [T BV T UTLIEZ,

CDTHI MMTLHTZDHTRN

BAEROR—IHARTENE T,
RRIENTVBIX—IILT RLAFBSTDEDTIEL FhE "Continues 22U YILET,

* &

X

10
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1.1.5. Confirm your university “Email address” on

display

Note: Bmure that the email address on display to your profile is the University's email address.

G Google X + = g X

€ C' @ google.com/?hl=ja * O :

# 779 G Gmail @ YouTube ¥ Vv7

GooglelCDWL\T A K7

(2) Check.
G O Ie AES 2 2 AERED
yninshoutest.ygakuseitaro.qgb@tut.jp

& BIDOFTHD bEEm

Google 1&% I'm Feeling Lucky
o779k
Google (FI AN THOANECHSTHEFERTEAZIORELET

T540)C— MU, — « FHRN

CCFZECMAIDA—ILT RLANFRRENATVWD L ZBRABL TS EEZ L,

BEOTAIRTOTALTVRERE, FFCMal7 AV MF—BECRRENATVRZEZRAELTSEE L,

LS  ESRR  REOMHED TS~  BR  E
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1.1.6. Open Google Classroom

Note: Click "Classroom" from the dropdown application menu near your profile photo in the upper right corner.

G Google X + = =] X

< C @ googlecom/?hl=ja * O :

# 77 G Gmail @ YouTube ¥ Tu7

GoogelzoT R @ Click, ———t 0

Vault INDT.. Forms
) ' &
Keep Jamboard Cloud Sea...
.
G o g Ie l dlje
avo.. Podcasts
Q . !,
(2) Click =
.
Classroom

Google 1&% I'm Feeling Lucky

Google Workspace Marketplace
]

GoogleClassroomZB< ICE A LD T 77U X1 —H5 "Classrooms Z0UY O LET,

BX

= ESRZ &R DEH IS5A)S— RN E
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1.1.7. You have entered Google Classroom environment

Note: All courses using Google Classroom will be displayed on this page once you are enrolled in them.

G Google Xy B 752 X &+ = =] X
c @ classroom.google.com/h « 0B :
# 779 G Gmail € YouTube B¥ Ty7

= Google Classroom

LA ETGoogle Classroom%z 2B 2 EN TE X T,
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1.2. How to join a class

Note: By this step, we suppose that you have already enter the environment of Google Classroom so far.

1. start Google ..
Classroom 2.]oin a class
submit ask questions
assignment g

participate In
online lectures

14



1.2.1. Click + to join

#HLWgT X KB 752 X o+

< C @ classroom.google.com/h

# 779 G Gmail @ YouTube B¥ Iv7

= Google Classroom @ Click "+“. q + = 0

052(:3@9
DS RAZER
7

ADVERC D S ZANDENITES

(2) Click “Join

E Class”.

PRSI, ZERULET,
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1.2.2. Enter "Class code”

Note: Please ask your teacher to give you the “Class code”.

#HLWg7 x K 752 X o+ = 0 X
< C @ classroom.google.com/h * 0O :
# 77 G Gmail @ YouTube B ¥y
S (2) Click "Join." ——
.
WE. ROA=IT RLATOIAULTVWET
REET R hEERES

FHhorhEUDER

@ yninshoutest.ygakuseitaro.qb@tut jp

FEACOSRAO— REHZITESL, TTICAH UL EZL,

[t @ Enter the Class code.

o KEZBHTHO PEFEBLEY

o 5~7 BOXFERFTHREN, AN-ZAPREEEFLAVISRI-KE
ERLEY

DSRICEMTERMBRIR. NLTEH—DRBERBLTIEEN

16
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1.2.3. You have joined the class

#HLWST x B AMSRYA-FE02 (Student X 4 e =] X
€« C @ classroom.google.com/c/OTczNDk3Mzk3Nzha * 0

# 779 G Gmail @ YouTube B¥ V7

— EEEEY/R— FED2 (Student Support Desk for Online C...

= 2 RU—L FLE A )(— i a
2020%

HABRANE o
=y

FARTER @ Hitoshi Goto & ANHT LU\ B E18H5 LE LT PCEWI-FIL— S D (Lending for PC and...
2020/06/05 ¥

ABLEOTZAT— RCHBIT B I TZADR—IHFRTRENNE, IFANSMTEET,

2020/05/07

® @ Hitoshi Goto &AM H L L\ 3475 L & L 72: How to use TUT LMS (Moodle)

17



il Introduction to Moodle

Moodle is an open-source LMS.

In the lectures using TUT Moodle, we actively use the following functions:
Assignment (with or without deadlines): submission, grading
Files distribution and sharing
Video sharing
Forum discussion
Quiz
Feedback/Survey

noodle
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2. How to use TUT Moodle

2.1. How to login to
TUT Moodle

2.2. How to review
and submit
assignments

19



2.1. How to login to TUT Moodle

Note: Use the “Account" and “E-mail address" provided in the Account Information sent to you by mail.

Get ready your TUT account

J—Y 8 REE

6 numbers

One lower case letter &

F 1—YREERENE

Toyohashi University of Technology

20214 818

2 h MEBR BR ‘

ZDERTTS.

BAT 1 TRBEV 2—HEBTS

PIITT. COMBIEAYIRE

THh v b4 / Account : y999999

- X—=I7 FL R /E-mail address : yninshoutest.ygakuseitaro.ya@tut. jp

17 E 2 — 2R KEDOEEY
EL TS

"LastName.FirstName.2Letters@tut.jp"

20
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2.1.1. Access TUT Moodle

=  TUTMoodle  Englishen) =

TUT LMS

101 R EAREEDHRE

1] Moodle 11— EHES

P T 24912 - B (Mechanical
5 - BFWEIHRE - WY (Eectical

58 - ANRET

ISR - T

BB RT AR -

You are not logged in. Log in)

HZEFNET.

FELFEHTIH, D-RADURLDT v T

—IFENTL

Moodie |
LTWESE

LEELFRL L

(2022.03.31)

Main menu

[FSiES e Pl
) AAVH—Fz 55— L
] ;Vﬁfiérff :
BYTIEYR—2v—(2) =3
TERET mZO9346 (& e i
TEmsm R TS (HRIER—2) il R(Compier

https://Ims.imc.tut.ac.jp

21
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2.1.2. Select courses to take

Note: If you cannot find the lecture you want to take —Search for the lecture name in the search box on the page.

1. Select the category of the lecture you want
to take from the "Course Categories."

2. When the list of lectures appears, select the
name of the lecture you want to take. The
figure below shows an example of selecting
courses offered by the Department of

Computer Science and Engineering.

Home > Courses » 1§#i « MIBE T 2 ER# - W (Computer Science and Engineering)
NAVIGATION =  TUTLMS
Home Course Categories
B Yo hk=a-2
@) [BEER ) Moodle 33 ;
IR S {54 - HAETHINE - FX(Computer Science and Engineering)

g Ry RT=0H1F
A fEEeFaUTq
(BHER)
g xRy RT=0H1F Y
A WEEeFLUTA
(English Version)
B IVTSAT7IAEHE

Search box

Search courses:

Page: 12 3 (Next)

2020(78)Y 7 h 7z 7S la

w Courses
a7V REHE 2020(ATFR)E 7 - BAERIVER
## (eHELP)
EER 2020(f01) > S 2 L—¥ 3 vER Ig

22
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2.1.3. Select your organization

Note: Select "Toyohashi University of Technology" and click the "Select" button.

BlaikPn
18 IR R A
TOYOHASH)

| FRE B D3RR

BRI EMoodeZFIAT Scdicid. FIBEMEORIATLTHRIIT 2E8ENB O E
Fo TOAZ2—HSHBELOFMBEMBEEEY, BIRRS »ERLTIEZ WL,

o

e Utk

O 7FsovyEmeREmosrs >

*E L SEEHEFIERICFABI 2 AIIROTZHI Y R EHEVTE W,

=]
SEHEIATLA (WeblaSBHM. REGE) OV 3 SBICFIBY
27hovhk (A—YREB@RRKATY) OA—UEESETFHOIRREL
TABLTTFELY,

FH
FHOY MCOE I DARWESIE. FIREEOEYEEE (§ 2 IXEHRN
Bty —4d) CEBEVWEbETE L.

% DR—IUHERTLUTHEMIFEBLTWSESIE. BRAAHLTHSERE

BEEBIRL TS W, ELWR—VICERGWESNHh X,
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2.1.4. Enter your account name and password

Note: Use the “Account” and “Password" provided in the Account Information sent to you by mail.

@ J17071UY-ER X
€ C & idp.imctutacjp/idp/profile/SAML2/Redirect/SSO?execution=e2s1 w &

# 77 G Gmail € YouTube BX Vy7

-r—»*

@ Tﬁﬁ)‘ F 4 7 BB — Information and Media Center

V(R — 2]
a1-Y%

@ Your account name.
(2) Password.

NRD—k

TSOYET NI Ml E e a
BA.

ZOY—EANOBIEEEOR B LD
HUFET

(3) Click.

| I HRGEERPIXNT + FEES6XT. KMEGRFINT + HFIXF)

§ N T — RICREPTRELENRAT—REAHNLT, TOY42, £9UYILET,
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2.1.4. Enter the enrollment key to enroll

Note: The registration key will be sent to you by e-mail or syllabus from your teacher. If you do not know the registration key, please
contact the teacher of the course.

A Enter the

2020(FH8) = 2 L— 3 VISR g

enrollment key.
- BCE& (F45)

The course page will be displayed.

Home O—Z 5% - HIEET A2 - S (Computer Science and Engineering) » 20X a2 L —%3 Y&

= — SO _
FEF— 3y = 2020RIHA) VY alb—Ya ViR TA—SLERRTS 3
Home Go
Wy v aR— R
‘e’ Hl- D AT
bAoA Rr—3 — BRlZDHEE @ BELARE @
- ¥ O—A L‘,f| FHIvAAZ R
b 2019 B = =
ek B za—272—358 BHFFIVARAY &
» AR
53R - MEET P %R /CS st
Experiments 045 178 00:54 i (=&
b 03chmura_ds %O"E "
ME - wy A
v 1-2 (2020B01) Z—/t—¥Ea—5 EF FUs— 2 v DK BEDREYT ..

B - MEETPHE - FH

HEF : 04509H
w (Computer Science and
Engineering) BE . B« (@8 EEAAY b )
VVYIrIr7ER A B 2—/A—OYPa—FEiE?, FIUT—v 3> 0fiEeE?, BEDILOR:
Te B BASENER SHOEWS, BEMERLOLHOEES BEROAR BN ER A,
v 20 alb—¥a ViR

b BIIE L& —~nBETS .

25
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2.2 How to review and submit assignments

2.1. How to login to
TUT Moodle

2.2. How to review
and submit

assignments \

26



2.2.1. Access the assignment page

Note: Assignments are the content indicated by the “ "icon on the course page. Click the assignment name to access it.
= = B o —

PEER/OIEL RHAT—HA

B = + 20194 065 10H(FRH) 00:00 EHAT—52 FiE
B COREREEERFMITVER A,
R AT—5X
FERF-HR  FEEH

BHAT -2 ARt HTHE 20194 078 208 (+RR) 00:00
FEATZZA FEsnTLEEA EOBEA BEDROBMERBLTVET 284 F 128
#THE 20194 07 208 (1 HH) 00:00 =
AR OEM 108 58504 SHEHHE
28R AL INH Oz I“ 'C"I
EEIA B

If the submission deadline is exceeded,

RHEEMNTS . . . .
submissions will be restricted, and you

may not be able to add or edit the
assignment anymore.




2.2.2. Submit a response to the assignment

Click on “ b " to activate the file HIEEEFEROEN

selection screen. B SECOUTH 20196 05R10A(SRE) 0000
S I t th fI t t J7 AL @ FLWI7AILOERT A X 20UB, EAFT: 1
elect the file you want to .. “Te
upload.
Click "Save changes" to finish the v
Su bmission TRy FOvI LT 271 2ENT BT & ETEET,
7RI
HTML B2 X2 b
PDF FFA > bopor

l ZEERE ' paulh

28



il Introduction to Microsoft 365

Microsoft 365 is a cloud-based product family of:
Outlook =. Microsoft 365

OneDrive
Word

Excel
PowerPoint
OneNote
SharePoint
Team
Yammer

Under the Microsoft Comprehensive License, you can install Microsoft 365 on your notebook PC free of charge.
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3. How to install Microsoft 365

3.1. Prepare

3.3. License

authentication

30



3.1. Prepare in advance

* Read notes on the Information Media — .
Infrastructure Center before installation: I —Y G REEA =
https://imc.tut.ac.jp/microsoft/(Please
read “Entitlement"” and "Scope of use"
carefully.) BIERIRYAY 1—FRIENRENE

Account Information of Toyohashi University of Technology

« Before installing Microsoft 365, please T—
ensure that your computer has installed BEEZZ b A B K - SRESHRBEL VAR
anti-virus software. One lower case letter & FINES 1999999

6 numbers = eliaaaniei et

« If you have an old version of Microsoft -

365 installed, please uninstall it first. X7 /Pt e

«  When you install Microsoft 365, please T A | et
use Edge or Firefox browser instead of
Chrome. “Last Name.First Name.2 letters@tut.jp”

 Prepare your TUT account.

31
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3.1. Prepare in advance

Note: Use the “Account" name provided in the Account Information sent to you by mail.

Access https://portal.office.com.

When the Microsoft authentication
screen appears, enter

“LastName.FirstName.2Letters@tut.jp” .

B® Microsoft

e 2 %

linjingjing.qc@tut.jp

B® Microsoft

OV 21> R—=JICEEILE
ER

Frotl

@ 1BERAT « 7B/ — Information and Media Center
1—9&
JARD—K

O Fsovcrno> MameRga s
Bhe

0 cob—E2 ORIBXECRBERD
HUET,

D’J’()

Enter “Last Name.First Name.2 letters@tut.jp”

32
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3.1. Prepare in advance

Note: Use the “Account” and “Password" provided in the Account Information sent to you by mail.

&

@ J17071UY-ER

X i

& idp.imc.tutac.jp/idp/profile/SAML2/Redirect/SSO?execution=e2s1

# 77 G Gmail € YouTube BX Vy7

-I-:»K (LR

@ ﬂﬁ)‘ F 4 7 BB — Information and Media Center

[/CRD— FiZlE)
a1-Y4%

@ Your account name.
(2) Password.

AV S il

TSOYET NI Mgz e s
BA.

ZOY—EZNOBIEXEDB B E D
HUFET,

(3) Click.

| I-YRGEEETINT+ ¥BESONT. HWMERRETIVT + BPINT)

§ N T — RICREPTRELENRAT—REAHNLT, TOY42, £9UYILET,
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3.2. Install

Click "Install Microsoft 365 Apps".

Microsoft 365

®i>

Welcome to Microsoft 365

g
H

x
g
H

& iB i@

1
H

Quick access

@ oo
&

®m &

&8 Sharsd

7 Favourites  +

16m ago

Mon at 23:53

Mon at 23:53

Mon at 23:53

Mon at 2353

Mon at 23:53

Friat 17:11

Fri at 1500

Friat 10:36

19 Mar

11 haar

&3 KB R shared this in a Teams chat

(2 You recently opened this

2 You recently opened this

(3 You recently opened this

[®]

You recently apened this

You shared this in a Teams chat

e

&3 Wil 3 shared this in a Teams chat

&2 %K A& shared this in a Teams chat

&2 BRE Bhils shared this in a Teams chat

&3 MW B8 shared this in a Teams chat

09 HER 58 charad thic in 2 Taame chat

@ B &

Install and mnm{rg

3

Install Microsoft 365 apps
Imstall Word, Excel, PowerPoint, and more.

Explore your Apps
Access your favourite apps and do mare o
the web.

Install the Microsoft 365 maobile

a
0 Take your productivity on the go with our
free 105 and Android app.
T Upload = 8§

O]

I

34



3.2. Install (continued)

Select your preferred language.

Select "32 bit" or "64 bit" from the £ tcssms
list of versions.

FEREEFODG a
= : 2 ) @
After confirming the above

selection (@® & @), click Install T
Office (®). p o DETEITIZ

35



3.2. Install (continued) | s

After clicking “Install”, the
installation file called
“OfficeSetup.exe” will be
downloaded.

You can click to open the .exe file
from the lower-left corner of your
PC’s screen and start installing
Microsoft 365. (D)

When the installation is complete,
click "Close” (@)

FNTEE T CI, Office (F1VAM-IENZLT.

T7IVERRTBICE [RF-N 7Yy ILET,
[ Mo w
b
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33 L|Cen5e aUthent|Cat|On E::; : M
" [ T— )

Windows YATL VL g

Windows ¥21U74

Word
Xbox ' :

f‘ Xbox Game Bar

After installation, start Office Word. Click the “| = |” button
in the lower left corner of your computer screen, and then
select and click "Word“ application from the list.

‘
=
N

&l

St b3
S|

&

Sign in with the account name:

LastName.FirstName.2Letters@tut.jp

AL &SR

If it asks for the TUT account authentication, please enter your
TUT account name (1 letter + 6 numbers) and password.

B Microsoft

Office NESZE!

@

A

37
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3.3. License authentication (continued)

When the “I accept the license agreement” 32 icrosof
screen appears, click "l accept”. S ZERICRBUET

soft 365 Apps for enterprise [CEFN37JU:

mﬂ&iGmQ@

38
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3.3. License authentication
(continued)

Click on "Account" in Word to view
the detail of your account. (@)

If the account name matches with
“your account @tut.jp”, the license
has been successfully applied. (@)

24— K9

Fho b

B® Microsoft 1§m % 2

@tut.jp

PO LOUNER N Ctut e @ BTRIUTS SRR
— . Microsoft 365 Apps for enterprise
THIZNDTFA IS~ "
CORIJBLUFHFEENET.

JddCGUIT

EEOER

Office D& 5: PHISIOEIR | | SAUSAOUIDEZR | | S A0S
e = Microsoft 365 & Office DEFHITOIS A
Ofﬁce T X E_YE EH OIS LREBHNCIISO- FENA AN AENET
NN . B
S AT>3 ~
EHBRHFY-EX:
@ OneDrive - EAR A Word O)\—-3>1E3k
OneDrive - SIAH (EHI B, 1Y 8L/ L Word, YR~ 097+ ID. EFiECBIT 33¥ 85N,
I-FHNIEETI Word ® J(—3> 2402 (ELF 17328.20184 7497E4T)
K—SAM8 | merrox
e, J_E OB 737 | mEFvEL
: FHkEE
— Toyohashi U f Technol
‘ wsﬂ;ut ;’\prErSIty otecnoogy BRA VA WUEBH IOV 5 L R/FLET

H—EZ0EN ~

39



iMl Introduction to BYOD and Device Renting

BYOD or bring your own device refers to encourage students to bring a personally owned

device to classrooms, rather than using an officially provided device.

You can rent laptops from CITE.

0



| [ ———
Device renting at TUT

For students with financial difficulty or temporary
technical hardship, device renting is available at
TUT, there are two ways of renting devices.

Short-term loan (< 1 month)
Long-term loan (to return by Feb. 28, 2025)

NV I 880
Wi-Fi)lL—% —

Application link:
DOEHICDONT

https://forms.gle/feTqgzxstlwoRB24x7

41


https://forms.gle/feTqzxst1woRB24x7

I I I Center for IT-based Education
CITE

In-person support sessions

April9 10am -3 pm

April 10 10 am — 3 pm
April 15 11 am -2 pm

April 18 11 am -2 pm

Refresh room,
First floor of
Building A

oLy a)l—L (AR
B&)

42
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Contact for support

Use the helpdesk:

https://cite.tut.ac.jp/helpdesk

By Email: cite-support@cite.tut.ac.jp

Dashboard My Tickets

Dashboard Links

B

[h1 Ticket Status

Submit Ticket My Tickets Ticket Status
Submit ticket View all the created your ticket status
tickets

Submit Ticket Ticket Status
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