
Microsoft Teams on mobile devices
Installation and configuration instructions
Guide for students, researchers, lecturers, and administrative staff at the Medical University of Lublin

Introduction
Microsoft Teams is a communication and collaboration platform that enables effective communication in an academic environment. The mobile app provides access to all platform features from anywhere, significantly improving the flexibility and effectiveness of communication at the University.
Key benefits of Microsoft Teams on mobile devices:
•    Instant notifications about important information
•    Real-time communication with teams and workgroups
•    Access to files and documents from anywhere
•    Coordination of projects and tasks
•    Secure communication in accordance with University standards
Installing the application
Installation on iOS devices (iPhone/iPad)
1. Launch the App Store on your iOS device
2. Search for “Microsoft Teams” in the search field
3. Select the official app published by Microsoft Corporation
4. Press the “Download” button
5. Confirm the installation using Face ID, Touch ID, or your Apple ID password
6. Wait for the application to finish downloading and installing
Installation on Android devices
1. Open the Google Play Store on your Android device
2. Type “Microsoft Teams” in the search field
3. Select the application published by Microsoft Corporation
4. Press the “Install” button
5. Confirm the installation according to the system instructions
6. Wait for the installation process to complete
First launch and login
Initial setup
1. Launch the Microsoft Teams app after installation is complete
2. On the welcome screen, select “Sign in”
3. Enter the email address assigned to your university account
4. Follow the authentication procedure
5. Accept the application permissions when prompted by the system
Required permissions:
•    Access to notifications (required)
•    Access to a microphone (for voice calls)
•    Camera access (for video conferencing)
•    File access (optional)
System notification configuration
Notification settings on iOS
System configuration:
1. Go to your iOS device settings
2. Select “Notifications”
3. Find “Microsoft Teams” in the list of apps
4. Turn on “Allow Notifications”
Detailed configuration:
•   Alerts - enable for immediate visibility
•   Sounds - choose a clear sound
•   Badges - enable display of unread message count
•   Show on lock screen - allows access to notifications without unlocking your device
•   Show in Notification Center - keep alert history
•   Alert style - select “Banners” for maximum visibility
Notification settings on Android
Basic configuration:
1. Open your Android device's Settings
2. Go to the “Apps” or “Application Manager” section
3. Find and select “Microsoft Teams”
4. Tap “Notifications”
5. Turn on “Show notifications”
Advanced settings for different manufacturers:
Samsung:
Settings → Apps → Teams → Notifications
Turn on “Set as important” or ‘Priority’
 Set the notification category to “High priority”
Huawei:
Settings → Apps → Teams
Battery Manager → Protected Apps → Enable Teams
Settings → Notifications → Teams → Allow Notifications
Xiaomi (MIUI):
Settings → Apps → Autostart → Enable Teams
Settings → Battery and performance → Manage apps → Teams → No restrictions
OnePlus/Oppo/Vivo:
Settings → Battery → Battery optimization → Do not optimize Teams
 Settings → Notifications → Teams → Enable all options
Configuring notifications in the Teams app
Accessing notification settings
1. Open the Microsoft Teams app
2. Tap your profile picture in the top left corner of the main menu
3. Select “Settings” from the drop-down menu
4. Go to the “Notifications” section
Notification categories
General activity:
•    All activity - notifications for all events
•    Only @mentions and replies - limited to direct references
•    Only calls - minimal notifications
Mentions (@mentions):
•    Always on - recommended for effective communication
•    Notifications for @everyone and @channel - information addressed to the entire group
•    Personal @mentions - direct user tags
Calls and conversations:
•    Voice calls - always on for accessibility
•    Video calls - notifications about video conferences
•    Chat messages - direct communication
Notification schedule
Quiet hours:
•    Set a time range for limiting notifications (e.g., 10 p.m. to 7 a.m.)
•    Days of the week - option to differentiate between weekdays and weekends
•    Exceptions - calls can come through despite quiet hours settings
Notifications during activity:
•    Synchronization between devices - limit duplicate notifications
•    Activity status - automatic adjustment based on other device usage
Benefits of instant notifications
For students
Academic communication:
•    Instant information about materials added by lecturers
•    Notifications about changes to the class schedule
•    Real-time coordination of group projects
•    Reminders about assignment deadlines and exams
Student collaboration:
•    Communication in project groups
•    Sharing resources and materials
•    Organizing meetings and study sessions
•    Quickly solving academic problems
For lecturers and researchers
Class management:
•    Communicating with students without revealing personal information
•    Conducting online consultations
•    Sharing teaching materials
•    Coordinating class schedules
Scientific collaboration:
• Communication within research teams
• Coordination of scientific projects
• Sharing research results
• Organization of conferences and seminars
For administrative staff
Organizational communication:
• Coordination of activities between departments
• Immediate notification of changes in procedures
• Organization of meetings and events
• Management of administrative projects
Operational support:
•    Communication with technical departments
•    Coordination of activities in emergencies
•    Sharing documentation and procedures
•    Monitoring task completion
Troubleshooting
Problems with notifications
No notifications:
Step-by-step check:
1. Verify system settings - check if notifications are enabled for Teams
2. Internet connection status - the application requires constant network access
3. Application update - make sure you have the latest version
4. Restart the application - close and restart Teams
5. Restart your device - in case of system problems
Best practices for use
Notification management
Communication strategy:
•    Adjust notification levels to your role and responsibilities
•    Use quiet hours to maintain a work-life balance
•    Regularly review and update your notification settings
Communication etiquette:
•    Use @mentions consciously and purposefully
•    Respect other users' quiet hours
•    Choose the appropriate communication channel for each type of message
Security
Good practices:
  Regularly update the app to the latest version
•    Do not share your login details with others
•    Log out of the app on public devices
•    Report suspicious activity to system administrators
Technical support
Contact technical support
University IT department:
•    First line of support for issues related to university accounts
•    Help with setting up access to university teams and channels
•    Support in resolving authentication issues
Microsoft Support:
•    Technical support for issues with the application
•    Documentation and user guides
•    User community and discussion forums
Summary
Microsoft Teams on mobile devices is a key communication tool in the academic environment. Proper installation and configuration of the application, especially notification settings, ensures:
•    Immediate access to important information
•   Effective communication between all members of the academic community
•   Better coordination of projects and tasks
• Increased flexibility in managing professional and academic responsibilities
Regularly updating the application and adjusting settings to individual needs maximizes the benefits of using Microsoft Teams on mobile devices.

Instructions prepared for the academic community, taking into account best practices in security and usability. If you have any questions or technical issues, please contact the IT Center of the Medical University of Lublin.
