Research Day 2021 - Presenter Instructions

If you experience any issues presenting using Teams, please contact the Center for Honors, Scholars and
Leaders at hsl@unco.edu or (970) 351-2940 or zoom with us at https://unco.zoom.us/j/91896997235

Preparation - Log in to Office 365
1. Open an internet browser (Edge preferred, if not then Firefox or Chrome) and visit
http://office.com/signin
a. LOG IN with your Student BEARS email, if you are a student. Do not log in with
firstlast@unco.edu even if you have that type of account, if you are a student presenter.
b. Ifyou are already logged in, you will see your office dashboard. If so, click on your user icon
in the top right corner of the screen.
Confirm that you are currently logged in with your student @bears.unco.edu account!!
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d. Ifyouarelogged in with a different account, then click “Sign out”, close your browser, and
repeat step 1.
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e. Ifyou are logged with your student account, skip to step 6.

IMPORTANT: Click on “Use another account”.
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Enter your student @bears.unco.edu account and click “Next”.
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4. Enter your password and click “Sign in”.
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5.  You will be asked if you want to stay logged in. Click “Yes”.
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Preparation - Install the Teams App
It is recommended that you install Microsoft Teams on your device. While you will be able to present a
PowerPoint with voice and camera through your web browser, installing the Teams app will give you the
ability to share your screen. If you already have teams installed, then you can skip this section.

1. Follow the steps outlined in the “Preparation - Log in to Office 365”.

2. On the left edge of the screen, there are icons for office apps. Scroll through the list and click on the
Teams icon, below the SharePoint icon.
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3. Click “Get the Windows app” (if you are on Windows) or “Get the Mac app” (if you are on a Mac).
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4. Save the installer, run it, and complete installation by running through the dialog.



Preparation - Save your PowerPoint to OneDrive
If you have already saved your PowerPoint presentation to your student OneDrive, then you can skip this
section.
1. Follow the steps outlined in the “Preparation - Log in to Office 365”.
2. On the left edge of the screen, there are icons for office apps. Scroll through the list and click on the
OneDrive icon, below the Outlook icon.
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3. Click on “Upload” and then “Files”.
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Browse to the containing folder, choose the PowerPoint file, and click “Open”.
The file will now appear in under “My Files”.

¥ = 1) Micosoft Office Home ‘ & My files - OneDrive e ‘ TR — o X
O @ & | https,//uncoedu-my.sharepoint.com/personal/joshua_kolb_unco_edu/_layou * = 1 =
OneDrive 2 Search
= 7+ Upload 3 sync  #i Automate IF sort v = @
My files Uploaded 1 item to My files
Y 338 KB
O Name Modified Mod E 1 Example Research Day
* | Presentation.pptx
@  Example Research Day Presentation.pptx A few seconds Kolb, 138 KB
Desktop February 4 Kolb, m
docs Jctober 29, 20.. Kolb, Joshua 5 items Private
Documents Kolb, Joshua 21 items Private
Microsoft Teams Chat Files April 11, 2019 Kolb. Joshua 6 items Private
Notebooks May 24, 2018 Kolb, Joshua 1item Private
Pictures February 4 Kolb, Joshua 5 items Private



Joining the Teams Meeting
1. Follow the steps in the section “Log in to Office 365” if you are not already logged in with your

student account.

2. Using a web browser (Edge preferred, if not then Firefox or Chrome), visit
https://apps.unco.edu/casResearchDay/schedule

3. Find your presentation using the search. It is recommended that you search using the Presenter
Last Name.
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Smith

4. Scroll through the search results until you find your presentation. Click the “View” button.
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5. Scroll down past the abstract to the Online Meeting Details table. Click the link in the second row
and column.
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variation in the abundance of major toxins correlates with latitudinal shifts in dietary preference
through the range of C. v. viridis. These conclusions have significant implications for understanding
the evolution and ecology of snake venoms and address in a novel way one of the overarching
questions in venom research: how and why do venoms vary?
Online Meeting Details

Property Value

Time 1:.00 PM - 2;

Link Research Day: Virtual Room B, Session 4

Phone +1 (T23TTZe=r2ee

Presentation Details
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ID 859

Type Oral Presentation

Location Virtual Room B

6. Ifyou have already installed Teams, you will be asked to open the link with Teams. Click “Open
Link”.

() C o © o5 microsoft.cc == > In @ @

Choose an application to open the msteams link.

Cancel




a.

If you have not yet installed Teams, you may do so now (the installation generally takes 1-2
minutes).
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If you are experiencing issues with installing Teams, you can proceed by clicking on the
“Continue with this browser” link. This link will be displayed differently depending on if you
are using Edge or a different browser. You may not be able to share your screen, but you can
use the camera and microphone, and display a PowerPoint presentation.
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c.  When you go to join the meeting through your browser, you may have to allow access to
our microphone and camera.
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‘When you do, we'll turn your devices on for a moment to set them up.

d. IMPORTANT: If you see an editable text box titled “Enter Name” next to the join button, you
are not logged in. You must click the “sign-in” link near the bottom of the page and sign in
with your student account.
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7. Set your microphone and camera on or off before joining. You will be able to change this during the
meeting. Click the “Join now” button.
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Presenting
1. To see the chat, click on the ellipsis and then on “Show conversation”.

1§ Meeting | Microsoft Teams @ X +

C @& teams.microsoft.com

Q Search ¢33 Show device settings
[ Show meeting notes
(0 Show meeting details
O Enter full screen
(=) Show conversation

™ Raise hand

i Keypad

© Start recording

@ End meeting

Waiting for other: X Turn off incoming video

N



2. To share your PowerPoint presentation
a. click the “Open Share Tray” icon.
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b. Click “Browse”.
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c. Ifyou have your PowerPoint on your computer, click “Upload from my computer”. If you
have your PowerPoint in your OneDrive, click “OneDrive”.
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d. Browse through and upload your file.
e. Everyone will now see your presentation. Use the navigation arrows to switch between
slides. When you are finished, click the “Stop presenting” button.
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