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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
the install wizard from the link: https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app (click here)

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 Teams for work on your desktop
Download Microsoft
Teams .
2 .. Opening Teams_windows x64.exe X
Connect and collaborate with anyone from anywhere on Teams.
\E’x . 3
| Download for mobile e Istaties teams,can.office.net /
N_ Save File Cancel
¥ M = | Downloads @ st x
- Home Share View Microsoft Teams
4, cut L uﬁ;’;r UCZELNIA L AZARSKIEGO
— [ Capy path x £ =
Pinto Quick Copy Paste Move Copy Delete Rename  New -
access #] Paste shortcut | o to © folder & colf r.lapinski@Iazarski.pl
Clipboard Organise ‘\‘1, 7
«  « 4 & TsPC > Downlosds Enter password /
* Quick access v Today: (1) LI I LI L)
I Desktop / ® Forgotten my password
4l Downloads Enter your work, school or
£ Documents Microsoft account. Sign in with another account
— ; 5
=| Pictures Teams_windo
@ OneDrive e Kdl oG e /6 8/
o T
¥ 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.

— Use the same login and password you use to access your student e-mail. lazarski.pl/en/student-e-mail/ «—
—The initial password is temporary — you 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: (cel@lazarski.edu.pl, 22 543 55 17)
— and provide your Student Album Number. «
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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
Kc 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
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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 s

53 General @ Theme

3 Accounts »

(5 Privacy L] L
anguage

£ Notifications guag

o3 Settings @ £ Devices [Defouh SNNEG Dok High contrast Restart to apply language settings.
A )
) App permissions Layout App Ianguage
Captions and transcripts Choose how you want to navigate between teams.
Zoom (100%6) & calls I | English (United Kingdom) v
Keyboard language overrides keyboard shortcuts.
Grid List
Keyboard shortcuts English (United States) v
Application
About To restart, right-click the Teams icon in the taskbar, then select Quit. Then reopen Teams.
Enable spell check
¢ B Auto-start application
Check for u pda‘tr__'s [ Open application in background
¢ B On close, keep the application running
DD\,\:’ nload tl'le Mo b”E a p p [ Disable GPU hardware acceleration (requires restarting Teams)
g Register Teams as the chat app for Office (requires restarting Office
applications)

[ Enable logging for meeting diagnostics (requires restarting Teams)

Language

Restart to apply language settings.

After clicking on three dots 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.
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TESTING HARDWARE FOR VOICE COMMUNICATION (TEST CALL)

Settings x

23 General Audio devices

& Privacy Realtek(R) Audic e

L1 Notifications
Speaker

Headphone (Realtek(R) Audia) p é_— 4

£t Devices
B9 Permissions
% Calls Microphone

Microphene in (Realtek(R) Audio) s

2} Make a test call | 6— 5

Secondary ringer

None ~

Camera

HP Wide Vision HD Camera 2 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 (POSTS)

< Q search =] New channel meeting ended: 32 sec e

:9; < Allteams B General + % Team E < Reply

a
-1
)]

= L4
© T 2 : 3 45
E CE Welcome to Centrum E-Learningu Robert Lapiriski 08:04
1 Choose where you want to start Rt https://teams.microsoft.com/l/team/19%3ac5095b6dad404c0as90) [ Save this message
= T BT A0thread.tacv2/conversations?groupld=ae3e3440-e8dc-4070-abc Z Edit
8 3ea8f74478ealtenantld=5eeb06ee-d2{2-4778-ba85-96242394f9%
#asgnments | Class Notebook T-—1 0 Delete
@ [rsomens 2 . =1 + Reply 6 Mark as unread
= ) Grades Fo) 7
Insigh @ Copy link
I s pe | Foverttepiisii 0905 o
Chamnels Upload Class Materials Set up Class Notebook Dzieri dabry, E=2 Share to Outlook
:iD; Prosze o dotgczenie do Zespolu poprzez ponizszy link.
7 https://teams.microsoft.com/l/team/19%3ac5095b6dad404c0a90; OB Translate
e, | e 2o @ o TG s ST (e s
. Sesmore L Tumn off notifications
Testowe Ogloszenie _
<« Reply More actions >
Testowy tytut -
Testowy tekst ] Meeting in "General” ended: 19 sec R
Kacper Cieslinski 12.09 14:19
KCo  Testowa odpowiedz ¢ Reply
8“ Reply.
A ® >1 10

—_—
1
1

- Channel name.

- Channel tabs — Posts / Files / Meeting Notes / Assignments | (Rp Roberttapirki (student)

Change picture

- Meeting start button.

Available >

& Set status message

- Channel information.

[ saved
- - - More options. % Settings
- Team name. | Zoom - % + O
- - - Team Channel section. Keyboard shortcuts
About >
- - - Text window for posting messages on the message board. Check for updates

Download the mobile app

O 00 N N »n B~ W
1
1

- Text tools — change style / add attachment / other options.

Sign out

[a—
()
1

- Send message button.

Important or useful messages posted on the Team Message Board may be saved and easily accessed later. Simply click on you avatar icon and select
the ,, Saved” option from the menu.
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JOINING A MEETING

Meeting in “General"

Zaplanowane Spotkanie

Meeting in "General

> Computer audio

m Jaka byta jakoid potaczenia?

Robert Lapinski 13:16

RL. Uzytkownik zaplanowat spotkanie
u Zaplanowane Spotkanie Room sudio
wiorek, 15 wrzesnia 2020 o 13:18

Don't use audio

-:1 Rozpoczeto spotkanie Zaplanowane Spotkanie

¢« Odpowiedz

1 --- Once your Lecturer starts a Meeting, a corresponding notification will be displayed on the Team Message board. Join the Meeting by clicking
on the ,,Join” button .

2 --- Enable / Disable your camera before joining a Meeting.
3 --- Enable / Disable background filter.
4 - - - Enable / Disable your microphone before joining a Meeting.

5 --- "Join a Meeting” button.

We kindly ask students not to use the ,,Meet now” function during a scheduled class,
when the Lecturer has not created the specific Meeting yet.
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MEETING WINDOW

Add an app

Q  You're muted.
N Prass Ctrl+Shift+M to unmute your microphone.

Device settings
v Call health

Meeting options

Meeting notes

) Meeting info

B Gallery

Invite people to join you

L3 Full screen

1 --- Button icons for changing different MS Teams function views.
10 - - Meeting duration. 75 Apply background effects
6 --- Enable /disable webcam. = - R
cr) Turn on live captions
7 --- Mute /unmute microphone. ; :
Start recording
8 --- Access to the Share content panel - select your Desktop or an application running on your system to
stream it to the Meeting (you need the permission of your Teacher to do so). ) Don't show chat bubbles
5 --- More actions (i.a. Device settings / Switch to full-screen / Start and Stop recording / Background settings, Il
etc.). )
[ Tumn off incoming video
3 --- Raise hand / lower hand.
Help
2 - -- Show conversation.
1 --- Show Meeting participants.

9 -- Leave Meeting.

4 -- Breakout rooms (available only for organizer of the meeting).
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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

1 - - - Press the Share content button
2 - -- Optionally select Include computer sound, f.e. when we play a video with sound
3/4 - - Choose a Screen or a Window that we want to share to the meetings participants

5 --- WhiteBoard — app allowing you to draw (virtual board, which works like a traditional one).
6 - - - Sharing a PowerPoint presentation
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ASSIGNMENT (PROGR ESS EVALUATION)

s . 2
v Assigned /
J:—I' < All teams

Activity Assigment
Due tomorrow at 23:59
Chat C E » Completed
als Test bez tytutu v
Ll 1}
Teams

Aszignments
= Class Notebook

— . Assigment
Assignments - )
Due tomorrow at 23:59 * Closes 3 October 2020 23:59 6

Calendar
Grades
Instructions

% Insights None 3
== My work

Centrum E-Learningu
@ < Back 3 /m

Channels onebrive
= . +  Newfile v (] Name Modified
General 100 points possible ® Lk
&5 Teams
)
. : Y <«
1 --- Select the Assignments icon.
2 --- Select the Test/Assignment
3 --- Click on the ,, Add work” option. o fles avatile
4 --- Anew window will appear with the option of uploading files from your computer.
5,6 --, Add work” and ,,Hand In” buttons. 4 5 ‘
\ Cancel

You may update or replace uploaded files only until the Close date expires. F— fm‘m/d
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CHECKING SCORES AND REVIEWED WORK

< All teams

CE

Centrum E-Learningu

Class Motebook

E==<a ]

Grades

Insights

Channels

zeneral

N

< Back EE)

Returned Thu 1 Oct, 1147 &

Assignment's title

Due today at 23:59

Instructions

Instrukcja, wytyczne:

1. Zawrzec ..
2. Opisac ...
3. Charakterystyki ...

My work

PRACA - EAPINSKI ROBERT (STUDENT) 1.pdf sor

PRACA - EAPINSKI ROBERT (STUDENT 2).pdf sor

Feedback

Good.

Points

40 /50

Centre of E-Learning (CEL) Lazarski University




13

JOINING A TEAM VIA TEAM CODE
(ADDITIONAL CLASSES)

<
2
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Centrum e-learningu

‘m |~ 8 D {&
" w
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s
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Join a team with a code

Enter code é—
Join team é——
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