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Conducting online thesis supervision using 

Microsoft Teams 

Online thesis supervision can be conducted in many ways using one, or a 
combination of several technologies. This document will deal with Microsoft 

Teams and will suggest ways of using MS Teams for accomplishing the following 
tasks: 

1. Installing Microsoft Teams. 

2. Setting up a Team in Microsoft Teams for supervision purposes. 
3. Communicate important information regarding e.g. online supervision 

meetings to students under supervision. 

4. Facilitating submissions of thesis work-in-progress from students 
under supervision (with enforcement of deadlines). 

5. Conducting online audio/video meetings with groups of student 
and/or single students for providing feedback and supervision. 

 
Microsoft Teams is available as an app on both Android and iOS. It is 
recommended that you inform your students about this so that they can e.g. 
more easily keep up to date with information that you send them via Teams. 
You can, of course, also download the app yourself and manage certain 
supervision tasks from your phone if you wish. 
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1 Installing Microsoft Teams 

To download Microsoft Teams, open a web browser go to the following 
address: 

https://teams.microsoft.com/downloads 

Click More options. 

 

Choose your operating system, Windows 64-bit in this example. 

 

Run the installer file that was downloaded to complete the installation of Microsoft 

Teams. Upon completed download the installer file will be located in your 
Downloads folder.  

  

https://teams.microsoft.com/downloads
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Once installed you must sign in with your LUCAT followed by @lu.se (usually 

in the formats xxx-yyy@lu.se or xx1234yy@lu.se) – once entered, click next (or 
“Sign in” in some versions). 

 

If you have entered your LUCAT ID correctly you will presented with a Lund 

University authentication prompt. Enter the password associated with your 
LUCAT (the same one you use for logging into Canvas etc.) and then click Log in. 

 
  

Example LUCAT – 
replace with yours! 

mailto:xxx-yyy@lu.se
mailto:xx1234yy@lu.se


4 

 

If you have done everything correctly you should now be seeing something like 
this (probably with less teams unless you used Teams before): 
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2 Setting up a Team in Microsoft Teams for supervision 
purposes 

From Microsoft Teams, click the Teams tab and then click  . 

 

Click on  to proceed. 
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For thesis supervision it is recommended to use a Class team as it allows for 
assignment submissions. 

 

Name your team appropriately and give it a description if you want to. 

 

When you are done, click . 
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In the following step you have the option to add students and teachers. You can 
also do this later, however if you want to add students you can search for them by 
name or student ID. Remember that searching for students by name can be 

challenging if they have common names like “Björn Svensson” as the search 
includes all students and employees at Lund University. If a student has a common 
name, consider searching for them using their student ID. The student ID of a 

specific student can be found under “People” on a canvas course that they are 
taking. 

 

Your team should now be up and running. In the menu accessible by clicking  
on the left hand side you can manage the settings of your team and add more 

members (students) if required. 

 



8 

 

Your team includes a number of tabs. Under the tab Posts both you and your 
students can post and reply to messages. Under the tab Files you can upload files 
for use in supervision and the Assignment tab can be used to create assignments for 

submission of thesis work – more on that later. 

 
  



9 

 

3 Communicate important information regarding e.g. online 
supervision meetings to students under supervision 

There are two primary ways of communicating information to your students – by 
posts and by files. This can be used as a substitute for communicating via email. 
For announcements of deadlines, meetings and such it is recommended that you 

write a post, as shown in the example below: 

Click on the  symbol near the “chat field”, this gives you better options for 
writing longer posts. 

 

Give your post a headline, content and then click  to make it available for 
your students 

 

An example (in Swedish): 
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If you have files that you want to keep readily accessible for the students that you 
are supervising, simply upload them under the Files tab by using drag & drop. 

  



11 

 

4 Facilitating submissions of thesis work-in-progress from 
students under supervision (with enforcement of deadlines) 

Method 1: A simple folder 

This is the simplest method of collecting work-in-progress theses from students.  

Go to tile Files tab in your Team. Click  and then click . 

 

Give your folder a logical name and then click . 

 

It is recommended that you then via a post inform the students that they are to 

upload their work-in-progress to the specific folder and the deadline for doing so 
etc. 
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Method 2: Assignments (more advanced) 

Whether you are interested in enforcing deadlines or not, using assignments as a 
means for students to submit their work-in-progress can be useful. Assignments in 

Teams work similar to assignments in Canvas. In order to get started, click the 

Assignments tab and then click  and choose Assignment. 
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You will be presented with a view where you can give your assignment a name, 
write some instructions and set a due date and time. It is recommended that you 
leave the other settings unchanged as shown in the example below. 

When you are done, click . 

 

It is recommended that you specifically tell students to only make one submission 
per group (if your students are writing in pairs) as Teams only supports individual 
hand-ins. 

Once a student has handed in an assignment you will be able to see it under their 
“status” on that assignment. 

 
Click on the row to gain access to the file that the student uploaded. 

 

Again, the idea is not to do any grading in Teams using assignments – just to 
receive submissions and to enforce deadlines. 
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5 Conducting online audio/video meetings with groups of 
student and/or single students for providing feedback and 

supervision 

Microsoft Teams works like Skype for Business in that you can have calls with 

multiple people at once where you can talk, use your camera and share your screen 
so that the other participants in the call can see what’s on your screen.  

To start e.g. a supervision meeting with any number of students you can use the 

“Meet now” functionality in Microsoft Teams. From your Team, click the “meet 

now” button . 

 

Give your meeting a title and then click  : 
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You should see the following view, with all your students on the left-hand side. 
To add a student to the call, simply click . You can add as many 
students as you want to the call. 

 

If you need to show the students something, e.g. a PowerPoint, PDF or some other 

thing on your screen click the  button to share your screen. Then click the thing 
you want to share. If you choose Desktop your students will see everything that 

you see on your screen – including any email notifications or other things that pop 
up. You can also choose to only share e.g. PowerPoint. 

Another way of calling people via Teams is using the Call tab. There you can enter 

one or many names and hit call and Teams will create a group call: 

 
 
  

Mute your 

microphone 

(nobody will 

be able to hear 

you) 

Share your 

screen 

(explained 

later) 

End call 

Turn on/off 

your camera 
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It’s also possible to call a single person/student via Teams, simply search for their 
name and then hit the call button: 

 

 

 


