
Microsoft Teams is an application within Microsoft 365 package, available to
students and workers of our University, containing a set of tools and services
serving group cooperation.

In order to use the application you should log in to the portal Office 365 
(https://teams.microsoft.com) 

The application works both in on-line version as well as locally after downloading 
from the Portal. There is also  version for smartphones and tablets available. 
(ready to download from Google/Apple: named „Microsoft Teams”).

Logging in to Portal Office 365 proceeds depending on the status of the user:

•students log in using the data from the Central Authorization System login in the 
format: s0xxxxx@student.wum.edu.pl

•workers and doctoral candidates use the data from Central Authorization System, 
but in different format: firstname.lastname@wum.onmicrosoft.com
(during loging in you should use standard Latin letters without Polish diacritical 
signs (e.g. ą, ę, ż)

https://office.com/
mailto:s0xxxxx@student.wum.edu.pl
mailto:firstname.lastname@wum.onmicrosoft.com


The application allows to create teams, within which you can perform various tasks using most of the tools of the Office package, as 
well as chat and voice and video connections. Below you can find a view from the window of the application  with description of 
exemplary available functions:



Navigation within the application is done using the bar visible on the left side of the screen, allowing 
access to the respective functions.

The first of the tabs is Activity, allowing access to current information regarding actions of users using 
the application. 



Chat tab allows conversations with other users using chat function. The users don’t have to be 
members of any of the created teams. 

In order to start the chat you should use the search box visible at the top of the screen writing in of the 
user, and in case of the students also the index number in the format of s0xxxx. You can also use the 
button visible alongside the search box Start the chat.



Teams box is the key functionality of the application and is used to create groups of people gathered to perform 
tasks, e.g. group of students supposed to take part in a lecture. It is advised to create „private” teams thanks to 
which only those indicated by the Team creator will have the access to them (e.g. the lecturer). 

Within the teams there are channels created. Each channel relates to the specific subject e.g. event relating to the 
team, section name or entertainment. Channels are the place where meetings , conversations and cooperative 
work on files that could be made available within the group takes place.

The boxes on the upper part of each channel are connected to the favorite files, application and services.  



Creating Task Team in Microsoft Teams service.

Task Teams have unique rights and functions  for teachers and students. As the owners the teachers set 
and check the tasks and create channels and files. Each team is connected to their own tasks notes in 
OneNote application.

Within the team the students can do the following:

Cooperating within the group working channels
Sharing files
Sending tasks



Creating Task Team in Microsoft Teams service

Choose Teams box  on the left side of the navigation field, so that you could see the teams. 
Then use the button Join the team or create a new one, and later the button Create the 
team.



Creating Task Team in Microsoft Teams service

As a type of team choose Tasks

Write in the name and functional 
description of the task team, and later  
choose Further



Creating Task Team within Microsoft Teams service

Later in the boxes Students/Teachers you can 
add the members of the team. At the stage 
of creating the team it is optional – you can 
as well add the members of the team later.

Searching of the members may be done by 
using last name, and in the case of students 
also by index number.



Creating Task Team within Microsoft Teams service
Adding the members of the team could be done using Managing the Team box, available from 
the menu level… visible alongside the name of the team created.

After entering the box use the button Add the member.



Creating Task Team within Microsoft Teams service
The alternative way to create a 
team is generating Team’s code, 
allowing joining the team by 
people to whom the code will be 
sent.

In Team management box you 
should choose Settings and then 
unfold menu Team’s code and 
use the button Generate.

The generated code can be send 
by email to a group of students 
who using it join the team without  
necessity of adding them by the 
teacher.



Joining Task Team within Microsoft Teams service

Users that have Team’s code may join the team choosing the box Teams on the left side of 
the navigation bar. Later using Join the team button write in the code.



Within the created team there is a possibility to run videoconferences , using the button visible
at the bottom of the screen Start meeting now.  After pressing the button you should enter the 
name of the meeting and invite the people. 

In order to know how to manage videoconference you should use the link below: 

https://www.youtube.com/watch?v=MZLBhXHkSeY

When it is necessary to make a file available you should use the button visible at the bottom 
of the screen Add attachment. Depending on localization of the file you may use the option 
of sending copy, send link or other ways of making available.

Members of team have a possibility to modify the available files using the box Files visible on 
the top of each channel.

https://www.youtube.com/watch?v=MZLBhXHkSeY


Box Tasks makes it possible to a person who created the group or having 
rights to manage it creating tasks and tests for the rest of the group 
members.

After choosing the group, a person who manages the group may chose 
the format of the task using Create button.

And later determine its details filling in the fields of the form.



Box Talks is used to voice talking and video with other 
users of the application, who do not have to be 
members of previously created  Teams.

In order to create connection you should use Audio 
talk or Video talk that are marked with red in the 
beside picture.

Box Files makes it possible to manage the files. 

In order to team work with the file you should open the 
file using the function marked with red in the beside 
picture.



Detailed information concerning using the application  Microsoft Teams are available 
on the website of the producer:

https://go.microsoft.com/fwlink/?linkid=2008318
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