CENTRO VALUTAZIONE

CERTIFICAZIONI LINGUISTICHE A L ’f E i:

Universita per Stranieri di Perugia

PERUGIA o
THURSDAY 11TH
AND FRIDAY 12TH
NOVEMBER 2021

Respecting diversity and bridging distances:
teaching and assessment of multi profiles -
From literacy to plurilingualism

Rispettare la diversita e creare ponti tra le distanze:
insegnare e valutare profili variegati —
dall’alfabetizzazione al plurilinguismo

MICROSOFT TEAMS USER MANUAL/
GUIDA ALL’USO DI MICROSOFT TEAMS

Hosted by CVCL - Centro per la Valutazione e la Certificazione Linguistica, Universita per Stranieri di Perugia, Italia
Ospitato dal CVCL - Centro per la Valutazione e la Certificazione Linguistica, Universita per Stranieri di Perugia, Italia



Introduction

In this Guide, we will take you through all the
steps that are required to take part in the 56th
ALTE Meeting and Conference online.

We will be using Microsoft Teams for the entire
duration of the event.

If you already use Microsoft Teams

If you have already used Microsoft Teams, and
have access to an account, all you need to do is
use the software through your existing account.

We recommend using the downloaded
application, rather than the version that is
accessible via a web broswer.

If you have never used Microsoft Teams

If you have never used Microsoft Teams, and/or
do not have access to an account, please go
through the steps illustrated on the following

pages.

Introduzione

In questa Guida, ti mostreremo tutti i passaggi
necessari per prendere parte al 56th ALTE
Meeting and Conference online.

Useremo Microsoft Teams per l'intera durata
dell’evento.

Se hai gia usato Microsoft Teams

Se hai gia usato Microsft Teams, e hai accesso a
un account, puoi usare I'account esistente.

Consigliamo di usare I'applicazione scaricata su
computer, piuttosto che la versione accessible
tramite web browser.

Se non hai mai usato Microsoft Teams

Se non hai mai usato Microsft Teams, e/o non
hai accesso a un account, ti invitiamo a seguire
i passaggi illustrati nelle pagine successive.



Step 1

Click on the Microsoft Teams link contained in
the e-mail that you received or, alternatively,

go to https://www.microsoft.com/en-
us/microsoft-teams

Step 2

Click on Sign up for free:

() We use cookies to improve your experience on our websites and for advertising, Privacy Statemer

B® Microsoft \ Teams Froducts Solutions Resources - Pricing  More |

Microsoft Teams

Make amazing things
happen together at
home, work, and school.

See plans and
Sign up for free pricing

Signin >

Step 3

Create an account:

BS Microsoft

Create account

Looks like you don't have an account with us. We'll
create one for you using
fabri lani.12345@gmail.com.

Step 4

Create a password:

BY Microsoft
+ fabrizio ortolani, 12345@gmail.com

Create a password

Emnter the password you would like to use with your
aceount.

! | Show passwand

Passaggio 1

Clicca sul link di Microsoft Teams contenuto
nella e-mail che hai ricevuto oppure, in
alternativa, clicca su
https://www.microsoft.com/en-us/microsoft-
teams

Passaggio 2

Clicca su Sign up for free:

i e e e S e

B¥ Microsoft | Teams roducs . Sotons . Resources . Pridng  More!

Microsoft Teams

Make amazing things
happen together at
home, work, and school.

See plans and
Sign up for free pricing

Signin >

Passaggio 3

Crea un account:

BY Microsoft

Create account

Looks like you don't have an account with us. Wa'll
create one for you using
fabrizio.ortolani.123458gmail.com.

Passaggio 4

Crea una password:

BB Microsoft
+ fabrizio ortolani, 12345@gmail.com

Create a password

Enter the password you would like to use with your
aceount.

! | Show password


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

Step 5 Passaggio 5

Follow the prompts and visualise the following Segui le istruzioni, visualizzando le seguenti

screens:

a)

b)

d)

B8 Microsaft

+ fabrizio.orolani. 12345@gmail.com
Create account

Was red just a litthe mons infa 10 st up your
account. Your date of birth helps us to provide you
with age-appropriate settings.

Country/region

taly -

Birthedate
September v & ~ 1974

=. Microsoft

# fabrizio.omolani. 123458gmail.com

Verify email

Ener the code we sant to
tabrizio.ortolani. 1 2345@gmail.com. If you didn't
get the email, check your juni folder or try again.

5044

| waoukd ke infornaticn, tips, and ofers abaist
Microsoft products and services.

Croosing Hext maans that you agree b the Mcrosslt Senices
Agreement and privacy nd cookies statement

% Microsoft
& fabeizio.ortolani,12345@gmail com

Create account

&

B Microsoft
« fabrizio.ortolani. 12345@gmail. com

Create account

Pick the mouse

&
&

schermate:

a)

b)

d)

B8 Microsoft
4 fabrizio.orolani. 12345@gmail.com
Create account

W reed just a litthe more info o set up your
account. Your date of birth helps us to provide you
with age-agpropriate settings.

Country/regian

Heaky -

Birthdate
September v B - 1974

=. Microsoft

# fabrizio.omolani. 123458 gmail.com

Verify email

Ervler the code we sent to
tabrizio.ortolani. 1 2345@gmail.com. If you didn't
get the email, check your juni folder of try again.

5044

| wouikd bka information, tips, and oflers abaut
Microsoft products and services.

Croosing Mt maans that you agree b the Micnosoft Sanioe
Agreement and privacy and Cookies statement.

B2 Microsoft
& fabrizio. ortolani,12345@gmail com

Create account

=

=. Microsoft
 fabrizio.ortolani. 12345@gmail. com

Create account

Pick the mouse

&
&



Step 6

Review permissions:

B Microsoft
Faibrizio oot odani. 12 3.8 S@gemail com
Review permissions

1

Information Workers Group s.rl.
L e e e P

This resource |s noi shared by Microsoft.

Tha coganization bniommstion Workess Group a.rl
weould B boy

e Bign you i

o Paad your name, smal sddress, and phola
e alveuid oy dteat i o Wl ISImation Werens
i &AL By it e o 1, S FLic 15
S ] OGS o Sl b C, SRl dhd
MR . ACtoun it endirg 1 D ol

ini st mation Woriaes Grosg sr L R ot provided a link
L Lt gty litimeind bav u 8 P, 050

Vit s o Do ol S Gl
IS s traf comegy oup ot e lLoom

-

Step 7

Download the Microsoft Teams app:

Microsoft Teams

Download the Teams desktop app
and stay better connected,

Step 8

Visualise the teams you have been added to:

a)

Welcome to Teams!

You don't have access 10 this org in Teams. Select ancther org, or contact your admin
for mare detais

Select a Teams oog

Passaggio 6

Accetta le condizioni di utilizzo:

B Microsoft
fabrizic.onolani. 1234 58gmail.com
Review permissions

1

Infarmation Waorkers Grous s.r.l.
P e e P

This resource |s noi shared by Microsoft,

The oe gani pation kiloomadion Workess Gioup .5l
would Bk bo;

e Bign you i

v Foad your nams, emall sddress, and phalo
i Sl ey dteat i o ! Infermation Werens

D i L. By debtanplorey o o WP i alicon L2

ik ] Ok (e Sl 15 S5, SO, aed
SR i ISRl ity B D

LT e e Ee——
Tyl s kel £a g o S ek T

Passaggio 7

Scarica I'applicazione di Microsoft Teams:

Macrosoft Teams

Download the Teams desktop app
and stay better connected,

Passaggio 8

Visualizza i team di cui fai parte:

a)

Welcome to Teams!

You don't have access 10 this org in Teams. Select another crg, or contact your admin
for more detais.

Sefect a Teams oeg



b)
3

Welcome to Teams!

Yious ST Adve MO0 10 6 00 0 T, Sl anathr ). O CENEAT yius Ao
s e datats

Step 9

Follow the brief guide to the main
functionalities of Microsoft teams:

a)

=55

aszo

eui're joining Teams as a guast

Wekorre! da @ gl e danvwork nd chal wiih otfes and nevigets oo lop
G, s oy g channels

b)

Chat 11 and with growps

Shars wem = opos brem Dosweratee o chet prvetely with snyons = e
oganarstion, Ry Sl that end thire pour oan Fle o chasneh

w ([

b)

Welcome to Teams!

Viows ST Adbve ACO0S 10 UK 00 1 T Sk anather ). O CEMEAT yiusr Ao
W vers datats

Passaggio 9

Segui la breve guida alle principali funzioni
presenti su Microsoft teams:

a)

—

aso

Weui're joining Teams as a guast

Wekoeme! Aa @ gl 1w canvwork and chal i otfers and nevigets s lop,
. ard oy througi channeh,

b)

Chat E1 and with growps

Shars wem o opee Srem pamwenate. of chat grvately with snyons = B
ogarastion, lpsd e e thah and share pour pan fiey n channeh

v




.
Connect through onlire meetings

Mo, G bbbt PRI, O LT (i St TR bl WUEG I8 by TR
Lol v 3 Dbt G T (7] devenpantiy bl oa it

I

d)

You're ready!
Wortth & gk walitheough of Microwo® Feame. e more shoot guent capabites, o
fove rgirt =

-

Step 10

Enjoy the conference!

Should you experience any technical
difficulties, please do not hesitate to contact us
at infrastrutture.informatiche@unistrapg.it.

Connect through onlire meetings

oy G bbb RS, S LT Yk St WYY bl WG A vy TROATS
Lo v e Gt G i o) devieplainly Chie Linrttede

- I

d)

You're ready!
Wtth & gt walitheough of Microwort Teame s em more sboot guert capabites o
fve rgirt

Passaggio 10

Buon convegno!

Qualora riscontrassi delle difficolta, non esitare
a contattarci all’indirizzo di posta elettronica:
infrastrutture.informatiche@unistrapg.it.



mailto:infrastrutture.informatiche@unistrapg.it
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