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INSTALLATION & LOGGING IN — MS TEAMS

1 --- If MS Teams is already installed on your computer, run the program and proceed directly to section 3. If you don’t have MS Teams, download
https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app (click here)

the install wizard from the link:

2 --- Use Windows Explorer to locate the ,,Download” folder on your computer. Find and run the Teams windows x64.exe installer — the program will

automatically setup MS Teams. If you already have MS Teams installed, the program will activate itself shortly afterwards.

Download Microsoft
Teams

Connect and collaborate with anyone from anywhere on Teams.

Download for desktop |

N

Download for mobile

Download Teams for work on your desktop

. 18
N

Download Teams

Opening Teams_windows x64.exe

364 exe 3
File (96.7 ME)
from: hitps://statics teams.cdn.office.net
Would you like to save this file?
il

¥ 19 | = Downloads G st
- Home Share View Microsoft Teams
[] - cut x ..f_A;’QK UCZELNIA LAZARSKIEGO
Pinto Quick Copy Paste - Copyetn Move Copy  Delete Rename  New -
access 7] Faste shorteut 1o+ 1o M Tolder o r.lapinski@Iazarski.pl
Clipboard Organise ‘\‘ 7
<« v 4 ¥ > ThisPC s+ Downloads Enter Password/
4 Cuick access ~ Today (1) sssssssssssnss
[ Desktop / ® Forgotten my password
{ Downloads Enter your work, school or
[E| Decuments Microsoft account. Sign in with another account
— 5
=] Pictures Teams_windo
@ OneDrive reste \4 ELAEEET /6 8/
8 i - ]
¥ Network
3 --- When the welcome screen pops up, please input your Lazarski University e-mail and select the “Log in” button. You will then be asked to input

your password.

— Lecturers are notified upon account creation and receive their login credentials «—
— The initial password is temporary — the user must change it during the first session and memorize it for later use! «—
If you happen to forget your password please contact the Centre of E-Learning: 22 543 55 17, cel@lazarski.edu.pl
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SIGNING OUT - NO TEAMS VISIBLE

Sometimes you may find yourself automatically logged in to a different account and need to switch it to your Lazarski University profile.
First, click on your avatar icon in the top-right panel and select the ,,Sign out” option.
If the dialog window asking for your e-mail address does not appear, please close the application and rerun the software.

Kacper Cieslinski
K'C kacper.cieslinski@lazarski.pl

Available - Set status message

[.] Saved

=] Manage account

Teams for personal use

Sign out @
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AFTER LOGGING IN - MS TEAMS MAIN PANEL AND TEAM BROWSER

2021 (wiosna). Szkolenia
metodyczne

sob.10:10_gr.1_NMatBi_Ekon_
Kolokwium

Egzamin Finanse publiczne
sesja semestr letni

>

n_Ekon_sob.10:10_Narzedzia
matematyczne w biznesie-C.

g
Q _
:m,-\-,l Teams 1 1 8 SPp izﬁie team
5 2
%;’ Your teams
i 3
- ;
-
o [ “
¥ 8 .
(35,5 DYD-MS TEAMS MATERIALY Pokéj Q&A (poniedziatkowe Zespot Testo DYD-Model wideolekgji MATERIALY SZKOLENIOWE
SZKOLENIOWE sesje online nauczyciel... P Y (asynchroniczny) DLA STUDENTOW
56
27
Y
8 2 T co

Prawo konstytucyjne | (wstep)
- eksternistycznie

'
2
—
55-CkP-MBA w ochronie
zdrowia_Modut_Zarzadzani...

55-CkP-Organizacgja i
zarzadzanie badaniami...

’ £l
CH
7.

DYD-Gospodarowanie 56-CKP-HB HTA - od teorii
kapitatem ludzkim do praktyki 20_21 -...

1 — 8 - MS Teams tool panel with different button icons for changing views (also during an ongoing Meeting): Activity, Chat, Your Teams, Assignments,
Calendar, Calls, Files. The three dots at the bottom allow you to browse and select other applications that you can add to your MS Teams tool

panel.
9 --- Search window: is used to find specific Teams or individual persons
10 - - Here is your MS Teams Avatar with your initials and your selected picture. Once clicked on, you may customize your profile picture (“Change

picture”), adjust the application (,,Settings”), view saved posts, adjust the zoom, check for updates and sign out.
11 -- Team icons you are a member of.

12 - - Additional settings
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SETTINGS ADJUSTMENT (OPTIONAL)

Settings X

€3 General <: Theme

3 Accounts s
& Privacy L]

[ Notifications
5:3 Setti & Dev Default Dark High contrast
o ettln S evices _—
W 9 @ A ) Language
pp permissions Layout
Captions and transcripts Choose how you want to navigate between teams. Restart to apply language settings.
' o — Q Calls
Zoom (100%) App language
. : . .
o et English (United Kingdom) A\
Keyboard shortcuts _
Application Keyboard language overrides keyboard shortcuts.
To restart, right-click the Teams icon in the taskbar, then select Quit. Then reopen Teams. ) .
About English (United States) W
¢° Auto-start application
[ Open application in background
Check for updates p
P =>. On close, keep the application running Enable spell check
DD“J\"H | Oad the me]lE‘ a pp [0 Disable GPU hardware acceleration (requires restarting Teéms]
g Register Teams as the chat app for Offce (requires restarting Office
applications)

[] Enable logging for meeting diagnostics (requires restarting Teams)

Language

Restart to apply language settings.

After clicking on three dots icon scroll down the menu and locate the “Settings” option. You may customize MS Teams in the “General” section — select
the Theme (Default / Dark / High contrast) and Layout (Grid / List) that best suits you. The lower section of the “General” settings panel also allows you
to adjust other features of the application. For example, enabling the “On close, keep the application running” option will keep MS Teams working in the
background, even after closing the program window. Disabling the “Auto-start application” will prevent MS Teams from activating during system boot-
up.

Also at General in Settings you can change App language.
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TESTING HARDWARE FOR VOICE COMMUNICATION (TEST CALL)

Settings X
933 General Audio devices
& Privacy Realtek(R) Audio v

[\ Notifications
Speaker

Headphone (Realtek(R) Audia) A ‘é__ 4

%, Calls Microphone

£} Devices

B3 Permissions

Microphone in (Realtek(R) Audio) hvd

(=3 Make a test call | 6— 5

Secondary ringer

None AV

Camera

HP Wide Vision HD Camera s é_— 4

Podglad

Your meetings will only be successful if your audio hardware is properly set up. We strongly advise using an external headset - with headphones
and a microphone. To set up your audio hardware first click on your avatar icon and scroll down to the “Settings” option. Next, select the “Devices” tab
— a list of option will be displayed. No. 1 — “Audio devices” / “Speaker” / Microphone — allows you to select your default PC Mic and Speakers, or your
external devices. No. 2 — “Make a test call” — will let you record and listen to the sound your microphone. No. 3 — “Camera” — select “Integrated camera”
to use the device built into your laptop or a different, external camera.
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TEAM WINDOW (MESSAGE BOARD)

) - 3| 4 Meet now

:E%m < Allteams B Generali & Team [H] S h d I t_

- - = cnedule a meeting

= ﬁ Welcome to Centrum E-Learningu 3 4 5

}-i-' 1 Choose where you want to start

o Centrum E-Learningu 6 @ M a r'lagE' team

8
Asseoments | Class Notebook 1 1

nesignments | 2 \ ' =1 = Add channel

caendar N Grades 4 i~

[ Insights P

= Add member

D T Upload Class Materials Set up Class Notebook

7 %‘@, Leave the team
Kacper Cieslinski 12.09 14:19 @

KC

. £ Edit team
Testowe Ogtoszenie
t&y Get link to team

Testowy tytut

ke :mser?ms’gﬁshj;?g 1419 O Mar‘lage tagS
o
'p_';’ Start a new conversation. Type @ to mention someone. E DElete the tEEIr'I"I
o | R >] 10
I --- Channel name. 7 [l Channel notifications >
2 --- Channel tabs — Posts / Files / Meeting Notes / Tasks / Marks.
3 - - - Button for scheduling or launching Meetings. $88 Manage channel
4 - -- Channel information. B2 Get email address
5 - -- More options (three dots). @ Get link to channel
6 --- Team name and Team options (Manage Team, Add channel, Add member).
7 - -- Team Channel section and more Channel options (Manage channel).
8 - -- Text window for posting messages on the message board.
9 - -- Texttools — change style / add attachment / other options.
10 - - Send message button
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SCHEDULING A NEW MEETING

Q, Search

Calendar

_a [ Today <

>  September 2020

R . 2 =

(1]}

/L

2

2
25 26
Friday Saturday 3

1 --- Select the Calendar application from the control panel on the left.
2 - -- Select the “New meeting” button.

3 --- You may change your calendar display by selecting the ,, Select your calendar view” button — choose. Day / Work week / Week (with weekends)
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New meeting Details  Scheduling Assistant

Time zone: (UTC+01:00) Sarajevo, Skopje, Warsaw, Zagreb v

<1

=n - 6
9

Does not repeat w

= Does not repeat

Every weekday (Mon-Fri)

& Add title é— 2 ® Daily
= Add required attendees + Optiona é— 3 = Weekly
- Monthly
25 Sep 2020 1300 v é— 4 Yearly
Cust
25 Sep 2020 1330 v~ 30m @  Alday &< 5 e
a5} Does not repeat N H 6 Custom recurrence
E Add channel % 7 Start 25 Sep 2020
Repeat every 1 Day W
@ Add location End Select date
_ Occurs every day starting 25/09/2020
= B 7 U S % A WA Paragraph ~ I, | < = = i= 1
Type details for this new meeting é— 8 caneet ﬂ
1 --- Time Zone selection window.
2 --- Meeting title.
3 --- Add Required attendees and +A4dd optional attendees (skip this field).
4 - - - Input the date and time of Meeting start.
5 - -- Input the date and time of Meeting finish (+ All day slider).
6 --- Meeting repetition options (custom) - may be set to: Every weekday / Daily / Weekly / Custom (repeating periods of time).
7 --- Team > Channel — description of one or more selected teams / channels.
8 - -- Meeting description — for adding details for the new meeting (optional).
9 -

Save button. Once clicked, the Schedule meeting window will close — notifications about the meeting will automatically be sent to all selected

Team attendees as well as to the Team message boards.
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EDITING OR CANCELLING A SCHEDULED MEETING

Ed

E-learning department

General
Robert Lapinski 12:39

Scheduled a meeting

Rt

u Meeting's title

Friday, 25 September 2020 @ 13:00

« Reply

< All teams General Posts Files Class Notebook 2more~ ®Team 4 (O

Upload Class Materials

Find help & training

Meeting's title Details Scheduling Assistant Close
i Delete Time zone: (UTC+01:00) Sarajevo, Skopje, Warsaw, Zagreb Tracking
p ting's title RE Robert tapinski

Q

Organiser

Add reguired attendees + Optional
25 Sep 2020 14:00 w
25 Sep 2020 14:30 v 30m @ All day

Does not repeat ~

Add location

B /7 U S 'w A WA Paragraph ~ I, | < = i i 1"

A Scheduled Meetings may be canceled in the Meeting Settings panel. Access to the panel is possible:
- via the Message board — by clicking on the Meeting title (dark-blue field with Meeting title),

- or via the Calendar application — by clicking on the event.

Once the panel is displayed, click on the “X Cancel meeting” option underneath the Meeting title. Notifications about the cancellation will automatically

be sent to all Meeting attendees as well as the Team message boards.
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STARTING A MEETING

< Wszystkie zespoty

Centrum e-learningu

Q, Wyszukiwanie

Ogélny Wpisy Pliki Notes zaje¢ Zadania Oceny © Zespdd 4

RE

Robert tapinski 11:14
https://lazarski-my.sharepoint.com/personal/r_lapinski_lazarski_pl/Documents/red-arrow-11.png

red-arrow-11.png shared via Sharepoint X
: lazarski-my.sharepoint.com

Q@ - o

@ ere

m Jzka byta jakedd potaczenia?

Robert bapinski 13:16
® Uzytkownik zaplanowat spotkanie

Ogéiny Zaplanowane Spotkanie
Kanat < Odpowiedz wtorek, 15 wrze<nia 2020 o 13:18
_ @« Rozpoczeto spotkanie Zaplanowane Spotkanie
[ Spotkanie na kanale General zakonczone: 4 min 10 sek. Rt RE
<« Odpowiedz
¢ Odpowiedz
] MNowe spotkanie w kanale zakornczone: 33 min 58 sek. Rt R
&« Odpowiedz
Robert Lapinski 1410
Rt
Scheduled a meeting Close
Meeting's title
u Friday,r;gSeplemberZﬂZO@ 14:00
Tracking
& Reply
1 2
RE Robert tapiriski
[Zi New conversation Organizator
RE igber‘t l.’_apiﬁsk-l (student)
1 --- Select the Planned meeting from the Message board and click on the “Join ” button.
2 --- Students have the possibility to join the Meeting before the lecturer does. In order to do so, they simply need to click on the “Join” button.

We strongly request to avoid situations in which a Meeting is initiated by a student
and the lecturer joins it later. You may then lose control over the Meeting.
When you schedule or start a Meeting in advance, you have full control over the attendees.
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Meeting in "General”

Choaose your audio and video settings for

Meeting in "General”

.__‘]‘] Computer audio

Custom Setup
[
Your camera is turned off L ‘3

Room audio

Don't use audio

Join now

3 --- Enable/ Disable your camera before joining a Meeting.
4 - -- Enable / Disable your microphone before joining a Meeting.
5 --- "Join now” button.

6 --- Applying background effects

Centre of E-Learning (CEL) Lazarski University
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MEETING WINDOW

Add an app

, Device settings

&  You're muted.
\ Press Cirl+Shift+M to unmute your microphone.

Call health

Meeting options

[E] Meeting notes

Meeting info

Gallery

Invite people to join you

3 Full screen

Apply background effects
) Turn on live captions

Start recording

) Don't show chat bubbles
3 Dial pad
Show participants O @ CTER T R
Meeting chat Help
Raising / lowering hand

Breakout Rooms

More actions (f. e. device settings, full screen, start / stop recording, apply background effects)
Turning camera on / off

Turning microphone on / off

Share content — screen, one of opened windows or a file

Leaving / ending the meeting

Meeting duration time

Centre of E-Learning (CEL) Lazarski University
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SHARING YOUR SCREEN / SHARING OTHER APPLICATIONS

Share content Include computer sound

Screen

Window (16)

Microsoft Whiteboard

" Collaborate on a whiteboard

PowerPoint Live

See your notes, slides, and audience while you present

Mo files available

Browse OneDrive

T Browse my computer

Press the Share content button
Optionally select Include computer sound, f.e. when we play a video with sound
Choose a Screen or a Window that we want to share to the meetings participants

WhiteBoard — app allowing you to draw (virtual board, which works like a traditional one).
Sharing a PowerPoint presentation
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CHAT - QUICK POLLS (INTERACTING WITH STUDENTS)

Via chat students can send us messages and information, when they have trouble with their device
It also allows to attach links or files (clip icon under the text field).

Find an app
Recent
m a
o
+ Add an app Forms Polly

Optimized for meetings

§o3 Device settings

A Call health

Meeting options
Casedoc  Conferences Confluence
Virtual o Cloud

Meeting notes

Manage apps More apps >

(i) Meeting info

Create New Poll
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e Forms
Create an interactive poll

Choose a way to engage your respondents

Multiple Choice Poll

Poll your respondents to o

Create New

LIVE ' Poll: Not anonymous | Result...

Question

View results

16

s Forms
Create an interactive poll

Multiple Choice Quiz

£ on ents

Multiple answers

Create New

DRAFT  Poll: Not anonymous ... ()

Question

Share results automatically after voting
Keep responses anonymous

Allow others to co-author

Centre of E-Learning (CEL) Lazarski University




PARTICIPANT LIST - DOWNLOADING AN ATTENDANCE LIST

Participants Pobrano plik (1).

Manage permissions

Q

+ Download attendance list

5] Lock the meeting

In this meeting (1)

17

" | 1] = | Pobrane

- Marzedzia gtdwne Udostepnianie ‘Widok

'—l-‘_-I _J o Witnij =] x -I| L?J MNowy element = ﬂ ﬂ Otwidrz = HHZaznaczwszystko
w. Kopiuj sciezke « T | tatwy dostep ~ | Edytuj Mie zaznaczaj nic
Przypnij do paska Kopiuj Wklej A i Przenies Kopiuj Usun  Zmien Nowy Wiasciwosci . . L. .
Szybki dostep | Wklej skrot da~ do~- - nazwe  folder - ) Historia DD Odwrdd zaznaczenie
Schowek Jrganizowania Nowy Otwieranie Zaznaczanie
&« v “ » Ten komputer » Pobrane » v | D Przeszukaj: Pobrane
Nazwa 5 Data modyfikacji Typ Rozmiar
7 Szybki dostep
o Diciai
B Pulpit Dzisiaj (3)
* Pobrane @ meetingAttendancelist (3).csv 9 Plik wartosci oddz... 1KB
meetingAttendancelist (2).csv 9 Plik wartosci oddz... 1KB
|| Dokumenty @ g @
@ meetingAttendancelist (1).csv 9 Plik wartosci oddz... 1KB
&=| Obrazy
avic ~ W ubieglym tygodniu (2)
ch-styki I@ meetingAttendancelist.csv 05.00.2020 14:01 Plik wartosci oddz... 1KB
= Snm-ctan zalirred rancrne dar O (0 090 14.24 Nnlment blicene A KR

DOWNLOADING THE ATTENDANCE LIST IS

I Full Name User Action Timestamp
ONLY POSSIBLE DURING AN ONGOING ¥8 Robert kapiriski Joined 9.09.2020, 11:52:19
MEETING! =M Robert kapinski Left 9.09.2020, 12:56:02
"8 Robert kapiriski Joined 9.09.2020, 12:58:02
IT IS RECOMMENDED TO DOWNLOAD =0 Robert tapinski (student) Left 9.09.2020, 12:22:09
THE LIST AT THE END OF THE MEETING 6 |

(BEFORE YOU LEAVE).
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After meeting ends, the Meeting Attendance List will soon appear on chat. You can download the attendance list by pressing on it. It will be downloaded
to the same place, as the list from page 17.

MNowe spotkanie w kanale started

5 replies from you e

GM Ko

1 Meeting ended: 50m 47s

Attendance report
J/ Click here to download attendance report ‘ » Ten knmputer » Pobrane »

meetingAttendanceReport(General).csv

=

Kacper Cietlifiski

£ Wyszukaj

meetingAttendanceReport(General).csv ~

Plik Narzedzia gléwne Wstawianie Ukiad strony Formuty Dane Recenzja Widok Deweloper Pomoc Acrobat 1 Udos|
aoar | = — 25 Wst v v
ﬁi & | calibr Jno A A == B Ogelne . i=ai @ @ EH Wetaw
wiig 12~ Formatowanie Formatujjako  Styl e Usuf - [~
g B I U~ M Ao . . = ~ OF oo | &0 00 ormatowanie Formatuj jako e . )

- ¥ - - - = - = % ) =3 warunkowe~  tabele~  komarki ~ fist] Formatuj ~ 0 A
Schowek & Czcionka = Wyrdwnanie = Liczba = Style Komorki g
Al = fe Podsumowanie spotkania

A B T D E F G
1 |Podsumowanie spotkania I
2 |kgczna liczba uczestnikow 2
3 |Tytut spotkania General
4 |Godzina rozpoczecia spotkania 15.09.2021, 08:52:53
5 |Godzina zakonczenia spotkania 15.09.2021, 09:48:27
6 |ldentyfikator spotkania 3cc261de-98bf-499f-afde-1b69195ed9ad
7
8 |Imieinazwisko Godzina dotaczenia Godzina opuszczenia Czas trwania Adres e-mail uzytkownika (userPriRola
9 |Kacper Ciesliriski 15.09.2021, 08:52:5215.09.2021, 09:48:27 55 min 33 sek. kacper.cieslinski@lazarski.pl Organizator
10 |test (Gosc) 15.09.2021, 09:06:0715.09.2021, 09:48:27 42 min 19 sek. Uczestnik
11
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PARTICIPANT LIST - MUTING, REMOVING & CHANGING ATTENDEE ROLES
(STUDENT’S PRESENTATION)

GMN

Participants

Invite someone or dial a number Q

[= Share invite

Presenters (1)

@ Kacper Cieglifiski
Organizer

Attendees (1)

o TEST (Goéd) (Guest)
@ Guest

Others =it

[ Spotlight
+ Make a presenter

& Remove from meeting

This way, you may determine who can Share content and who can Mute attendees, Remove attendees and accept people from the waiting room.
This panel also allows you to react to improper behavior — you may mute the student’s microphone — or, as a last resort to bring order to the class — re-
move the student from the Meeting. By making one a presenter we give the participant additional rights — sharing the screen, muting the meetings partic-
ipants etc.
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1 ---
R
3 ...

BREAKOUT ROOMS

Create breakout rooms

Rooms

Select the number of rooms you want to create.

Participants

How do you want to assign people to rooms?

Automatically
We'll assign people to rooms for you.

Manually
Choose the people you want to put in each room.

In the meeting window choose Breakout rooms button

Pick preferred number of rooms (max. 50)

20

Choose a way to assign participants — automatically or manually

Centre of E-Learning (CEL) Lazarski University
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Breakout rooms X < Settings

Set a time limit

Assign participants

Open (W) ) T} . .
- Automatically move participants to

rooms

5] Room 1 (1 l__ Participants can return to the main ‘:)

— ReEe e meeting

1 --- Gearicon leads us to Room settings, where we can enable participants to return to the main meeting

2 --- With this button we add another room

3 --- Openrooms (assigned participants are transferred to their rooms, as the meetings organizer we can join
every room we want)

4 --- Optionally we can set a time limit. After this time rooms will close automatically

5 --- We recommend, having both options on while opening rooms
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MORE OPTIONS (CLOSED / OPEN ROOMS)

Join room

Open room
Assign Assign

Rename room Rename room

Close room

Open

Delete room

5 a Rc-uml‘_l_{ﬂ

IEal {05 =11 TEST (Go&d) (Guest) In meeting

When the rooms are closed we can open one by one, change a room’s name, delete a room.

When the rooms are open we can join a particular room, lose the room or change it’s name.
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MANUALLY ASSIGNING PARTICIPANTS TO BREAKOUT ROOMS

Assign participants to breakout rooms

Select people and choose a room to assign them to.
Breakout rooms * > 1selected Assign v
Name T

Participants to assign (1) (/] o TEST (Go&() (Guest) Room 1 Available

o Unassigned
L=

Room 1

Assign participants

Room 1 (0 Cancel

1 --- Choose A4ssign participants — then we can see unassigned people (f. e. when someone is late)

2 - - - From the list we choose the room, to which we want to assign the participant(s). After choosing a room for everyone press Assign.
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ANNOUNCEMENT TO ALL BREAKOUT ROOMS + CLOSING THE ROOMS

Breakout rooms

Announcement

5 min Ieﬂi

Assign participants

TEST {Gosc) (Guest) In meeting

1 --- Press the megaphone icon and then Make an announcement
2 - - - Inthe window that appears we include the message we want to send to the participants in the breakout rooms and Send
3 - - - Button to close the rooms
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ASSIGNMENTS (PRACE ZALICZENIOWE)

< All teams

ﬂ Assignments

I~

Don't you just love a blank slate?
Create your first assignment here.

I Assignment I

Quiz 3

Chat CE
[ 11
[ ]]
o Centrum E-Learningu
Assignments Class Notebook
<1
Calemdar Grades
‘@3 Insights
Calls
D Channels
Files
General
1 --- Under the teams name choose Assignments
2 --- Press Create
3 --- Choose ,, Assignment”

From existing
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< All teams

Centrum E-Learningu

Class Notebook

Assignments

Grades

] % Insights
¢ cis

| D Channels
C General
[

A hops

¢ @

( @

-4

B Assignments

New assignment

Title {required)

Enter title <= 4

O Add category

Instructions

Enter instructions @ 5

5 EBampledocx
Students can't edit
ach

- edi
6
Points

Nopors 7

&8 Add rubric

Assign to
Centrum E-Leamingu

Don't assign to students added to this class in the future. Edit

Date due

Sun, Sep 26, 2021
Assignment will post immediately with late turn-ins allowed. Edit <: 9

Settings

@  Add assignment to calendars

2

8

O  Allstudents

Time due

11:59 PM

116> e

Discard

save :

10E> -
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Students edit their own copy

Students can't edit +/

& Openin Teams
©:| Open in Word
©=) Open in Word Online

& Download

W Remove

O 0 N &N L
1
1
1

Set Assignments title

Add instruction

Add materials we want to share
Set max. number of points
Decide which students should get the Assignment
After choosing Edit, set date of publishment (of the assignment for the particular

Assignment will post on Sunday, September 26 and is due on Sunday, September 26 at 11:59 PM.

Late turn-ins not allowed.

Cancel

team), ending date (after this date one can still send or change the assignment) 1 closing date (after this date, publishing or editing the assignment won’t

be possible)

10 - - Materials in form of Word, Excel or PowerPoint file can be shared to the students for two reasons — as information, then we choose Students can’t
edit. Or if we want the students to fill f. e. exam prepared in Word, we have to choose Students edit their own copy.
11 -- Set who should get a reminder about the assignments closing date

12 - - Press,,Assign” (students can see the assignment on General)
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B ceneral noss pole poie () + ="
New channel meeting endisd: 38
L Attan
sight
(P New channel mee
Attend
8, ¢
Assignment
Due Sep 26
View assignment
x

Edit assignment timeline
Schedule to assign in the future

Post date Post time

‘ Sun, Sep 26, 2021 ‘ Type or choose a time C]

Due date

Due date Due time

‘ Sun, Sep 26, 2021 ‘ 11:59 PM O]
Close date

Close date Close time

‘ Sun, Sep 26, 2021 ‘ 11:59 PM O




Assigning to groups of students, allows students to work together on one

task.

27

o
8 All students o
All students s
Individual students
Groups of students
Assign to groups of students X . s %
Students can work together in groups and turn in a single copy of the assignment. ASSIQn to individual students

How do you want to create groups?

Manually group students

Randomly group students

Filter by name =
O Name«

[] @ Filip Rybarczyk

Cancel

Cancel m

We add the assignments for particular students. Every person works on
it’s own.
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ASSIGNMENTS REVIEW

—

< All teams B Assignments

~
Activity lZI
T Returned Drafts All categories @3
e
wr
- Centrum E-Learningu Assignment 0/0 turned in
@ Due tomorrow at 11:59 PM 1
Ao Class Notebook
Calendar T
Qa Insights
Calls
B Channels
e General
< Back Edit assignment Student view 8 Export to Excel
Assignment’s title
Due tomorrow at 23:59 * Closes 2 October 2020 23:59
Toreturn (1)  Returned (0) Search students Q
Name Status Feedback /50
Apps
@ @ tapinski (student), Robert @ Not handed in ’ﬂ
@ tapinski (student), Robert o Viewed El
@ tapinski (student), Robert ~/ Handed in » ]
11 -- Select an active Assignment. 12
12 - - Select a student from the list to view their work

(Status: Returned, Late or Not turned in)

Because students may delete or update their files before the Close date, it is recommended to review (or download) the student’s work after this date.
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16
17
18

e

=

PRACA - LAPINSKI ROBERT (STUDENT).pdf

Skuteczne prowadzenie zajec zdalnych z wykorzystaniem MS Teams

. Werowsdzenis do pakietu Office 365

2. Czym jast pakiat Office 3657

sty Offica
wows narzgdzia do 2daing] wspdtpracy studantéw | navczyciali
ams

komunikacyi - tamatéw, grup studentdw
= Dodawanis/usuwania studartéw

. Zajgcin onvline {synchraniczng]

2.1 Preygatowanie do prowadzenia zajet walmych
a. Tworzania spatkania w kalencaru
i -line

yejs ustswisi prowsdzonych zsjgt]
ustawianic kamary, zestaw shuchawkawy, jak praygotowst damaws

d. lakost prezentacii — zasady praygotowania dobrsj prazentaci dis studantdw
& Narzgdsi ji na riawlsicive zachowania

2.2 Prawadzenia zajet an-line angaiujaoych studantdw

a. Dolgmania do lsksji onine

cji, aplikacii, pulpitu

£ Ewidenca abecnasd students
& Wykorzystania testé

na zajgcisch on-ling

Farump -p ie z2jg [pomiedzy zajgciami on-ling]
5 F ar |garning - jak wykorzysta jq w sztaboariu aksdamickim
5. Proyidacy zaded cla studemtdu
= K 2riz wypowicds pas wy 5. wosjemng Lczanic g | kamantowana wypowiats
studant-studant

ainypsh sprawdandw, quiztu
— rarzqdzic ankist, tastdw (sarawdsiany matematyczng)
liczaniowych | semastralnych, ita

Close

D @ Robert kapiriski (st..~

1 3 / Stf.ldent work_ »

Handed in 30 September 2020 at 12:25

View history

PRACA - FAPINSKI ROBERT E’

1wl = 15/
1 6/

Points

17/

18/

PRACA - EAPINSKI ROBERT [+ss

§ Open in Teams
Feedback I?i P

f] Open online

Enter feedba

A preview window with the student’s work is displayed on the left.

Quick navigation buttons to browse the work of individual students.

List of Files returned by the student.

Clicking on the three-dots-icon will open up a small panel that will let you choose the option of opening the file via application
or Downloading it to your computer.

Feedback window about the student’s work.

Points scored.

Return the reviewed work to the student.
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Zespoly

Twoje zespoly

Centrum e-learningu

CREATE NEW TEAM
(ADDITIONAL OPTION, IL.LE. FOR SEMINARS OR ACADEMIC PANELS)

Q. Wyszukiwanie

Q@ -«

zespot 1

b33 8" Dolacz do zespotu lub utwérz nowy

/B

E

zespot nr 2

Wybierz typ zespotu

&
[ LS—)

Zajgcia

Dyskusje, projekty grupowe,
zadania

f

\

1

Professional Learning

Community (PLC)

Grupa robocza nauczycie

D

Personel

Administrowanie szkolq i jej
rozwsj

\Rhese

Inne
Kluby, grupy badawcze, zajecia
po szkole

Anuluj

< Wstecz

Dotacz do zespotu lub utworz zespot

P

Dolacz do zespotu, wpisujac

kod

Utworz zespalt

\ o0
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Wyszukaj zespoty Q

Szkolenie Microsoft Teams

Publiczne

Wpisz kod Szkolenie Microsoft Teams

Tworzenie zespotu

Nauczyciele s3 wrascicielami zespotdw zaje, w ktdrych uczniowie uczestnicza jako cztonkowie. Kazdy
zespot zajec umozliwia tworzenie zadan | testow, rejestrowanie opinii uczniow oraz przydzielanie
uczniom prywatnego obszaru na notatki w notesie zajed,

Nazwa

Centrum e-learningu @

Opis (opcjonalnie)

Tutorial

Anuluj

In order to create a new Team, first select the “Join or create Team” button in the top-right corner of the MS Teams panel. Next, click on the “Create
a Team” option and select “Class”. Input the Name of the class — it should be unequivocal and unique — but foremostly: the Name has to start with
the prefix “DYD-" [all other names shall be removed]. This setup allows easier Teams management in the future.
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Add members to E-learning department

Students  Teachers

At Robert kapinski (student) x 6T Grupa Testowa v X

Close

Adding people to the new Team is possible in the next window. You may select individual students from the “Students” list or add other academic staff
from the “Teachers” list. After finding the appropriate person, click on the “Add” button and then the “Close” button located in the bottom-right corner.

It is also possible to skip this stage to generate a Team code and share it with particular people we want to allocate to the Team.

Students Teachers
Search for teachers
Zacznij wpisywac nazwe, aby wybrac grupe, liste dystrybucyjng lub osobe w szkole.
Grupa Testowa

GT  Grups Testowa *
Dodano 2 cztonkdw.

Close
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GENERATING TEAM CODES

Q, Wyszukiwanie .
E-learning department - o
E-learning department 3
< Wszystkie zespoty
Centru
Ce :
l Tutorial
Members Pending Requests Channels Settings Apps 1 more v
Ce
Members  Pending Req * Team theme Pick a theme
Centrum e-|earningu Search for members
»  Member permissions Enable channel creation, adding apps and more
Ogéiny 2——> £33 Manage team
& Add channel bd
»  Guest permissions Enable channel creation
S Add member
Leave the t
¥ Leave the team » @mentions Choose who can use @team and @channel mentions
& Edit team {
@ Getlinkto team ~ Team code Share this code so people can join the team directly — you won't get join requests
{? Manage tags
Wl Delete the team 4 Note: Guests won't be able to join with a team code
+ Kod zespotu Udostepnij ten kod, aby nowe osoby mogty bezposrednic dotaczad de
zespotu — nie bedziesz otrzymywac prosb o dotaczenie
5_> 93ka4J
¢ Petnyekran 1) Resetuj [ Usud [Y Kopiyj
Uwaga: goscie nie beds mogli dotaczy€ za pomoca kodu zespotu

The Code may be reset — so that accessing the Team with the previous Code will not be possible.
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