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WeCom Introduction

Tencent 1is positioning as a digital assistant, and WeCom 1is the
exclusive connector for the organization, indicating that the

organization connects internal, connects industries, and
connects consumers.



29
"

Simple to use,
zero cost to
get started,
and work in a
familiar way.

WeCom Introduction

¥

Connect to
WeChat

Add customer’'s WeChat, provide Integrate efficiency tools such
services to customers through as scheduling, meetings, and OA

single chat and group chat of applications such as punch cards
hundreds of people, publish and approvals, provide a rich
content to customer's WeChat selection of third-party
circle of friends, what's more, applications, and 59pp°?t API
have the ability of small access to own applications.

program, payment, etc.



WeCom has features and oa tools that fit the office scenario,
such as leave, reimbursement, attendance, to handle office
matters on your mobile phone.

WeCom supports single/multiple group chat, acknowledgement,
multi-person call these functions, etc., to facilitate the
sending of messages, notifications and announcements.

WeCom can realize basic teaching, such as live online teaching,
assignment / upload of homework, and view of the timetable, which
is convenient for teachers and students to learn.

The address book of WeCom can be divided according to the
department management, the address book personnel, easy to find
and manage.
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WeCom Download

PC-based WeCom download method:

https://work.weixin.qgq.com/

Mobile phone WeCom download method:

Login to App Market/App store Search WeCom to
download and install.


https://work.weixin.qq.com/

Teacher/staftf registration

Step 1: The administrator provides the user with a QR code for

registration
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Teacher/staftf registration

Step 2: After scanning the QR code, read the privacy policy

and agree to fill in the form
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Personal Data Collection Statement User registration
“Smart Campus Service Plan” Entry Information
This statement is for collection of personal Name

data for “Smart Campus Service Plan” of the
Education and Youth Affairs Bureau (DSEJ).

Mobile

1. Purpose of collecting personal data

The data is collected for the purpose of
operating "Smart Campus Service Plan”. The
principles of data collection are: be adequate, Department Sure you want to submit it?

| t and not ive. 2
relevant and not excessive 0 items selected Sure you want to submit it?

2. Transfer of personal data
When the data collected via "Smart Campus
Service Plan” is transferred to other
administrative authorities, judicial authorities or
private entities, such authorities or entities must
also comply with the provisions of Law No.

8/2005 "Personal Data Protection Act” when
collecting and handling data.

Cancel

3. Access and correction to personal data

According to the provisions of Law No.
8/2005 "Personal Data Protection Act”, users
need to submit a written request to the DSEJ for
access and making correction to their personal
data.

4. Protection of personal data




Teacher/staftf registration

Step 3: After the user submits, the administrator will receive
a message reminder to audit the user information. The program

creates user information after consent.

acau Bureau School Mgmt. PL.. &

User information review

’ HERBRRACARK=

(12008141313) A R =d/NF 89
BER san. zhang

4 RERE—NTEEAFEK
SHERBRKS, EROEF 12345678901

Hangzhou Yunyou Network Technology Co.,

5 EREIARMN ZHFRERHRAERL
&

REEEFE

Details

T
"

san. zhangapplied to join Hangzhou Y
unyou Network Technology Co., Ltd.
Click for details

Details

® @®




Mobile login method:

Log in to WeCom :

1. After downloading the WeCom in the App Store, you can choose
"WeChat Login" or "Mobile Login"

2. "WeChat login", open WeChat to authorize, and search for the
company after authorization. After verifying the member's mobile
phone or email address imported by the administrator in the
address book, you can log in. If you are prompted that the
company cannot be found, please contact the administrator for

the appropriate mobile phone or email address.



Mobile login method:

Log in to WeCom :

3. "Mobile phone login", if there is no WeChat installed on the
phone, log in through the phone number and verify the member
phone imported in the address book by the administrator to log

in. If you are prompted that the company cannot be found, you

can try to find the company by email.

Find a company: Enter the mobile phone number or email address
imported by the administrator, click Next, and enter the

verification code sent by the WeCom to log in.



WeCom Login

Computer login method:

To log in to the WeCom desktop, you
need to download the WeCom mobile
client first. After logging in the
mobile client, you can log in by

"+" -> "scanning QR code" on the
desktop in the upper right corner of

the WeCom Messages interface ,
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WeChat login:

WeCom Login

Q
Q)

WeCom

WeChat Login

Login via Phone

15:14 1l F #3HD WG

hq

Mobile phone login

15:14 {1l F WiHD WG

e

Login via Phone

+86

15:14 {1l F W2HD NED

e

Enter code

Sentto +86 13867344481

Resend after 58 s

Didn't receive the verification code?

Note: It is recommended that you use WeChat to log in.




WeCom Login

Health Report app view:
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of the health report application. -
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WeCom Message Session-Group Chat

Start a group chat:

1.

On the mobile terminal of the mobile phone, click "+" -> "New
Chat" in the upper right corner of the message interface to select
participating members through the recent contacts or corporate
address book ,

To add on the computer, click "+" -> "New Chat" to check the
corporate address book members that need to be added.
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WeCom Message Session-Group Chat

Type ___|Difference

Internal group Group chat with only WeCom users

External group Group chat in which WeCom users and WeChat users participate

All members
group (internal Group chat in which all WeCom users in the organization participate
group)

Department group Group chat with all members of the department where the current WeCom
(internal group) user belongs

Class group Teachers in the corresponding class in the School Contact use WeCom,
(external group) and parents use WeChat to participate in group chats



WeCom Message Session-:Group

Voting:

WeCom supports rapid voting
in groups to facilitate the
election of members or data

statistics.

%#3

Chat



WeCom Message Session-Group

Voting:

Select a group, click the plus sign on the right of the input
box, turn to the second page in the function options below,
and find the "Vote"

Name the voting name in the voting subject, and fill in the
person or matter that needs to be voted in the option.

In the multiple options below, you can choose whether to
choose multiple choices and whether to make the voting
results public.

Then there will be a link to vote in the group, by clicking

on the vote, the initiator can watch the results in real time

Chat

-+ Add Options

Multi-Select is allowed

Share Vote Result




WeCom Message Session-Group Chat

G
Survey :

It can quickly collect members’
information and supports setting
multiple options for group ‘*Ewmw
members to fill in, which 1is O, @@
suitable for the scenario of 6 m 0O 2

Meeting Live Video Location  Contact Card

collecting information from al = | @

aaaaaa
appointment

group members.




WeCom Message Session-Group Chat

Survey :

Fill in the form name and add form

options in the form filling interface. o

Click "Initiate a survey" when finished.

A form filled in information will be

published in the group, and group

members can fill in the form through

the notification link. Click "Fill out

the form". After filling in, click et e o
"Submit" in the upper right corner to

complete the filling.



WeCom Message Session-Group Chat

Form export :
After the relevant information 1is

collected, you can also check the filling

in status through the link of filling in
the form in the group. The information
collection form can be exported at the

bottom. You can save the form to the

17:58
Sele
Save to Wel
Create new
Recent chats
-
.
L

WeDrive or share it to related group

chats. To save to WeDrive, you need to

select the space you want to save, and

then click "Save here" at the bottom.



Create class group chat:

You can select a class through "Workspace"” -> "Class Group" ->
"Create Class Group" to create a class group chat on mobile
phones and computers. After the class group is created
successfully, teachers and parents of the class will be
automatically invited to join the group chat in the Education

Contact for more convenient home-school communication.

Note: Teachers can find "Set Teacher" in the menu bar at the
bottom of the "School Contact” to set the heads of all levels,

form teachers and class teachers.



WeCom Message Session-Group Chat

Mobile phone : Computer :
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Class group chat function:

Class groups can realize basic teaching and communication
between teachers and parents. It is convenient for teachers to
issue notices, live classes, health report, assign homework, and
check attendance for students. Parents can receive messages,
homework, etc. released by the teacher in time, and it 1is not
easy to miss the live broadcast of class, which is convenient

for updating the real-time status of the child.



WeCom Message Session-Group Chat

Mobile phone : Computer :
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WeCom Message Session-Group Chat

Class Group Leader:

The system defaults that the first teacher ’1;:i% = .

configured into the [School Contact-Class] < Eﬁ o
17 [ —

is the group leader of the class group. The E -

group owner needs real-name authentication. c; o =D oz o

After creating a group chat, you can click

on the upper right corner of the class group ° [

Files  Images/Videos Links

Confirmation for New Members

conversation page to enter the back of the

Tagged class

group, and the group owner can click [Group .o

Sticky on Top

Save to Contacts

Management-Transfer ownership]

Set chat background

Report



Join the class group:

At the moment of class group creation, there are the following situations:

1. If the teachers and parents corresponding to the class are friends with
each other, the parents will automatically join the corresponding class group;
2. If they are not friends with each other, but the parents have followed the
school, parents will receive a QR code push of the corresponding class group
in the "School Notification", and they can join the class group by scanning
the code.

3. If they are not friends with each other and the parents do not follow the
school, a notification to join the class will be issued through the "Service
Notification" of WeChat. Parents can click the notification to join the class,
then check the QR code of the corresponding class group, and scan the code to

join the class.



Parents have followed the school :

WeCom Message Session-Group Chat
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Join the class group:

When the parent does not receive the invitation notice issued by
the administrator, there are the following situations
1. The mobile phone number bound to the parent's WeChat must be

the same as the mobile phone entered in the teacher's School

Contact.



2. The same parent's WeChat can push notifications of invitation to
follow up to three times a day. These 3 notifications include push
notifications of "invite to join the company"” and "follow school
notifications”. When the same company sends it for the fourth time, the
parent cannot continue to receive it. If another company has already sent
the "Invite to Join the Company" notice or "Follow School Notice" to the
parent’'s WeChat 3 times, the company that did not send it on the same day

When you click send, the parents will not receive it. In this case,

manually click the invitation in the "Education Contact"” the next day.



WeCom Message Session-Group Chat
Join the class group:
If the class group already exists, you can contact the teacher or
other parents in the group to manually invite the new parents to join
the group, or provide the QR code of the class group to scan the code
for the new parents to join the group. If you do not want irrelevant
people to join, the group owner can open the "Confirmation for New

Member"” through the group management, and the QR code cannot be

245 LD »an " . oy o o
Group QR code
S C a r I n e d € smallclass2BEEREE(1) B2 28 <« S:g‘;_‘zgzgs"de & Group Management & Gl aR
o Invite parents, parents c
® Wechat. invite
If enabled, the group name can only be edited by the
ﬁi\; group owner or admir Aﬂ

Small class2H-VE4R 8%
Jain the group by scanning the QR

Small class2¥t-BE4: 5%
Jain the group ing the QR

Regular Class Health Report



WeCom Message Session-Group Chat

Remove from class group:
If irrelevant person to join the class group, you can select
the relevant member through the upper right corner of the

class group-Group Members "Remove member"”, and then confirm.
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WeCom Message Session-Group Chat

Do not create the class group:

If you do not want to create a class group, you can contact the school
administrator and change the method of class group creation to "manual
creation"” mode, as long as you do not click the "create now" button in
the [School Contact-Class Level-Class Group], the class The group will

not be created successfully.

€ Education Contacts

’& Add parents Set teacher = More
Me



WeCom Message Session-Group Chat

Delete the class group:

If you want to disband an existing class group, the group owner can
click on the upper right corner of the class group conversation page-
Group Management-Delete Group Chat, and turn on "Confirmation for New
Members", the class group will be disbanded and parents cannot scan

the QR code again to enter the group

Restrict Group Name Change
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rﬁ Confirmation for New Members o I
e
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SIRATERER Tagged class
Group admin
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Class group chat:

In order to facilitate class management, one class can only correspond
to one class group. Teachers and parents of this class will be invited
to the same class group;

If you need to re-create a class group, the group owner can click
"Group Management-Delete Group Chat", after disbanding, you can re-
create a class group or mark other external groups as a class group.
Note: After disbanding, members of the group will be removed with one

click, please operate with caution.



WeCom Message Session-Group Chat

Mark the external group as a class group:

Common external groups can be marked as
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Group Management
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class groups. Click the upper right ke e
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corner of the external group conversation B L ==

C\ WeCom Team 118
¥ New feature Save to Contacts
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My Customer Service
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page to enter the back of the group, and "

the group leader clicks "Group

Restrict Group Name Change

Management-Tag class group” to mark the

Tag as the class group of 3EE. Aft
er tagging, teachers and parents
will be invited to join the group
chat.

current external group as a class group,

and at the same time invite the teachers

Group admin

and parents of the class in the School SER—-

Contact to join.



Release notice:

Schools or teachers can issue notifications to parents by
clicking "Notification" in the dialog box "+" in the class group,
you can edit the content of the notification and set the way for
parents to confirm the notification.

If you have not created a class group, you can also use
"Workspace” -> "Parent Notification" -> "New notification”

select the parent of the student to be sent, edit the content,

set whether the parent needs to confirm the notification, and

then send it. The computer-side notification process is the same.



There are three ways for class groups to release the notice:

The first type "Only parents need to check the notification”,
parents/students can click to enter after receiving the notification
link.

The second type "Manual confirmation by parents is required”,
parents/students need to click the "confirm receipt"” button after
entering the notification link to receive the notification.

The third type "Signature by parents is required"”, after entering the
notification link, parents/students need to click the "Signature
Confirmation" button, enter the parent/student’'s name by hand, and

click Finish.



WeCom Message Session-Notification
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Explanation of Workspace release notification function:

Setting "Contact if necessary"” means that when the notification
link is sent, the teacher's WeCom QR code will be added to the
notification. Parents/students with questions can contact the
teacher by adding the teacher's WeCom. Set "Parents must confirm
the receipt of notifications™ is in the notification link, and
click the "After reading, please click to confirm receipt"” link to
confirm the notification. This method is mainly sent to

parents/students who are not in the class group.



WeCom Message
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WeCom Message Session-Notification

Class group
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WeCom Message Session-Notification

Class group notification Workspace notification
confirmation status : confirmation status :

00:58 AR RONCE 00:58 & 3R 0 0@ 1809 @8 00:59
< Details : & Details Workspace & Details Recall
hello everyone hello everyone Message g RrRE 25
notification o BarartEy GE ) i
Send to: Parent(s) of /J\w... (5) student(s)
Contact Parents
ESS
Confirmed-1 Not confirmed-1 Confirmed-1 Not confirmed-1
Nq INBREE v
School Parent Class Group Not confirmed b = ™ = -
Contact Notifications i 5 SN IS S0 CoImIny
Send notifications to followed
ren N
School Manage parenta . r"‘ 48 (Not joir
Teachers can give assignments and event 2 z
notifications, and parents can receive school N
og notifications on WeChat W,
[~ [=] I\w-} 2 Not joined)
Announcem Attendance Others INBRER
L New notification iR
B i
\r-Father
Forum Approvals Report
7 F Confirmed by parent(s) of
" Notifications sent
ools
E Configure parent apps
Parents can use available apps set by the schoo.
Calendar Meeting Compa
ny-paid call
o [T}
Remind parents to confirm o o8 - BN
Messages Contacts Workspace e




WeCom Message Session-Live Class

Live online teaching:

Teachers can initiate a live broadcast in the
class group for online teaching. In the class
group dialog box "+", click "Live Class"”, and
you can select Large Class, Small Class or
General Live Video. Open the live, you can
enter the live subject and set the live
permissions before starting the live. The
live class can also be started through the

"Workspace".
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Large class (mobile terminal):

Students must apply to the teacher for speaking. When launching a
live, you can set "Enable Class Replay"” and "Allow Raise Hands".

In the live interface, you can manage students' speeches, invite
students to speak or finish students' speeches.

You can also initiate Check-in to students and set the effective time

for Check-in, so that teachers can check the number of attendance.
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In Class > In Class >

Class class

Start class

Enable Class Replay Allow Raise Hand

Broadcasting means consent




Speaking interface : Check-in interface :

N E) HES N E) & »NE) 18:17 “Il &2 NG 18:17 "l i HD
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Fd HIFEHE-2. O B Fa HFE-R. By Fd ¥IEFEAE-R. G B

Manage speech Manage speech - 1 v v Check-in < Check-in Count: 1

@ ., .
? ‘he@WweChat @ Initiate Check-in for Students Checkin Count: 1 1 1 CHECKED IN 0 NOT CHECKED IN
A After it is initiated, students will receive a cke

check-in reminder in th ss. i
Invite Students to Speak
in within the following time:
Invite Students to Speak 30s 1 min 2 min

Initiate Now

=+ Initiate Check-in



Small class:

Real-time face-to-face communication between teachers and students.
You only need to set the subject of the live broadcast and whether to
"Enable Class Replay”.

On the live interface, click on the avatar of the student who entered
the live to manage the on or off of the student's microphone and
camera, and whether to allow the student to post comments. There is
also a check-in, which is convenient for teachers to check student

attendance status.
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General Live Video:

When initiating a live, you can check

"Enable replay"” and "Allow to speak”

Live video ended

Live Host: I 08H828H Fri 14:20 - 14:21

on the live page.

&
After the live ends, the playback “fifﬁ%~ e e
generation time is about 5 minutes. = n ==
After 5 minutes, you can click "View ———
@ @®

Details™ in the group chat to view the

playback content.



Live permission :

The initiator of the live on the mobile phone can set the viewing
rights of the live. The default is "Unlimited". In this state,
WeChat users can also watch it, and can also switch to "Only
members of the company can view it".

When the computer-side live initiator sets the viewing permissions,
"Unlimited in Company" is the "Unlimited" on the mobile phone, and
the computer terminal can choose the range of members who can watch

the live broadcast. Select some members from the address book to

watch.



WeCom Message

1624 @ A Q@ W = HD Kl @

& Live video permission

Watch

Unrestricted viewing rights v
Only members of the company can view it
Comment

Viewers can post comments O

Session-Live

Unlimited -

v Unlimited

Company members only

Start live video

Class

All Company Members

Specified Members...




Watch and share live:

When someone in the group initiates a live, the live link will be
automatically pushed in the group. Click the 1link to watch the
live. The initiator can share the live link/live QR code to WeCom
and WeChat chat during the live, and group members can also

forward the live 1link/live QR code.
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Invite parents, parents can join the group on

WeChat. Invite.
. 00:00:06 in live
Please review homework [
corrections
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Invites you to watch the
live stream "test"

Let's watch 0
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Notification ME ClassLive Health Report
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Forward to chat

Share to WeChat

Live video QR code
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Share live video

Invite to Join

Report live video




Live with microphone:

If the host has a check to allow viewers to speak in video when
starting the live, the host can invite the audience to speak with the
microphone, and the audience can also apply for the microphone to speak.
1. The anchor invited the audience to speak with microphone

It can be in the live interface-click on the speech management-click to
invite members to speak-click on the object to be invited-confirm the
invitation; if there are already audiences who have applied to speak,
you can also agree to speak through the speech management. If you need
to end the audience's speech, you can through manage the speech-click

the "end" button.
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Live with microphone:

1629 % @

Ba [ test

2. The audience applies for speak with axee

Viewer(s)

microphone

You can click the icon of "Apply to speak™ on
the interface of watching the live -send the
application, wait for the host to agree to
speak, and then start speaking. If you need
to end your speech, you can click on the
camera area of the live interface or click

the red "Apply to speak"” icon-end your speech.

1629 % @

Ba (o test

RHZET | Live
1 Viewer( (s)

Apply to speak

d an application for speech to the streamer, and

Cancel

you can speak after approva

Apply to speak



Live Class(Computer side) :
The computer-side class live supports PPT file presentation,

and relevant PPT presentation files can be added.

can exit demo

WalCAam Tearhar'e Man

|~~~ can choose screen demo




WeCom Workspace -School Contact
School Contact:
Teachers can easily find the parents of the students in charge
of the class in the "School Contact", quickly find the contact
information of the parents . You can set up relevant form

teachers and class teachers.

Q. Search Application + School Contact
Contact Parents .
Q  Search class/student/parent E@EP# Add parents
I3 school Contact Campus supervisor: =53, #=04
D Parent Notifications k=l L

Add Educational level

E Class Group Lk 10 have not joined

Modify the current Cam
ﬂ mEs [< pus
u Receive Money from External

Delete the current Campus

» m 25k
S08222 281
n 5¥8 . . S08223 201
O wemseoe  Class Information .
ClassLive
FEIEA(atom ato... |[#1_18F
HomeWork
PaTRATL N 18T, =181, ¥=281
. . School Manage .
#_— 38F
Class information R Parents
M R k% = . .
eeting Room
. I imformation
Approvals =
Report HAPEA 15T
BT papelilt=3 13




Health report:

During the epidemic, school can use the health report application
to grasp the health of their members in real time. After creating
the reporting collection task, the school members will be
automatically notified daily to fill in the information
collection form and continue to collect health information .
Support real-time summary and report statistics, convenient, fast
and accurate collection and grasp of members health status.

(Currently only supports mobile phones)



New report:

The mobile phone enters the WeCom workspace-health report, the
first time to enter, click the + to create a new report. Then
edit the content and report settings, edit the report name and
question first, and then set the reporting range, who to report
and the reporting method in the next step. At the same time, you
can choose to remind employees to submit and set the reminder

time, that is, to complete the creation and start collection.



WeCom Workspace-Safe School
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Create Report

ParentFill in health data

regularly

_|_

Create

01, Class

<+ 1 In the Sharks BRequres

02. Number of students to attend

BRecuired

Daily Report on
Student Attendance

03. Do you have any of the following symptc
N
Havw cre o0 rore oo

+ Now Option

BRsqured

04. Do your contacts, including families and

Daily Student Health
Data Collection

01, Full attendance or not

Single-seiect BRacme

02. Absent statf and faculty members.

Daily Report on
Faculty and Staff
Attendance
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X New Report
Daily Student Health Data Collectior

To avoid the spread of novel coronavirus within «

01. Student No.

To be entered

««+ Fill in the blanks Required

02. Body temperature

To be entered

«++ Fill in the blanks @ Required

03. Do you have any of the following syn

© Normal

Next
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X Report Settings
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Parents who have been added to Education Contacts
can report info.

Report Mode Once Every Day

Not report on non-working days

N
Remind Report Every Day ()
Reminder Time 9:15

Complete and send to group chat




View reported statistics:

After the notification is issued, you can view and fill in the
statistical data in real time. In the Workspace-health report-statistics,
select the report subject you want to view, click enter, you can view
the reported data statistics, and you can switch the date to view on the
right side of "Data Statistics". At the same time, you can also click
"View members not reporting"” under "Date Statistics" to continue to urge
members who did not fill in to report. Find out what each member has to
fill in under "View Report details". The reported details can be
exported. After the document is generated, it can be viewed or

downloaded on the computer by sharing or saving it to the WeDrive.
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X Statistics X Statistics

X Members not reporting-28 X Members not reporting-56

Daily Report on Student Atten... Daily Report on Student Attendance —

Created by =15 on 8-28 Creator:=IR
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You can view the result in the report details.

Save as Template

03. Number of students to attend

You can view the result in the report details.
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o = =
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Scope of health report:

1. Each health report template needs to set the report scope. Only
when the report scope of the report template includes itself, can
you see and report.

2. Schools with School Contact functions can add parents to the
scope of reporting. These reports can be opened on the WeChat side;
reports created by companies with non School Contact functions

cannot be opened on the WeChat side.



WeCom Workspace-Safe School

Class group homework assignment:

mobile phone-class group-click "+" sign-Group HomeWork-homework

assignment(Upload up to 9 pictures for assignment)

8 - o 1645 o B @ o - 1643 & 520 %2 = H Wl @
¥ solasstiomewon 5 & Group homework Chines... v
@ Invite parents, parents can joil uj
WeChat. Invite.
84 28H ChineseHomework
Let's watch 0 V¢
the |
& .
n Select subject
2 A
Assign homework to students adi
Collect and correct homework anytime,
The live video by 5 X-233£/7 'test” ended. View anywhere
Assign

Broadcast

Invites you to watch the
live stream "test”

Let's watch 0 - iz
the live i
@ Chinese Math
n [
e English Other subjects




WeCom Workspace-Safe School

Class group homework assignment: computer terminal-class

group chat toolbar-Class homework-homework assighment

=3 [BsA
3  EBoed

School Contact

"BEelSHE class gro...

Health Report
HERT HEHikZ-8.28

26 il AL
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M-8 from...
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+

Q  Search
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Yesterday

WeChat friends ...  Yesterday
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cs cs Wed
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School Notice

EEREIACEIE.
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&
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The live video by 235#] "test” ended. View
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Class Group Helper
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@
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Workspace assignment:
This method is mainly sent to parents/students who are not in
the class group.

mobile phone/computer terminal-Workspace—HomeWork—Assign

HomelWork

Submitted

Hi Li
RRRRRR 1 0
Submitted Not submitted

Announcem  Attendance  Forum

Others ~ Aoorovals  Report




WeCom Workspace-Safe School

18:14 B 408 @ Sl
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& Class homework

HomeWork correction (mobile terminal): EEEETERNN 0

@ Invite parents, parents can join the group on
WeChat. Invite

After the teacher's homework assignment — Pl
. . a K INEHE —I 0
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N
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HomeWork correction (computer side):

To view the completion degree of
assigned homework on the computer
side, you can also view the details
of the homework through the class
homework in the class group or the

homework 1link in the group.
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o C WeCom Team
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HomeWork submission limit :

There are three ways for parents to submit homework, and up to 12
homework files can be uploaded.

Picture format, you can choose to upload up to 9 pictures at a time.
After uploading, you can click "+" to continue adding.

Video format, the maximum limit is 100M, video needs to be compressed,
upload time depends on the device and network performance, so it is

not recommended to transmit large videos.

Recording format, the longest recording is 10 minutes.



WeCom Workspace-Safe School

HomeWork correction (mobile terminal):

Parents upload homework in the form of pictures, and teachers can
click on the uploaded pictures to mark and correct, and add comments.
The first step is to enter the homework layout interface through the

Workspace- HomeWork or through the class group- HomeWork

il G
X Class homeworl k
9R19BIEX I 9F19B B
MR, - Assign to "=1LEigeAE" Assign to "I=15FBEgss
B EFEWME ol |
ETH> ‘] ‘I 1 _I
Submitted Not submitted Submitted Not submitted
&) 9B 05BIEX{FiL vesterday 11 9B05BIEX/FIL
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Return code Health ClassLive Ry i—ﬂ
Report o
1 3 TE T 1 1
e 3‘ Submitted Not submitted Submitted Not submitted
[~
HomeWork Punch Timetable 9B19RAEXE
non-class
y ® =B .
. 9B0SBEXIFIL - 9B0SBEXIFAL
>t FE (J Assign to "M=1TEHERH T Assign to "= 1HEBERH
Message 8 BES
notification e 1 1 " . . 1 1
Submitted Not submitted Assigned assignment link Submitted Not submitted

TIR19EE

Contact Parents
E a n 9805BIEX{FlL

ol Parent Class Group Assign to ") =1L HERE"

Health Report | B Homework Punch in non-clas:
+ Assign homework @ @® + Assign homework

9B05BIEX R
Assign to ") = 1HE-HIRE




WeCom Workspace-Safe School

HomeWork correction (mobile terminal):

The second step is to click on the assignment of the relevant subject
on the assignment interface or click the link in the class group to
enter the assignhment details interface to view the submission of the

assignment.

< Class homework

9B 19BEXfFI
Assign to ") = 1M HERES
1 1
SSSSSSSS SUBMITTED-1 NOT SUBMITTED-1
Mg E
9B0SBEXAFIL S o
Assign to "1 =131 BIRES .
1 1 HT—HEL
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BEIFE
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wwwwwwwwwwwwwwwwwwwww Assigned assignment link
Vesteraay 114
1232 TOA198 B
9B 058IEXfE
Assignto'$)=1MEmE® |, | [&HealthReport = HomeWork

Punch in non
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WeCom Workspace- Safe School

HomeWork correction (mobile terminal):
The third step 1is to click on the student work on the submitted
interface, and then click on the picture work uploaded by the

student. You can see "correct" below.

18:39

18:43

< Details

& Details

/I\g's homework  Remind parents

SUBMITTED-1 NOT SUBMITTED-1
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WeCom Workspace-Safe School

HomeWork correction (mobile terminal):
The fourth step is to click on "correct" below the picture to enter
the homework correction status, edit the picture, mark, circle the

key points, correct, add text descriptions, etc.
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HomeWork correction (mobile terminal):

The fifth step, after the assignment is completed, you can click
"Done"” in the upper right corner to complete the correction. The
previous corrections can be undone, which is the left and right back
arrow above; or click Cancel to eliminate all the corrections, and
you can re-correct. After completing the corrections, you can
"Delete comment", that is, all the corrections of the job will be

deleted.
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Before finishing correction:
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WeCom Workspace-Safe School

HomeWork correction (mobile terminal):

Parents upload homework via video/audio, and teachers can only

add comments. After the assignment is corrected, parents can be
reminded to check the correction, and the parent who submitted

the assignment will automatically review the assignment.
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WeCom Workspace-Safe School

HomelWork correction (computer side):

The correction of picture assignments on the computer is the
same as that on the mobile.

Step 1: You can also enter the homework layout interface through

the Workspace- HomeWork or class group-class HomeWork.
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WeCom Workspace-Safe School

HomelWork correction (computer side):
Step 2: Click the assignment of the relevant subject or click

the link in the class group
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WeCom Workspace-Safe School

HomeWork correction (computer side):
Step 3: Enter the job details interface and click the submitted job.

You can see "Mark"™ in the upper right corner

98 19RIBX{Fik
Assign to "HI=13TWIHEF"

Homework details

/I\q's Homework submitted by /q-1318 at Yesterday 12:14

Submitted - 1 -1

/INg
Yesterday 12:14 Unreminde

1 parents have not been reminded to check the corrected homework.




WeCom Workspace-Safe School

Assignment correction (computer side):
Step 4: Click "Mark"™ to correct the submitted picture work. There is

only one correction method on the computer.

7\q's Homework submitted by /hq-iif at Yesterday 12:14 @ a o
/ ‘omplete]
Move
.

correct
enlarge,
reduce,
revolve

Add Comment
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Assignment correction (computer side):

Step 5: Click "Complete" to complete the correction. There 1s no
undo operation for computer-side picture correction, only
cancellation. After the correction is completed, the "delete

correction operation" can also be performed.

/I\q’s Homework submitted by /hq-fill at Yesterday 12:14 mind to view the grading

Delete
comments
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Assignment correction (computer side):
Step 6: You can add comments. After the correction, click "Remind to

view the grading" in the upper right corner.

/\g's Homework submitted by /q-48i8 at Yesterday 12:14 I 0 Remind to view the g.mnngl

/ Add comments




WeCom Workspace-Efficiency Tool

Meeting:

Meeting is an efficient multi-
person real-time communication and
collaboration method to meet the

needs of cross-regional online

meetings in corporate office scene.
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Schedule a meeting:

Enter the Workspace-Meeting and initiate a meeting reservation in
advance. After the reservation is made, members will receive a
reminder of the reservation and choose to accept/pending/reject.
When making a reservation, you need to enter the meeting subject,
select the meeting type, meeting time, and participants, and you
can also add other relevant instructions to the remarks. For the
scheduled meeting, the initiator can view, modify and cancel in
the Workspace-Meeting, or start the meeting in advance before the

estimated time
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Meeting now:
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& Meeting

1) Enter the Workspace-meeting and initiate

an immediate meeting. Participants need to
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Organize and manage your
will be notified of incoming conference online meetings efficiently

A maximum of 300 people can join the
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calls immediately after initiating.
2) When you initiate a voice call/video call
from a group chat, if you select more than 9

people to call, the system will
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Meeting members invitation:

When booking a meeting, WeChat users can be added to the participants. If
the other party accepts the meeting, WeChat users will receive the notice
of the start of the meeting and enter the meeting after the meeting 1is
initiated.

After initiating a meeting, you can add participants to the management
members—select WeChat users to participate in the meeting, or share the
meeting—select to send to the chat/meeting QR code to invite WeChat users
to participate.

Note: At present, only WeChat users are supported to use the mobile version
of WeChat to participate in the conference, and the computer version of

WeChat to participate in the conference is not currently supported.
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Participate in the meeting:

1. For a book meeting, after the initiator makes an appointment, the
participant will receive an invitation notice, and you can choose to
accept/pending/reject. If you choose to accept or to be determined,

the member will receive an incoming call reminder after the meeting

starts and slide to enter the meeting; if you choose to decline, you
will not receive an incoming call reminder.

2. For meetings initiated immediately by the initiator, participants
will receive notification of incoming calls in real time, and slide

to enter the meeting.

3. If the participant missed the call notification, they can also

enter the meeting from the Workspace-meeting.
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View of participation in the meeting:

After the meeting is over, the host
can enter the Workspace-meeting-view
all meetings to query the meeting
records, and enter the record
details to query which members have
entered the meeting and which ones

have not.
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WeDrive: You can share resources and upload files in real time with
colleagues. You can upload files in "My Files™ or "Shared Space" in the
WeDrive; if you upload files in "Shared Space", you need to have "Allow
Edit" permission or be the administrator of the shared space;

The steps for uploading files are as follows:

1. Computer: Open the WeDrive on the left side of the client side—open My
Documents/any shared space—click the upload button in the upper right
corner—select the file to upload to confirm the upload;

2. Mobile phone: Open the WeDrive in the client Workspace—open My
Documents/any shared space—click the "+" sign in the upper right corner-—

select upload photos/upload files—find the file to upload and confirm the
upload.
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Teaching use of WeDrive:

1. Find the file in the "+" toolbar
in the class group. You can select
local files or WeDrive files to
share. Parents in the group can
download and view the shared files.
2. During the live of the class on
the computer side, the document in
the WeDrive can be demonstrated on

the screen
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FAQ - Differences between live and

meeting
I O
Number limit Unlimited 300 people online at
the same time
Users Teachers, parents and Teachers, parents and
students students
Whether to support support not support
playback
Whether to support Support, also Support, support
screen sharing supports single PPT specific window
presentation sharing
Whether to support not support support

file sharing

Whether to support not support support
meeting records



WeCom has relevant operating documents. If you encounter a
problem that is not mentioned in the training manual (How can
external contacts of WeChat join the meeting? / Cannot log in to
WeCom? / How to log in to the new member of the enterprise that
has already joined and cannot log in to WeCom) , But you can
find solutions to related problems by visiting the documents in
the official help center. You can switch the access status in
the upper left corner of the help center. Help Center URL
https://work.weixin.gqg.com/help?person_id=1&vid=1688852940103123



https://work.weixin.qq.com/help?person_id=1&vid=1688852940103123

WeCom Help Center
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The help center of the enterprise WeChat can also be accessed
through the enterprise WeChat application on the mobile phone
and computer.

Mobile terminal: Click [Me]-[Settings]-[Help and Suggestions]
Computer side: click on the lower left corner [More]-[About]-

[Help Center]



Mobile terminal :
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