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R 1. Spring Semester 2021 Classes

RITSUMEIKAN

Ritsumeikan University
Academic Affairs

For Faclty e

[ Basic Information ] Lectures for Next Year Other Information

Basic Information

Important Information VIEW ALL i

July 17, 2020 "~

Clas==s in the Fall Semester

Jun= 2220210
U2 2.2 A

The Teacher's Lounge will be open from Tuesday, June 23. . U n |Ve rS|ty POI |Cy
Rl 21, 2050 @ Policies of each College and Graduate School

Request to facully members in preparation for resuming the classes on May 7

Basic Information ‘Classes in the Spring Semester
AY2021 Mo Information
Academic Calendars
Class hours Class Implementation Policy

List of assigned class subjects Infection Control Measures

Points to note whe ducting cf 5
Class Support System \ oinl not2 when conducting classes )
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R 1. Spring Semester 2021 Classes

RITSUMEIKAN

Cameras in every classroom

classrooms

e Record and stream lectures from the classroom

e MeetUp for small classrooms, Blackmagic for medium and large

Class support tools

Video recording and
sharing (and editing)

0 zoom 3 Panopto

Sharing of teaching
data

Learning support
system (LMS)

manaba +R

e

OneDrive

Qzoom

&3 Panopto

& OneDrive

/

Equipments that can be
d in the classroom

Classroom size:Small Meetup{camera & mechrochone)
Classroom size:Medium & Large  Blackmagic({camera anivi

R RRRRRRRRRRR Academic Affairs
UNIVERSITY  (For Faculty Members)

ba +R Japan

CAMPUS HEB

Ritsumeikan University

Academic Affairs

[For Faculty Members]

Lectures for Next

ear Other Information

Basic Information

Basic Information

OneDrive is a tool for
* s | | storing and distributing
files. You cannot use it
Livestreamin g Yes No to capture or edit video.
Recording Yes Yes
Storing recorded videos Yes Yes Yes
Streaming and
distributing (on demand) Yes Yes Yes
recorded Videos
Editing recorded videos No Yes No
Setting of prohibit Yes e No
downloading
i
Stora ce is
available in
Pointstonote |+ Wspossibleta [ 0 earq | OneDriveuptod
B ulty

mmmmmm

Academic Affairs support website

" Information about planning and conducting classes
“How to create teaching files, various manuals, etc.
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R 2. Cameras in the classroom

''''''''''' edium and

x M Classroom
SONY Blackmagic are installed in medium and Large

large classrooms. "

*Camera function only.
Please use the classroom microphone.




R 3. How to connect the camera in the classroom

IIIIIIIIIII

What you can do with the camera
in the classroom
-Recording of a class using a board

-Recording of the entire classroom
Preparing PC ’ K Medium ] T
Large (- ua)

mall and
«k sm o Systmem ': | AV System

Simplified flow of class preparation

N B U .

Connect the AV cable to the PC and start the AV system Z200Mm

Connect Zoom

Beyond Borders 7




R 3. How to connect the camera in the classroom

IIIIIIIIIII

1. Prepare your own PC

You can bring your own PC or borrow one from the counter in the faculty lounge.

*Some classrooms are equipped with PC.
2. Turn on your PC

3. Connect your PC to LAN
Case |. LAN cable *Some classrooms have LAN cables

(1) Connect the LAN cable to your PC

(2) When you start web browser, you will be taken to the "RAINBOW ==

Wired LAN Service" page, where you will enter your RAINBOW ID

and password. |
Case |l. wireless LAN

E RAINBOW Wired LAN Service

When you start web browser, you will be taken to the "RAINBOW
Wired LAN Service" page, where you will enter your RAINBOW ID
and password. - e —

R RAINBOW Wireless LAN Service

L R —
Passnord
[ ]

KRN
RAMEDH 1)
UUUUU
Password

*If you are connecting your own PC to the campus wireless LAN for the first time, 8

Beyond Borders you will need to configure it for the first time.

http://www.ritsumei.ac.jp/rainbow/service-wireless/
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R 3. How to connect the camera in the classroom

RITSUMEIKAN

4. Connect the cables on the lecture table to your PC
—>Projecting your PC screen onto a display projector in the classroom

Using a VGA (RGB) cable VGARGE) Using a HDMI cable

gb*Meeting Came

> Software g

{oy Software settings

USBIEGIEFIE Zoom*>Skype T TR OEE ARELTLEE Y,

Set the following items in Zoom of Skype.

N
T ——

; n v LIFEQROK S Series
_ﬁ u 1225

Symetrix USB Audio c g i P ;
To ke ENAE AT . . e idio | I)S—*vyLJjas;ﬁ Audic ;
Symetrix USB Audio S VS i AN
II-FvYENAL-NT4Y

-

‘ Symetrix USB Audio
e A (L I

HHAEN

Connect a VGA (RGB) cable and an audio cable to your PC.
*The sound will not play unless the audio cable is connected.

Beyond Borders *If you are Mac user, you will need an HDMI conversion adapter. 9

Available in the Faculty Lounge (limited number).




R 3. How to connect the camera in the classroom

IIIIIIIIIII

5. Connect the cables of classroom equipment (cameras and speakers) to PC
—>Change the camera and speakers used in Zoom from PC to classroom equipment

Using Your own PC Using a classroom PC
USB .

(l/)"eeting Camera & Audidiile
{oy Software settings

USBEEBRIF I ZoomSkype T FEDEE ARELTLE

&l

Set the following items in Zoom of Skype.

sssss

Connect the Software Setting USB and PC (Cable with tag on this)

Beyond Borders 10




R 3. How to connect the camera in the classroom

IIIIIIIIIII

*Each campus and classroom has I

6-1. Operation on the lecture table different teaching equipment

Using a HDMI cable

K6016 R°°

- ke

(1) Press the “ZFE & /& MAIN POWER", "DISPLAY POWER", and "PROJECTOR POWER" buttons
(yellow circle). Then they light up red.

(2) Press the two "¥§3APC HDMI-1" buttons (green circle).

(3) Press ¥ on the white "SCREEN" box on the right side of the lecture table (_).

Beyond Borders 11




R 3. How to connect the camera in the classroom

RITSUMEIKAN

6-2. Operation on the lecture table

Lecture table equipment differs depending on the campus and classroom.
Please refer to RAINBOW ITH7R—h> =R {E— &

@ show [/ hide list columns

You can show or hide the columns in the list by checking / unchecking the check bowes. Select all Cancel all

Kinugasa Campus Classroom Equipment List

B Capacity Wired microphon[/] wireless microph[] projector Screen (inch) Screen (number [/ display Touch display
General classroom Information classroom
e one of faces)
Blu-ray DVD CPRM compatiblel] VHS €D Cassette deck Document camerfw] Board writing ca
This semester This semester a (OHC) mera
oA
T _IBI ) ~ PDF HDMI input VGA input AV Input Supports distanc [] Desk / chair blackboard Teacher's manua ] Remarks
L Web (teacher manual) LE Web (teacher manual) e lectures 1

Next semester
=
~ PDF
Z Web (teacher manual)

semester
[}

Last updated: 2020-03-30 The manuals are in the right column of the list. Please slide the table to check.

S Docurment ca . - e " v

Ladﬁfm mera Eaf;drr':g:ng T_IDTE I:"“Sr iﬁh:r Supports distal Desk [ chair hl‘;'r:'jh"
- {OHC) H + PUE | nce lectures e Teacher's manual Remarks
Al# Al Al g Alg | AlS - Al g

Al g Al &

Distance lecture classroom (common)

Fixed * |7 Teacher Manual: 1 |-
Equipment / manual list i B
This is a list of PCs and board “l -1 °] - Co T e e o] e ] ©f moacher amuatia -
cameras, and whether the OHC S o o o = | veate | o 8 tacher Manuat:1 |-
supports USB connections. 2 el B B > . oo o = | vombe | o 8" Teacher Manuai:1 |-

Fixed . C Teacher Manual: 1

12

[ Manuals are located in the right column of the list.
Slide the table to see it.
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R 3. How to connect the camera in the classroom

RITSUMEIKAN

Attention !

7. Start Zoom
Not “ .(dot)"

[ Ave |

i) Click the ZOOM icon i) Sign In iii) Sign In with SSO

o < Zoom Cloud Meetings X © Zoom Cloud Meetings

Sign In with SSO
\\ Sign In vith S50 ‘ Company Domain
—— (ritsumei—ac—jp‘ .zoom.us]
or ‘
do not know the company domain

)

iv) Enter “ritsumei-ac-jp” & click “Continue’

X

z

Zo00m

. foom

M Start foom

,
@

Sign In with Google

( f Sign In with Facebook ‘

You cannot sign in from here.

< Back Sign Up Free < Back

Version: 5.2.3 (45120.0906)

iV) Enter your Ritsumeikan email
address and password

i) Open the web page i) Sign in iii) Sign In with SSO

= £e 2 67

If you are using a \
browser to connect to UY-REMRLELE, HEETEEES Y ILTREL x
Zoom, we recommend

using Google Chrome, ) J ‘
(5
\

B Microsoft

YL

A=)l EEE. Skype

THIANFHCRATERNGS

A2y AT JME | KHN

or Firefox. 105 4
It may not work o —
properly with Internet

1 2 LI EEICH@mBAH TTY A ? ERY 79

BREFhU L bEERL T LTLEEn

Explorer. '
p l Q  SSOTHA1 -|@st.r|15umel‘acgp
B B r I rs "G | GoogleCHT 1~ l}-;zj_ S
ey‘ ,I I o e §  Facebook TCH-f >




R 3. How to connect the camera in the classroom

s
If you have activated waiting

room, you will need to allow
participants to join.

i) Click “Start” on the home

i) Open Zoom

i) Click “Join with Computer Audio”

™ Choose OME of the audio conference options

zoom Open Zoom Meetings?

| hitps//zoom.us wants to open

Phone Call Computer Audio

Join with Computer Audio

Te

Open Zoom Meetings

uuuuuuuuuu

vt Link:
|| Automatically join audio by
Please click Open Zoom Meetings if you see the system dialog.

mmmmmmmmm
If nothing prompts from

yrowser, click here to launch the meeting, or download & run Zoom.

i) Go to "Meetings" and click on our class ii) Start this meeting
ZOOIMN  sownons - pumsaprane  conmacrsaies

iii) Start from your browser

Meetings

Upcoming  Previous

Click Open link on the dialog shown by your browser
Start
Personal Room  Meeting 1
8 to

Recordings

If you don't see a dialog, click Launch Meeting below
4
Wi Today -
Launch Meeting
Today 15:00 - 16:00 My Meeting
Settings
[ 15:00 - 16:00 My Meeting

Edit Delete
Meeting ID: 957 7258 6569
Meeting ID: 957 7258 6569
ADMIN

Dashboard

> User Management

> Account Management

Dootba

ral’

(When you connect to Zoom using a browser, you may get )

a pop-up asking if you are allowed to connect to the
Beyond Borders

camera/speakers when setting up the connection to the

classroom equipment. In that case, be sure to select
KAIIow.

J




R 3' HOW to connect *Uncheck Mirror my video.

RITSUMEIKAN

Zoom App > Setting > Video > My Video > Mirror my video

N

CT—\

My Video: ¥ Enable HD

9. Set Camera and Microphone Inputs.

Mirror my video

Small Classroom (Meetup)

- Please set camera and Audio “Logicool MeetUp.”
DASEER (Alt+NYIDHE 2 FT6)
v Logicool MeetUp

v Touch up my appearance

NA7
v T1— F>47)L AE—-H—T4> (Logicool MeetUp Speakerphone)

Vi« .

Start Video N 485! (Realtek High Definition Audio)

SATLERG

USB HD Webcam

X Notice .-'.r-ra'.:ll:l Camera & Anprlic 'm
The text should be large and easy to understand. As a guide, one character should be about the size of your palm. & Software settings
We recommend that do not to use microphone when you use MeetUp. smmh, e FEpeTTECANERELT <HEL.

Set the foliowing items in Zoom oe Skt

*Cameras and microphones are displayed [;mjm&ﬁm—]
differently in different classrooms, so check S g ey R

the note on the cord!

Medium & Large Classroom (Blackmagic)

CAMERA SELECT
- ®©

Vit PASERIR (Alt+NE)DE 275 ' Select D if you have one @ |

P

Start Video v Blackmagic Web Prese-nterl By o camera in your classroom, or |
USB HD Webcam YATALEL select if you have two

cameras.

*Notice
The text should be large and easy to understand. As a guide, one character should be about the size of your palm.

For medium and large classrooms, we recommend using the microphone installed in the classroom.
-\l’ Wil W Wil J




R 3 HOW tO ConneCt the carrfPlease select "Record to Cloud” for the PCon )

classrooms and the PC from teacher's lounge
because the internal data will be initialized

RITSUMEIKAN

(deleted) when the power is turned off.
\* Please note that the Zoom cloud retention period is set to 30 days.

10. Video Recording on Zoom
(1) Recorded with Zoom (2) Save to PC/Cloud (3) Share your URL on manaba
*Please record the online lecture every time and share them to students.

(There is also a default setting for automatic recording) Record on this Computer
Record to the Cloud

4 ' oo 1 ,~ | [ ] N
P L ZL ~ @ -r - LD ©A ] @
Unmute Start Video Security Participants Chat Share Screen Record =alkout Rooms Reactions

A )
D Mute/ Unmute: choose mute or unmute of your mic.
nmute

"‘ ~ - - .
Start Video @ Start Video/ Stop Video: turn your video on or off.

G’ ® Security: check each setting what you need.
Lock Meeting: keeping new participants from joining the meeting regardless of whether the they received the

Security [
invitation URL.
«  Enable Waiting room: enables Waiting Room for incoming new participants or to move current participants into

the Waiting Room.
+ Allow participants to: manage participants’ operation, such as share screen.

LB @ Participants: click to check all participants. Operate here to each participants.
Participants xYou can operate the waiting room here.

) @ Record: record the meeting.
® Chat: click to open chat. @ J
o Breakout Rooms: you can split participants

into several groups.

&l © Share Screen: share your screen.

Share Screen

eyond Borders

@ Polling: you can launch a poll during your meeting and 16

» gather the responses from the participants.




R 3. How to connect the camera in the classroom

RITSUMEIKAN

Classroom size : Small Classroom size :
MeetUp Medium & Large _.f

(camera & michrochone) ’ Blackmagic

{camera only)

O X

Microphone/SPEaker | o seaus e und » ol e ot | pacrophone ot s reure
Blackboard Projection O O
Projector Screen Projectiongy AN AN
Microsoft You can open the PowerPoint on the PC running Zoom and
PowerPoint show It to your online students by using Zoom screen sharing.

In some classrooms (those with USB support for document
Document camera camera ), images projected by OHC can be shown to your
([}uerhead] online students via Zoom. In this case, please select

uuuuuuuuuuuuuuuuuu

You can play DVD/CD on your PC running Zoom and show It to
your online students by using Zoom screen sharing.

DVD/CD etc. In this case, please check the box" 0Share computer sound” in
the share screen.

(1) If you take a picture of the image on the screen with a camera, it may be difficult for online students to see it.
(2) Classroom equipment varies from campus to campus, so please check the IT Support website ITH—HP> $H=50
EBE—=

Beyond Borders 17




R 3. How to connect the camera in the classroom
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Reference Manuals

1. Operation manual for classroom equipment (simplified version)
How to operate classroom equipment
https://secure.ritsumei.ac.jp/staff-all/academic-affairs/assets/file/current/class equipment 2020 fall en.pdf

2. Checklist for Troubleshooting
Troubleshooting of classroom equipment
https://secure.ritsumei.ac.jp/staff-all/academic-affairs/assets/file/current/camera checkOlen.pdf

3. Classroom Equipment and AV system Manuals
[ 20 =25 {— & | List of classroom equipment
*If you are using a browser other than IE, you can use the translation tool to translate your language
http://www.ritsumei.ac.jp/rainbow/service-facilities/

4. Manual for face-to-face classes (including measures against infectious diseases)
http://secure.ritsumei.ac.jp/staff-all/academic-affairs/current/information/spring 2021 attention.html

5. Zoom Operation Manual
Conducing classes on Zoom
https://secure.ritsumei.ac.jp/staff-all/academic-affairs/eng/webzyugyo/manual.html/

Beyond Borders 18



https://secure.ritsumei.ac.jp/staff-all/academic-affairs/assets/file/current/class_equipment_2020_fall_en.pdf
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R 4. Troubleshooting during a class

RITSUMEIKAN

If you have any problems during class, please call the Administrative Office (Manabi Station) at
each campus.

Manabi Station *Open from 9:00a.m.-5:00p.m. (OIC: All day)

Kinugasa: Gakujikan Hall 1F Tel: (TFN) 0120-075-491 (Ext. 511-7112)

BKC: Prism House 1F Tel: (TFN) 0120-077-492 (Ext. 515-2454)

OIC: Administrative Office, Central Wing A 1F (AC) Tel: 072-665-2050 (Ext. 513-2263-513-2088)
< Toll-Free Call can be used only for urgent situation during a classroom.

K Examples of inquiries
AN 2 -Connection with classroom equipment does not work.
F-9-9-1 Oé -Students online cannot hear the sound from the DVD.
C)Q}\ Classroom /% -Students onllne cannot see the prOJector image.
O [items need to be checked] In case you cannot connect Zoom on online classes.

O/(‘ (DHas the USB cable connected to the PC correctly?

£

~

In April and September, it may take some time
to visit the classroom.

The "Classroom Equipment Troubleshooting
Checklist" is available on the Academic Affairs
Support HP, so please check it if you have

trouble connecting to Zoom.
https://secure.ritsumei.ac.jp/staff-all/academic-
affairs/webzyugyo/manual.html/ j

(2)Check the video setting.
0 setting at the bar on the bottom.

® R
- Contact

Manabi Station

19
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R 4. Troubleshooting during a class

RITSUMEIKAN

[items need to be checked] In case you cannot connect Zoom on online classes.

'ii?-'HES the USB cable connected to the PC BGI’I’EB‘H","? Setting of microphone and speaker for MeetUP (mainly at Seminar Rooms)

r [ «Microphone: Collecting the voices from the students in the classrooms as well.

Using the PC at the teacher's desk oo anestng peAlephons Lo e
After starting up the PC connect the USE cable which is placed at L:' ¥ P R
Speakerphone).

the teachers dask, to the PC at the teacher's diesk.

o
=

Using your awn PC <Microphone: Collecting the voice only from the microphone at the teacher's dask,

Cannect USE cable and HOMI or REE cable which are all placed at Chick [l nest the microphane ivon and dhoose
the teachers dask, to your awn PC. _ “Microphons|Shore MV
Some dassronms may display differently.

Click . next bo the micrephane ioon and
choose “Ceho caneelling speakerphone (Logicoal
bleetlp Speakempbane).”

(2)Check the video setting.
[ Check the video setting at the bar on the battam.

Click “5tart Videa™
Iz the red shaded line hidden? Setting of microphone and speaker for Blackmagic [mainly at Lecture Rooms)
il n!

Click . next b Ehe micraphane ioon and_

N

e

Mainky at Seminar Room

<Far Microphanae s

Click Il next to the video ikon and chaose Chatse “Ethn cancelling speakerphone.”

n &

<Far Spaakers>

rMainI!,rat Lectura ROOMm | Chopse “Echo cancelling speakerphone.” )

Cick Bl et v the videa ican and chaose - - R .
“Blsc) ic Web P . Setting of Audio Control Panel for Blackmagic [mainly at Lecture Rooms)

. s ,
Same classroams may display differently. wAudio Control Panel: - White boxes installed in the middle and large dassrooms,
| ) "Receive Volume® - - -Adjusting volume o
Lo LR
P . R received Fn:rnl the cther party
(3)Check the sound setting. ~ = &, ~Ifyoucanthear the other person, bum up the
d ") wvolume,
Check the sound satting of your PC, e "Transmit MIC Valume"- - - Adjusting volume to be
Click the sound setting Bl at the rfight battom of the PC wreen sent to the other person.
and check if it's not muted. —If the other person can't hear your voice, bum
I the walume setting appropriste? up H-'E volume. :
h, J EIE will be reset every time you restart the AV
. aystem of the teaching table. Y
Check the microphone setting. Click “Unimute.” [Dther Acbons] [Information]
s the ped shadsd Tins hidden T [IRe-insertion of the cable [Reboot AV system.
= IF th i Rt i 06 Barmia b g i Wil o ok, 11 | Rﬂ[ﬂa:’.ﬂr‘l'lﬂl"ﬁ. f:'r '."_.abhi or | IFE.ESEEIr'EII"Ig FO0m Elrjr_‘l
arking cminy corversion adapter, [Restarting PC.
IS5 Cable [ITry It on anather PC.

[IConversion adapter

Beyond Borders
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R 5. Support for web—based classes

RITSUMEIKAN

Support for web-based classes

This web site is a summary of the basic ideas for
designing a web-based class, including the display
of teaching materials, instructions for learning, and
grading methods.

We have also included manuals and case studies, so
please use them when designing your class.

Center for support in relation to

online classes

If you have any questions about the use of tools
such as Zoom, Panopto, OneDrive, etc., or about
designing a web-based teaching format, please
contact the center for support.

RITSUMEIKAN Academic Affairs
UNIVERSITY  (For Faculty Members)

CAMPUS HEB

Ritsumeikan University

Academic Affairs

[For Faculty Members]

Web-based Classes

Basic Information Lectures for Next Year Other Information

Support for Implementation of Online Classes

In the 2021 course policy, courses will be divided info two types: courses where face-to-face course sessions exceed 1/3 of all course sessions, and courses where face-to-face course
sessions are less than 1/3 of all course sessions
This has resulted in the existence of many courses that have different course forms depending on the course session.

In this page, "online courses" refers to courses with one or more online students per course, regardless of whether there are face-to-face students or not

The following is a summary of the basic ideas for designing each type of course, including the display of teaching materials, instructions for learning, and grading. In addition, there are
wvarious manuals and case studies to help you.

*Guides to producing teaching materials, case studies and other resources are updated regularly.

Contact Information

2020/4/20

Inquiries Contact Information

Administrative Office of your College / Graduation School ©

Center for support in relation to online classes

(Tel: 075-466-3033, Ext. 511-4632, Mail: km-adm@st.ritsumel.ac.jp)
Open at Monday to Friday, 9:30-11:30, 12:30-17:00
*Please inquire us by email on Saturdays, Sundays and Holidays. If you inquire us on the weekends or holidays, we will get
back to you accordingly after the fellowing Monday. We would appreciate your Kind understanding.
“From December 26 to January 5, we will close as winter holiday.

Web-based class support
(Zoom, Panopto, OneDrive)

inugasa : Gakujikan Hall 1F Tel: 075-485-7865 (Ext. 511-7112)

+ Prism House 1F Tel- 077-561-4972 (Ext. 515-2424)
Face-to-face class support X y - L. e .

Center for support in relation to online classes
(Tel: 075-466-3033, Ext. 511-4632, Mail: km-adm@st.ritsumei.ac.jp)

Open at Monday to Friday, 9:30-11:30, 12:30-17:00

Beyond

RAINBOW Service Desk [Technical support desk of the IT service at the university]

(RAINBOW user ID, Wi-Fi, Email, How to use
Computer Rooms, etc.)
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Hands-on workshop: Operating classroom equipment

If you have any questions or concerns after reading this document, or if
you would like to see the equipment in action, please join us for a
hands-on workshop (face-to-face only, held in English). We will provide
face-to-face answers to any questions you may have when you register
to attend (guidance will not be provided as described in this document).
We will also provide a classroom to allow you to experience operating
the equipment. Please see the following website for details of the

workshop.
Institute for Educational Development http://www.ritsumei.ac.jp/itl/

*Pre-registration is required.
*It will be available on our website in early March.
*For online enquiries, please contact us;

Mail: km-adm@st.ritsumei.ac.jp

Beyond Borders 22
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IIIIIIIIIII

Thank you for your attention

Beyond Borders
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