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How to use a Smartboard for Teaching in General

Turn on the Smartboard if it’s off. Then press the Home Button.

Power
Button

Home Button

Choose the option: Whiteboard, Browser, YouTube, Smart Document Camera, etc.

11:22 AM

Wednesday, july 21, 2021

»\
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For the Whiteboard:

Quick Video: https://youtu.be/Dhir-ou_TVI

You can choose the page background:

On the left, click on the ‘pen’ tab to expand the
color and thickness options.
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https://youtu.be/Dhir-ou_TVI

You can also add Online Content and Widget to your whiteboard page:
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You can click on the “+” sign to add whiteboard pages and the “page number” to navigate through pages.
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*Remember to “clean up” your annotations on the board before you leave the classroom.*
(1) Press the Home Button of the Smartboard;

(2) Choose “Clean Up”.

» . .

Favorites’ 7

oi—————

Microssft Excel

Cloan Up
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How to Open Documents on OneDrive and do Annotations on Smartboard

Press the Home Button of the Smartboard and then choose “Computer”:

Favorites

11 ZSAM

Wednesday, July 21 2021
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If you see the following message, choose “Got it”.

Welcome to SMART Ink

The next time you pick up a pen, you'll see the SMART Ink menu. Here are a few tips to help you get around

Drag the menu anywhere you'd like on the screen. Use the SMART Ink menu to change your pen properties.

Drag the SMART Ink menu to the side of the screen to dock Push a docked SMART Ink menu off thegteen to close it.
it.

Tip: Press the Help icon in the SMART Ink menu to see this again at any time. Learn more

Choose “Install updates only”, then “Accept”.

First things first.

. lnstall updates only

Thstall mportant and recommended updates for Office, Windows and other
Microsoft software.

Ask me later

Until you decide, your computer might be vulnerable to security threats.

This product also comes with Office Automatic Updates.
Learn more

By clicking "Accept" you agree to the Microsoft Office License Agreement.

View Agreement Accept
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Press “Start” and then choose “OneDrive”.

Enter your school email address.

Racently added

¥ Video Editor

N

@ 3D Viewer

| R

A

AR Access 2016

= Acrobat Resder DC.

g_‘v Alarms & Clock

C

E Calculator

5 Calendar

B camen
Cortana

3

X3 Excel 2016

F

School Essentials

School Essentials

Office

oy

Outlook 2016

2

OneDrive

wi
Word 2016

pd

PowerPoint
2016

i

Teams

x§

Excel 2016

N

OneNote for...

Microsoft Edge

@ Microsoft OneDrive

Email address

Set up OneDrive

Put your files in OneDrive to get them from any device.

a

Enter your email address

Create account
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Click on “Next”.

@ Microsoft OneDrive

Your OneDrive folder

Add files to your OneDrive folder so you can access them from other devices and
still have them on this PC.

Your OneDrive folder is here

C\Users\F \OneDrive - Helena College

N
—

Change location

If you get the following message, just choose “Later”.

@ Microsoft OneDrive

Back

To work on your files on the go, use OneDrive on your phone or tablet. Available for

Get the mobile app

iOS and Android.

Get the mobile app

Later i’uj
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Besides your OneDrive folder, you can also
access to the other school folders that you have
the access permission, for example, employees,
instructors, etc.

ESSE_ S ST, R S S

2.2

*Remember to “clean up” your annotations on the board before you leave the classroom.*

(1) Press the Home Button;

o Favorites’
ecen

(2) Choose “Clean Up”.
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*Remember to sign out of your school account before you leave the classroom.*

(1) Press “Start” on bottom left’
(2) Choose “Profile”;

(3) Then, “Sign out”.

A
Change account settings
Lock

> Signout
Switch user

2;.;! Calendas
i8] camen
i Cortana
£

%Y Excel 2016

2 Type here to search
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WORD Documents and Annotations

If you open a WORD document and would like to do annotations on the Smartboard, you will need to click on

the floating “Pen” icon.

Document?2 - Word

References  Mailings  Review

Calibri (Body) 1 A A Aa- B & ¥

Paste . B J U:-abe X, X> A3 A 1 - 1 Normal | 1No Spac.. Heading1 Heading 2 Title
¥ Format Painter

Clipboard Font Paragraph Styles

’rf“/

A

8 [ papbCeDd | AaBbCeDd A3BhCc AaBbCcD AaB AaBbCeD.

Subtitle

Sign in
P Find -
% Replace

Select

Editing

After clicking on the icon, press “Open Office Ink Tools”.

Pen Selection

In Microsoft Office®, use their ink tools
to change ink properties.

Open Office® Ink Tools

&

9,

X
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The “Pens” tab will then appear for your WORD document on the top and you can use the Microsoft Ink to

annotate your document:

. Q¢
Sign in #4 Share

H o : Document3 - Word nk T
Mailings Review View § Tell me what you want to do..

File Home Insert Design Llayout References
* Color - Y
/é ’;) ~ S S S S 7/ 4 — 7[7[ m
Pen Highlighter| Eraser Select .~/ —~_/ —~_/ —~_/ —_/ m E Ink to Stop
Objects Math  Inking
Wirite Pens Convert Close =
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How to use a SMART Document Camera
There are two options that you can open the SMART Document Camera app on Smartboard:
Option 1 —on the iQ system

Press the Home Button of the Smartboard, then click on “Apps”, and then choose the “SMART Document
Camera” app.

Option 2 — on the Computer system

Sign into your school account on the computer of the Smartboard,
then click on the “SMART Document Camera” shortcut on the desktop.

Option 2

Option 1
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Then press the Play button to start the SMART Document Camera.

EASMART Document Camera 650 Software
Document Cameras Library About

All Document Cameras
1 Document Camera detected

=

Smart SDC-650

(?)
o Sync @ ¢ Filter
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How to run a Teams Meeting on a Smartboard

Press the Home Button of the Smartboard and then choose “Computer”:

Favorites

H ZSAM

Wednesday, July 21 2021
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If you see the following message, choose “Got it”.

Welcome to SMART Ink

The next time you pick up a pen, you'll see the SMART Ink menu. Here are a few tips to help you get around

Drag the menu anywhere you'd like on the screen. Use the SMART Ink menu to change your pen properties.

Drag the SMART Ink menu to the side of the screen to dock Push a docked SMART Ink menu off thegteen to close it.
it.

Tip: Press the Help icon in the SMART Ink menu to see this again at any time. Learn more

Choose “Install updates only”, then “Accept”.

First things first.

. lnstall updates only

ThstallTmportant and recommended updates for Office, Windows and other
Microsoft software.

Ask me later

Until you decide, your computer might be vulnerable to security threats.

This product also comes with Office Automatic Updates.
Learn more

By clicking "Accept” you agree to the Microsoft Office License Agreement.
View Agreement

Accept
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Click on the “Teams” shortcut on the Desktop.

Alternatively, you can also press “Start”
and then choose “Teams”.

(But, using the Teams app on the Desktop
is recommended as it will work better.)

C)

Racently added

™ Video Editor

#
® 3D Viewer
[ REH
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‘. Access 2016
X Acrobat Resder DG
_0; Alarms & Clock
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E Calculator
G Calendar
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Cortana
3
X8 Excel 2016

F

Eandhack bk

[+ ,O fype here to search

==

School Essentials

oY%

Outlook 2016

OneDrive

v

2

LE
Word 2016

rd

PowerPoint
2016

T

Teams

x§

Excel 2016

N

OneNote for..

k)

Microsoft Edge
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Continue as your school email address.

BY Microsoft X

/*

Welcome to Microsoft Teams!

Collaborate with your coworkers or coordinate with your social groups in one app.

Continue as

Use another account or sign up

Sign into your Teams account using your NetlD and password.

HELENA

UNIVERSITY OF MONTANA

A\ For your security, please close your web browser when not in use.

NetlD

hcf/hce#

Look up my NetID
Password

| don't know my password
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Once the Teams meeting is started, click on the three-dot menu and go to the Device Settings.
Make sure the following device options are selected:
Speaker: Speaker 2 (top one)

Microphone: Echo Cancelling Speakerphone HDL300
Camera: SimpleTrack

N X @

Device settings

Audio devices

PC Mic and Speakers

Speaker

) ——————o

Microphone

Noise suppression (i)

Choose Low if you want others to hear music.

Learn more

Auto (default)

Camera
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*Remember to sign out of your school account before you leave the classroom.*
(1) Press “Start” on bottom left;
(2) Choose “Profile”;

(3) Then, “Sign out”.

A
Change account settings
Lock

Sign out
Switch user

23_.“.’ Calendar
() camera

) Cortana
3

% Excel 2016

£ Type here to search
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How to Share Screen / Whiteboard during a Teams Meeting
Click on the “Share” tray and choose what you would like to share with the meeting participants:
e Everything on screen

e Certain window
e Document from One Drive

% |eave

Share content Include computer sound @

Presenter mode

B <

Screen Window (4)

ol

Excel 2016 SMART

PowerPoint Live
See your notes, slides, and audience while you present ,\ 2
r 3
td fl—a
Firefox VLC media
player

9 @

Google
Chrome

No files available

&> Browse OneDrive

1 Browse my computer

wg

Microsoft  Word 2016

If you want to share a ‘whiteboard’, we suggest using the SMART td
Notebook.

Here are the steps:

(1) Open the “SMART Notebook” app on the Desktop.

Documen...
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Choose “Close™.

Again, choose “Close” for the following.
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Then, go back to your Teams meeting, open the “Share” tray, then choose “Window”, select “SMART
Notebook” (that will be the ‘whiteboard’ that you can share with your Teams participants).

a N

2
< Window Include computer sound @

Meeting in “General” | Micros...

General (Testing) | Microsoft ...

Untitled - SMART Notebook

Untitled -

Balance for hcf024206
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How to share SMART Document Camera during a Teams Meeting

Turn on the physical SMART document camera (*the document camera has to be turned on first, otherwise the
meeting participants won’t be able to view the camera image on their end*).

Read Page 15 (must use Option 2) and Page 16 to open the Smart Document Camera app on the Smartboard.

Then in your Teams meeting, open the “Share” tray, then choose “Window”, select “Preview” that is the
SMART Document Camera window.
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How to Switch Camera on a Teams Meeting

There are two camera options:
(1) facing the Smartboard/Presenter in the front, or

(2) facing the students in the classroom.

In a Teams meeting, you can just right click the mouse on the image of yourself on the screen, an easy option
will come up that you can switch between the cameras (see picture below). In order to enable this easy option,
you will have to use the Desktop Teams app on the Smartboard to run the Teams meetings (please reach out to
IT if you don't see the Teams app shortcut on the desktop after you sign into the computer on the Smartboard).

\er-Affor,Daniel &

(a1 Switch camera

856 AM

@ 44°F Sunny A 8 2 ¢ & gpnm

.
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How to Have Two Cameras on Simultaneously on a Teams Meeting

You can have both camera options (facing the Presenter/Smartboard and facing the students) on at the same
time by using the Share Tray on Teams.

This will be a good format for a discussion-based lesson for both in-class and virtual students. The virtual
students can see both instructor in the front and the students in the classroom.

Step 1 - Open the Camera app on the Smartboard

Camera
App

»
Open

B pin to Start

- See web results T Pin to taskbar
& App settings
¥= Rate and review

12 Share

\/e

°*_N

B o) p 33em

972972021

® o0r A
0
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s ] . .
tep 3 - In the Teams meeting, click on the Share Tray and share the screen of the Camera app

Window

4

Include computer sound @

New channel meeting |
Microsoft Teams

| General (Testing) | Microsoft

Teams

3:39PM

8 2O P g
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How to Change the Mouse Pointer Size

1. Select Start > Settings > Ease of Access.

J;L System |':'i' Devices D Phone @ Net\'\aork&lnternet
Display, sound, notifications, = Blustooth, printers, mouse Link your Android, iPhone fi-Fi, airplane m PM
power

- - O — -

ﬁ,//‘ Personalization a—  Apps R Accounts (D.__.,_. Time & Language

o ock cceen colore el defaite oo e e AF
ackground, lock screen, colors Uninstall, defaults, optiona r accounts, email, sync, Speech, region, date

features k far 1|I

nifier, hig Ih Find my nies, permissio ocation, camera, microphone

.;:K} Gaming { g —+ Ease of Access /C) Search EI Privacy
— Xbox Game Bar, captures, Game - MNarr, ma i fi issions Lo
!

- U 7
pdate & Security
R~ Windows Update, recovery
backup

2. Select the Mouse Pointer on the left menu.
3. Move the slider accordingly to get the different size.

You can also change the color if desired.

Change pointer size and color

Change pointer size

N N

Change pointer color
| "

4. Close the screen with the X in the upper right corner.
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