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1. Hyrja

Mijedisi i punés ka ndryshuar

* Hierarkia dhe proceset strikte -» Zhdérvjelltési
* Kuantitet --» Kualitet

* Biznesi i zakonshém --» Inovacion

* Individual -» Grupe
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" 1. Hyrja

Office 365: Zgjidhjet e plota té bashképunimit né grup

i

Email dhe Telefonata Krijimi, pérpunimi Chat-i/ Biseda Kontakte
planifikim dhe gjetja e
takimesh pérmbajtjeve
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| 2. Parametrat e ekipit (Team)

Team

Team éshté njé grup njerézish gé bashkohen pér té arritur njé géllim té caktuar. (,Méso
rreth teams dhe channels®).
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Search Q = Northwind Traders > Deve

2. Parametrat e Team

Conversation Files  Wiki  Planner -+

Narthwiind Trai @ Cecily De Crum 1
orinwin raders e i e
@  Thisis the latest budget ¢

General
Customer Accounts

» Teams jané grupe njerézish, té cilét Development 5 ey
punojné ne njé projekt té pérbashkét.

@ Daphne Knowles n
Social Media ® Cansomeone please poil

» Ata mund te paraqiten ne bazé té ——
permasave, duke filluar nga komunitete P ——
te vogla studimi né organizata te
medha.

Kadji and Jakob replied

G} MiguelSilva 11:16
@ There's still quite
Designers but we'll still be a

General < Reply

Fourth Coffee

General
Fun stuff O¢ Join
Marketing
Daniela Madera
Source: Weekly Specials WIS Setting up some

https://www.microsoft.com/itshowcase/blog/wp

content/uploads/2017/03/Microsoft-Teams- A CET Marketing revie
channel.png Thursday, 15th @ 1(
Louisa Cain 11:1
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2. Parametrat e Team

Join or create a team

Create a team Join a team with a code

Krijimi i Ekipeve (Teams)

» Ekipet mund té krijohen duke futur
anetar ndermjet Email-it ose me kode Enter code
S i g u ri m i . Bring everyone together and get to work! Got a code to join a team? Enter it above.

» Kanali gé do té krijohet quhet G

Select a team type

& L o

Class Professional Learning Staff
Discussions, group projects, Commu nity (PLC) School administration and Clubs, study groups, after school

assignments development activities

Educator working group
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Parametrat e team

> Klasa: E pérshtatshme pér diskutime,
projekte né grup dhe detyra.
-> ideal pér mésues & studenté
-» secila klasé éshté e lidhur me njé fletore
personale, ku paraqiten materiale mésimore

» Komuniteti profesional i mésimit: grupe
pune edukative si psh studenté PhD
- leje té njéjta né aspektin lexim-shkrim

a I | RSP Co-funded by the
v e u : LB Erasmus+ Programme
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Select a team type

Professional Learning
Community (PLC) School ad istration and Clubs, study groups, after schoo

i developmen activities
Educator working group CEIGIR RER ELELE

» Stafi: Administrimi i komuniteteve té studimit

-> secili grup ka njé lider

-> fletore e integruar stafi

> Té tjeré: Grupe studimi, grupe té kohés sé liré
dhe aktivitete té tjera

- Té drejta té njéjta né aspektin lexim-shkrim

Source: (,What is Microsoft Teams and which type should | use? - ask.PLCSCOTCH", n. d.)




- 3. Komunitete profesionale té punés (PWC)

Krijo nje PWC (hap pas hapi)
» Zgjidh tipin e team gé mendon se té pérshtatet, psh PLC ose staf

'I Organization

fnnuprqmlrm \’cm-m-q:mns Cnnwrsannnli l.'m.prlmhcmi l.'m.vualmns Compnallmli Cnmﬁ-sahnm l.'m lllllllllllllllll

Rles I I e hes File I Files b
Makes  £= Nales ol e %= Mo Mok oo H Ma
= Tal: = Tabr = Tak = Tab = Tabs = Tabs = Tak = Tabs = Tabs
Source:
=% Cannectars =+ {annec| tors =+ Connecioes =+ Conneciors =+ Connectors =+ Connectars =+ Conneciors =+ Connecicrs =+ Connectors httpS://powe"-SOftwa re'com/wp-content/uploadS/2020/03/

overview-of-teams-and-channels-imagel.png
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3. Komunitete profesionale te punes (PWC)

» Pasi zgjodhét llojin e team, vendosini njé emér dhe zgjidhni parametrat e sigurisé

» Shto direkt pjestaré né ekip ose anashkaloje kété veprim R ruup——"

Start typing a name, distribution list, or security group to add to your team. You can also add people

outside your organization as guests by typing their email addresses.

Create your team

Start typi r
Staff leaders are owners of staff teams and add others as members. Each staff team allows you to St

communicate, share important documents, and set up a Staff Notebook to track common
administrative goals.

Name

Professional Working Community

Description (optional)

Department A

Privacy

— private: Drejtuesi | team mund te shtojé pjestaré, té
ciléet futen né ekip me ané té njé kodi. Team mund té
gindet edhe ne galeriné e ekipeve

cUPlc- Anyone inyour organization canJon — public: Cdokush mund té béhet pjesé pa aprovimin

a I R Co-funded by the € d rEJtUESIt. .
v e u : LB Erasmus+ Programme
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Private - Only team owners can add members

Private - Only team owners can add members




3. Komunitete profesionale te punes (PWC)

» Tani jeni gati té filloni
» NJé kanal kryesor(general), seksioni i dosjeve & fletorja stafit u krijuan automatikisht

® Team  *** General Posts Fild | Staff Notebook | -

Welcome to the team!

Give your staff a private space for notes
and a canvas for collaboration.

Set up a OneNote Staff Notebook
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3. Komunitete profesionale te punes (Pwc)

> Njé fletore e stafit pérmban tre lloje nen-
fletoresh:

a) Collaboration Space— fletore ku i gjithe stafi mund
te bashkepununoje, p.sh. per shenimet e takimeve,
ndjekja e progresit te nismave

b) Content Library —fletore ku udhéeheqesi i stafit
mund té ndajé materialet e kursit (vetem pér
anétarét), p.sh. pér procedurat, datat dhe afatet

Give your staff a private space for notes
and a canvas for collaboration.

c) Staff member notebooks — fletore private midis
drejtuesit té stafit dhe anétarit té stafit(drejtuesi mund té keté
akses , ndérsa anétarét nuk mund t'i shohin fletoret e
pjestaréve té tjeré), p.sh. hulumtime profesionale, reagime,
vlerésime
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3. Komunitete profesionale te punes (PWC) - Shembulli mé i

mire praktik

Professional Working Community -
Department A

» Menaxho parametrat e Teams

» | zbatueshem pér gjitha llojet e
tjera te team

Members  Pending Requests

Team picture

Member permissions

W General Posts Files Staff Not

Guest permissions

@mentions

Professional Working Co...

PW

Team code

Private team Fun stuff

Department A

B || B

OneNote Staff Notebook

Tags

a I RSP Co-funded by the
e u : LB Erasmus+ Programme
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Channels  Settings  Analytics  Apps

Add a team picture

Enable channel creation, adding apps, and more

Enable channel creation

Choose who can use @team and @channel mentions

Share this code so people can join the team directly - you won't get join requests

Allow emoji, memes, GIFs, or stickers

Manage notebook sections and preferences

Choose who can add tags




3. Komunitete profesionale té punés (PWC) —
Shembulli me | mire praktik

» Menaxho parametrat e Teams— Leja e pjestaréve

PW Professional Working Community -
Department A

Members  Pending Requests  Channels  Settings  Analytics Apps v Member permissions Enable channel creation, adding apps, and more

Team picture Add a team picture
Allow members to create and update channels

(<]

Member permissions Enable channel creation, adding apps, and more .
Allow members to create private channels

(<]

Guest permissions Enable channel creation A Iimerbertoldelefelndirestaretehanals

(<]

@mentions Choose who can use @team and @channel ment
Allow members to add and remove apps

(<]

Team code Share this code so people can join the team direc Allow members to upload custom apps

(<]

Fun stuff Allow emoji, memes, GIFs, or stickers A”OW members to create update and remove tabs
' '

(<]

OneNote Staff Notebook Manage notebook sections and preferences Allow members to create update and remove connectors
' '

(<]

Tags Choose who can add tags

Give members the option to delete their messages

(<]

Give members the option to edit their messages

(<]
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3. Komunitete profesionale te punes (PWC) —
Shembulli me | mire praktik

» Menaxho parametrat e Teams — gjenero njé kod pér ekipin, gé té lehtésohet hyrja.

Professional Working Community -
Department A

Members  Pending Requests Channels  Settings  Analytics  Apps

» Team picture Add a team picture
Member permissions Enable channel creation, adding apps, and more
Guest permissions Enable channel creation

@mentions Choose who can use

v Team code Share this code so people can join the team directly - you won't get join requests

Team code Share this code so pe

Generate

Fun stuff Allow emoji, memes, (
Note: Guests won't be able to join with a team code

OneNote Staff Notebook Manage notebook sectons ana prererences

Tags Choose who can add tags

a I | RSP Co-funded by the
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3. Komunitete profesionale te punes (PWC) - Shembulli mé i
mire praktik

Hide

» Menaxho parametrat e Team— krijo kanale té reja me ané té
parametrave ose tre pikat ngjitur me Team-in tuaj.

Manage team

Add channel

Add member

Members Pending Requests| Channels | Settings Analytics Apps

Leave the team

Search for channels (©) & Add channel

Edit team

v Active (1)
Get link to team

NET Show for me Show for members Description Last activity

Manage tags

General

Delete the team

Co-funded by the
Erasmus+ Programme
of the European Union




3. Komunitete profesionale te punes (PWC) —
Shembulli me | mire praktik

» Menaxhoni parametrat e ekipit— shtoni ose fshini pjestaré, dhe cakto rolet (drejtues,
pjestar)

embers |Pending Requests Channels Settings  Analytics
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3. Komunitete profesionale té punes (PWC) —
Shembulli me | mire praktik

Menaxhoni parametrat e ekipit tuaj - shtoni ose fshini aplikacionet ge doni te
perdorni né komunitetin tuaj

Members  Pending Requests Channels  Settings  Analytics || Ap

Apps let you complete tasks, receive updates, and communicate at the same time. To get started @mention a bot or add a tab in a team channel. B More apps

Description

Easily create surv uizzes, and polls.
OneNote Use OneNote notebooks to collaborate on digital content and share it with your team.
Planner Planner makes it easy for your team to stay organized, assign tasks, and keep track of your progress. Create a new plan so yo...
Power Bl Pin Power Bl reports to your channel to start a conversation about your data. With reports and chats in the same place, every...
Praise Send praise to people

Posts Files Staff Notebook!| -+

SharePoint Add a SharePoint page or list. Lists can be edited. Pages are read only in Teams.

Co-funded by the
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3. Komunitete profesionale te punes (PWC) —
Shembulli me | mire praktik

Planner About X

» Zgjidhni nga njé larmi e madhe e T o
u - e . o 1 rraniner makes it easy for your team to stay organized, assign tasks, and keep
apllkaC|oneSh d he ShtOJ NI ato SI Skede’ track of your progress. Create a new plan so you can start getting things

done.

p.Sh. planiﬁkueSi Learn more

Add a tab

© Create a new plan

rurrryourravoriee apps and files into tabs at the top of the channel Search

More apps

Tab Name

_ Name your plan
m N

Document Excel Forms MindMeister  OneNote Planner

Library

@ Use an existing plan from this team

Looks like this team has existing plans. Select an existing plan to add it as a tab.

3. W a3

Power Bl PowerPoint SharePoint Stream Website

Existing plans 2

More tabs

Post to the channel about this tab

o BN 1o

Aktivlearn Ally AMION aulaPlaneta Avochato
Plus

a I | RSP Co-funded by the
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3. Komunitete profesionale te punes (PWC) —
Shembulli me | mire praktik

Posts Files Staff Notebool| Deadlines | -+

> Planifikuesi e bén mé té lehté pasqyrimin e
afateve, detyrave dhe progreseve. flBoard B Charts B Schedule

‘ Planner About X To do Add new bucket

Planner makes it easy for your team to stay organized, assign tasks, and keep

track of your progress. Create a new plan so you can start getting things + Add task
done.

Learn more

O Create a new plan
Tab Name O Enter a task name

Name your plan

Set due date

@ Use an existing plan from this team
Looks like this team has existing plans. Select an existing plan to add it as a tab. g Agsign

Existing plans v

Add Task

Post to the channel about this tab

a I RSP Co-funded by the
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3. Komunitete profesionale te punes (PWC) —
Shembulli me | mire praktik

» Shto website-in e kompanisé tuaj pér njé akses mé té shpejté

X
€@ Website

Tab name

Website

LIRL*

Paste your link here

*Make sure you're only linking to sites that start with 'https://' and contain trustworthy web content.

That way, you and your team can stay secure.

Post to the channel about this tab

Co-funded by the
Erasmus+ Programme
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4. Krijo nje strukture VCL

> New rubric

Title

~ Points
Research

Description

Here you will find the requirements for achieving certain grading levels.

Grading criteria

Excellent Good Fair Poor

Your solution needs to All criteria were All criteria were discussed Criteria were discussed Two or more criteria were
cover: excellently fulfilled. but too superficially. but not in depth and/or missing.

- his early life one criteria was missing.
- his scientific findings

- scientific resources

100

Co-funded by the
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of the European Union

valeu-




5. Kalendari

Activity

Chat Ej Today <

Calendar

>  May 2020 v

> Shto data
» Planifiko takime/ evente live

» Béhu pjesé e takimit direkt

» Kalendari éshté i mundur té pérdoret

nése keni ligensé psh Al

» Nuk mund té pérdoret nga llogari

falas ose té ftuar

G4 Meet now

-+ New meeting v/

=] Work week

- 26

Teams Mond: Tuesday

Assignments

Calendar

.

il
10 AM

a I | RSP Co-funded by the
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6. Planifikimi i takimeve/Evente live

» Shko te kalendari
-> né qoshen e djthté sipér

» Planifiko njé takim té ri ose krijo njé event live (pér audience té madhe dhe té moderuar)

a4 Meet now + New meeting v

4 Meet now -+ New meeting

Schedule meeting

@) Live event

Co-funded by the
Erasmus+ Programme
of the European Union
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0. Planifiko takime/Evente live

New meeting [ ‘tails Scheduling Assistant
> T_a__klmel_t_ mundte Eh\l_l_"_Ohen Time zone: (UTC+01:00) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna
nje here ose te perseriten.

2 |Addtitle

»> Pér takimet e pérséritura:
mund té shtoni njé date W 7 required attendiees
fillimi dhe mbarimi

+ Optional

May 26, 2020 8 May 26, 2020
» Shtoni njé kanal specifik
pér té treguar pérkatésine e Joss notrepest
ta ki m it t Add channel

» Shtoni antarét e kerkuar
dhe opsional

Add location

B 7 U S % A WA Paragraph ~ T,

Type details for this new meeting

*

a I RSP Co-funded by the
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6. Planifiko nje takim/Eventet live

> Béhu pjesé e takimit me ané té:
> Njé linku
» Kalendarit
» Kanalit ku po zhvillohet takimi

Marketing mesting m
Microzoft Teams Meeting G

Copy Review 01:13

& Bichil Tckzn 10229 aem Source:
w1 o et oot coreen s ot i e (RS B8 05 15 ek changes https://support.content.office.net/en-us/media/6d2bd9ee-ee7c-
4a78-b450-16dabb43b2a3.png

s Jamsa 1200 pm

%0, it kooks ke there needs to be a grammar/spelling pass on this doc at the very keast. | locked through really
quickly and found a couple typos, eic

Mindulicn Mircer 1200 pm
i3 Also, alot of these taghines and ad copy need to be updated 1o reflect semtence case, not title case.

¥ gy

- | Source:
https://support.content.office.net/en-us/media/18ea9fc8-979d-

4f30-95c0-998b4ca3eaca.png
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6. Planifikimi i nje takimi/Eventet live

£93 Show device settings

[ Show meeting notes

»> Mbaj shénimet e takimit

» Béhu pjesé e njé takimi & kliko te tre 2 e e e
pikat

» Starto té mbash shénime rreth takimit %% Show background effects

» Shénim: shénimet mund t& mbahen né Turn on live captions (preview)
takime me jo me shume se 20 antare

» Shénimet mund ti gjeni pas takimit né
kanalin gé u zhvillua.

> Secili takim né té njéjtin kanal ka njé
seksion té ri te shénimet (OneNote)

it Keypad

. @© Start recording
\ & _
o> End meeting

(& Turn off incoming video

Go ahead and start taking
notes!
Notes you take are shared with r_J (AL @ a

others and are accessible before,
during, and after the meeting.

Take notes

a I RSP Co-funded by the
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6. Planifiko nje takim/Evente live

|O Start recording

o> End meeting
> Regjistro njé takim
> Béhu pjesé e njé takimi & kliko te tre pikat
> Starto regjistrimin m &
»> Né anén e maijté té shiritit do té shfaget, njé piké e
kuqge, e cila tregon se regjistrimi filloi
> Ndalo regjistrimin njélloj si e startuat, ndérmjet tre
pikave( ndalo regjistrimin)
» Ju do té merrni njé mesazh né chat kur regjistrimi
te jeté ngarkuar ne Microsoft Stream Mt

Recordec -

(A4 Turn off incoming video

Open in Microsoft Stream
Chat Recent Contacts

Meeting ended 1m 10s  4:33 PM C(g Share

Recent Meeting @ Getlink

i by: Li jes
Meeting with Lisa Langesee Recorded by Lisa Lange £

P Meetina with Lisa Langesee 4:33 PM
4 Recording s ready

a I RSP Co-funded by the
v e u : LB Erasmus+ Programme
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6. Planifikimi i takimeve/eventet-live

| New live event

» Eventet live jané transmetime té drejtpérdrejta
.e .o .e . ee - e e .o You are setting up a live event
te krIJ U a ra pe r nJ e a u d Ience me te mad he To invite atten:ee: copy the link once you schedule the live event, and publish it or send it in a

calendar invite. Learn more

» Ato jané té moderuara dhe mé té strukturuara

Invite people to your event group

> Qé”imi kryesor: komunikimi i njé personi me I Invite presenters

Shumé té tjeré. Organizer

ot a Li,SZ LarTges.ee

> Pas krijimit té eventit: ndajeni dhe publikoni ®

linkun pér té pranishmit - mund té ndani b i

lidhjen pérmes hyrjes né kalendarin e eventit |

B 7 U S % A MM paagaph v T,
I ive Provide mfo_a bout the live eve;t x

» Shénim: ju duhet té paktén njé Enterprise E1
ose njé licencé A3 pér té krijuar njé event live +
linge té ndryshme pér prezantuesit dhe té
pranishmit

Invite attendees

Toimuita stbandasa ~anuthe link and share it or send it in a calendar invite.

@ Get attendee link (@ Learn more

a I RSP Co-funded by the
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6. Planifikimi i takimeve/eventet-live

New live event

Live event permissions

» Shto parametra té tjeré

» Lidhur me lejet se kush mund ta shikojé ';e""'e and groups _
. . nly the specified people and groups can watch the live event.
eventin live

» Vendosni se si déshironi té zhvilloni eventin Org-wide
(pérmes Team a po pajisjeve te jashtme) Everyone in your org can watch the live event. (Sign-in required)

» Shénim: pasi té mbarojé njé event i
dreJtper.d re.J_te’ nUk mund te r.ISta rto.het B Ju The live event will be open to anyone. Use when most of the attendees
duhet té krijoni njé event té ri (ftesé e re me are outside your org. (No sign-in required)
ané té njé linku).

Public

How will you produce your live event?

@ Teams

You plan to use Teams to share content from presenters' webcams and screens.

Recording available to producers and presenters

Recording available to attendees (i)

a I RSP Co-funded by the
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6. Planifikimi i takimeve/eventet-live

» Pamja e moderatorit (hap pas hapi)

@ Test 00111 0attendees (EEERED

Join as a producer

Test

Queue Live event

Add video or content from below

Join now

@ ) ¥ @ ) 5 Beats Studio® von Lisa-M

Other join options

(& Add a room S Attendee

Turn on your video if you're planning to
speak in the live event.

Lisa Lang

a I RSP Co-funded by the
v e u ( LB Erasmus+ Programme
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The live event hasn't started

Share

Mute all




Planifikimi | takimeve/eventet-live

» Pamja e moderatorit (hap pas hapi)
» Zgjidh cfaré déshiron té ndash me pjestarét (share)

Lisa Langesee's desktop Live event

E
ti
%
o
L]
@
(]
e
o]
r
]
b
@
L
ull
O
©
e
=

TSI OMORE -1 1 1R 1L el Sehall

Click Start to go live to
attendees.
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6. Planifikimi i takimeve/eventet-live

Are you sure you want to start the live event now?

Once you start, you can't stop and restart. The event can last up to 16 hours from start
time and attendees will watch at a 10-20 second delay. Learn i

» Pamja e moderatorit (hap pas hapi)

Cancel Continue I

® Test 02:35 0attendees | LIVE Need help?
Queue Lisa Langesee's desktop Live event Lisa Langesee's desktop is live

O QW 5 @ conEE Fizewe o8 Q= CA N Bt SR T

—
I'

EPRENOBEOE 5 TAL

K E9) R

', and fnd the

€ 00 L EPREL0OPOrE IR"

= _Veh 6
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/. Keshilla & Sugjerime

>

Nése keni takime né té njéjtén kohé né kalendar, butoni “Join“ nuk do té shfaget - ju
mund té béheni pjesé duke klikuar né té djathté té eventit dhe duke selektuar “Join
online”

Kalendari i Teams do té tregojé evente, té cilat jané planifikuar ne Teams, Exchange, ose
Outlook

Nése shton njé kanal né takim, té gjithé mund ta shohin dhe té béhen pjesé e takimit

Ju mund té shtoni njé dosje specifike né skedé - fillimisht duhet té ngarkohet né
seksionin e dosjeve

Ju mund té shtoni bots (funksion i ri né MS Teams gé ju lejon té bashkéveproni me té dhe
merrni informacion nga njé software ose website) dhe bashkéveproni me ta né chat ose
kanal, psh Kayak pér informacione rreth fluturimeve

Shtoni njé skedé Wiki né njé kanal pér té mbledhur dhe pérdorur njohurité.

Planifikuesi: oranizoni detyrat e reja pasi i keni shtuar ato dhe shtoni etiketa te detyrat e
té njéjtit lloj

Eventi live: Deri né dhjeté prezantues mund té ndajné pérmbajtjen e tyre
njekohesisht.
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7 8. Ushtrime

Source: https://www.youtube.com/watch?v=YmmswrQSKgU
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»Wissen schafft Briicken.«

Mattis.Altmann@tu-dresden.de
Lisa-Marie.Langesee@tu-dresden.de
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Burimet e informacioneve

Learn about teams and channels. (n. d.). Retrieved on May 26th 2020, from
https://support.office.com/en-us/article/learn-about-teams-and-channels-5e4fd702-85f5-48d7-
ael4-98821a1f90d3

https://de.smiletemplates.com/free/powerpoint-infographics/0.html (Infographic templates)

What is Microsoft Teams and which type should | use? - ask.PLCSCOTCH. (n. d.). Retrieved on May
26th 2020, from https://ask.plcscotch.wa.edu.au/faq/209120
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