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Qéllimet e trajnimit

« Cfare perfageson MS Teams dhe ¢fare mund te bej per ju
* Paraqitja e vecorive kryesore

* Theksimi i disa prej mjeteve

 Hedhja e hapave te paré ne Teams

14 3 S 1
1111
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Pérdorimi i zgjidhjeve te bashkepunimit

Mjedisi i punés ka ndryshuar

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

* Biznesi i zakonshém --» Inovacion

* Individual -» Grupe

L
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Pérdorimi i zgjidhjeve te bashkepunimit

Office 365: Grupi i plote i zgjidhjeve te bashkepunimit
Adresimi i nevojave dhe stilit unik te punes pér secilin grup

2 - h iy 322

Email & planifikimi Telefonata Krijo, shp€rndaj dhe Chat Kontakte
| takimeve pérpuno pérmbajtje
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Perdorimi | zgjidhjeve te bashkepunimit

Office 365: Hapesira e punes me baze chat-i dhe kanali

* Chat: komunikimi direct ndérmjet individéve
* Hapesira e ekipeve: Kirijimi | ekipeve me akses ne ambjentet e Office 365

&

\ S5

* Siguria dhe pajtueshméria
* Hapésira e punés e pershtatur posacerisht per kete funksion

' D)

Source:
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~ Prezantimi i MS Teams

Ekipet dhe kanalet

Ndihmon grupet e njerézve gé té organizohen dhe fokusohen né cdo bisedé.
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Prezantimi i MS Teams 5

“ Northwind Traders > Deve
Conversation Files Wiki  Planner -+
Northwind Trad @ Cecily De Crum 11:0 Y
PR SRS ©  Thisis the latest budget

General
Eklpet (Teams) Customer Accounts

> Ekipet jané grupe njerézish qgé e ‘)
p u n OJ n e n e p roj e kte te Social Media ‘;. E;T;;r::z::please pc‘kr
perbashketa. Website

Marketing

Kadji and Jakob replied

32 more channels = ;
=2 Miguel Silva  11:16

@ There’s still quite

» Ata mund te paragiten ne bazé té

pérmasave, duke filluar nga Ceslgners but wefl sl be 3
komunitete té vogla né organizata te B O renly

méd ha- Fourth Coffee

General

@ Meeting Review 1

Fun stuff Oq Join

Marketing
& Daniela Madera
Weekly Specials o Setting up some

4 more channels
Source: https://www.microsoft.com/itshowcase/blog/wp-

content/uploads/2017/03/Microsoft-Teams-channel.png

Marketing revie
Thursday, 15th @ 1(

Louisa Cain

® Miguel, Corey, I'
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Prezantimi i MS Teams Join o create a team

Create a team Join a team with a code

Krijimi i Ekipeve
» Ekipet mund té krijohen duke futur anétar
ndérmjet Email-it ose me kode sigurimi.

Enter code

Bring everyone together and get to work! Got a code to join a team? Enter it above.

» Kanali gé do té krijohet quhet General.

Select a team type

& =

Class Professional Learning Staff

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

assignments Educator WOfkiﬂg group development activities
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v e u : LB Erasmus+ Programme
| et of the European Union




Prezantimi i MS Teams

CiIQSime te ndryShme te ekipeve Select a team type

> Klasa: e pérshtatshme pér diskutime,
pjojekte né grup dhe detyra

» Komuniteti profesional i mésimit : Professional Learning
. . a Discus ojects, Communlty (PLC)
grupe pune edukative si psh: studente

PhD
» Stafi: Administrimi i grupeve te mésimit

»> Tée tjere: grupe studimi, grupe té kohés
se liré dhe aktivitete te tjera.
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~ Prezantimii MS Teams
Northwind Traders

General
Kanalet (ChannEIS) Customer Accounts
. . .- Developmen
> Ekipet pérbéhen nga kanale i .
Marketing &4
» Cdo kanal pérfagéson nje temé té caktuar Social Media @)
> Kanalet e réndésishme mund te vecohen nga té e
tieret ne menyre ge te behen me te dallueshem BRIEOIE el
> Cdo kanal pérmban njoftime specifike ©  Designers
General
5 Fourth Coffee
General
Fun stuff
Marketing
Source: Weekly Specials

https://www.microsoft.com/itshowcase/blog/wp-
content/uploads/2017/03/Microsoft-Teams-channel.png
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Prezantimi i MS Teams

Krijimi i kanaleve

» Kanalet jané té hapura pér cdo pjestar
te grupit

» Mund té krijohen pér aktivitete té
ndryshme si psh: grupe te ndryshme
studimi, departamente ose projekte.

» Kanalet mund té ndryshohen nga pubik
ne privat.
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To-Do Lisa

General

}E‘ CVC 20 Official Announcements

Hide

Manage team

Add channel
Add member

Leave the team




Prezantimi i MS Teams

Drejtuesit e nje grupi (owner)
» Deri né 10 drejtues pér Team

» Drejtuesit mund té shtojné pjestaré , menaxhojné rregullat, fshijné ose riemérojne grupin.

Pjestaret e njé grupi( member)
» Deri né 600 pjestaré pér Team

» Pjestarét mund te shtojné kanale dhe té ndérveprojné duke u bazuar né rregullat e drejtuesve te
kanalit.

Members  Pending Requests Channels Settings Analytics Apps

Search for members @ & Add member

v Owners(1)

Name Location Role

g‘%} Lisa Langesee Owner v/

13
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~ Prezantimi i MS Teams

Northwind Traders > Development #

Conversation  Files Wiki Planner +
—

Cecily De Crum ]
@ This is the latest budget and campaign proposal. We need to get this approved by EOD, so please send your feedback ASAP.

ug 160724-WinterCampaignBudget ﬂg 160724-CampaignProposal

> Fagja kryesore e njé kanali o e

Thread ( Kryefagja)

> B aS h ké b i Sed i m e d i re kte m id iS & (:(: j:dm:::’;j::e point me to the latest FY2017 strategy presentation? | need to start polishing the template.
pjestareve ndermjet mesazheve

@ Miguel Silva  11:16 am
@ There's still quite a bit of content missing from this deck. You can definitely start working on the template
but we'll still be adding new slides. We also need help improving the charts if you have time!

» Lehtési pérdorimi

& Reply

Meeting Review 10:58 an

¢ Join

aniela Madera 1
‘o Setting up some time to review the marketing plan.

Marketing review

Thursd. @ 10:30

@ Louisa Cain ar @
® Miguel, Corey, I'll try to make this but | need to rearrange some of my other meetings

& Reply

Start a new conversation

A ¢ O W B o

Quelle: https://www.microsoft.com/itshowcase/blog/wp-
content/uploads/2017/03/Microsoft-Teams-channel.png
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Prezantimii MS Teams

Komunikimi ne Threads

» Komunikimi me pjestarét e tjeré ndérmjet
emoji, GIFs, pélgim ose mospéelgim.

» Ruajtja e mesazhet pér mé voné
» Mund té pérpunosh postet personale etj

hani Yesterday 6:41 AM Edited

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

ms. You can find

prking on the gre

Edit

Delete

Mark as unread
Copy link

Share to Outlook
Immersive Reader

Turn off notifications




Prezantimi i MS Teams

Ndeéerveprimi ne Threads
» Formato postet duke pérdorur nje varietet opsionesh.
» Marko postet e réndésishme ne ményré qé té rritet vizibiliteti.

(& New conversation Everyone can reply ™ (@ Postin multiple channels

B 7 Q — "E‘J A M Paragraph Ix <= = =

Add a subject

Start a new conversation. Type @ to mention someone.

(O @ B G Q .-
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Prezantimi i MS Teams

Permendja e pjestaréve e
L . ) N L . E Noah McCormick Q to design and they can start flowing it int
> Terhlq Vemendje per nje mesazh te caktuar noah@northwindtraders.com he turnaround was supposed to be?
duke shtuar @ péerpara emrit té pjestarit
. . . _ _ e Dwight Nesmith
> Nése éshté e nevojshme, mund ti adresohesh © dwight@northwindtraders.com
té gjithé grupit njekohésisht duke shtuar @ ok Rasior Boe el ic ooad i o, tiey [ ablaits
+emr|n e kana“t <«f® josh@northwindtraders.com ibout is placement.
» Ju mund té fshini mbiemrin kur pérmendni & .
o e . . .. =~ & Addabot
dike. Pra @ + emri dhe pastaj fshirja e
mbiemrit
@N

> Rregullat e njoftimeve né kété rast mund té

i A (a7 o1
ndryshohen te Settings A ¢ © @ B O
Source:
https://support.content.office.net/de-de/media/f4a9684a-
Mentions 174f-4e2a-b811-304f167c71ab.png

Personal mentions Banner

2 Notifications

Channel mentions Banner
{2 Devices

> o Team mentions Banner
i3 Permissions
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~ Prezantimi i MS Teams

Bisedat private

Kanalet e teams jané shume efektive péer té bashkpunuar dhe komunikuar me té gjithe
pjestaret, por ndonjehere nevojitet privatesia.
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Prezantimi i MS Teams

Chat-i MTHT Chat Recent Contacts Y

» Selekto Chat-in né te majté te aplikacionit dhe
starto nje bisedé private. 8 o

» Mund te startosh nje takim, te dérgosh ® 10:18 AM
dokumente , te mbash shénime etj, brenda 15 @ You: Alles Klar das hift mirauch schon.
chat-it. : &5 Mattis Altmann 9:59 AM

Sy

e = 0© Sentafile

Assignments ~ ™\ Interviews Gruppe 6 9:05 AM
N\ar  Anna: Alles klar @

Ealandar c ) Interview 1 8:58 AM
¥ You: Zur Info fur Julia M: [8:55 AM] Jere...

o 8:55 AM
@ hey lisa, susanne hat mir ebend beschei...

a I | RSP Co-funded by the
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Prezantimi i MS Teams

* Chat-i ne grup

» Shto emrat e personave, me te cilet do té komunikosh
» Mund té shtosh pjestaré edhe nése ke filluar njé chat

» Deri né 9 persona mund té komunikojné njékohésisht

To: Enter name, email, group or tag

M Co-funded by the
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Prezantimi i MS Teams

: . Northwind Traders > Marketing *
Ndarja e dokumentave te ndryshme

Conversations Files OneNote -+

» Ju mund té shtoni direkt nga kompjuteri —
ose OneDrive dokumente te ndryshme,
foto etJ (] New @ Upload & Getlink B Open in SharePoint

> Njé tjetér mundési do té ishte dhe ndarja e
dokumentit me bashkébiseduesit direkt ne
chat.

v/ Type Name

Contoso_Project_Condor

OneDrive Fabrikam

Upload from my computer Source:
https://support.content.office.net/de-de/media/267c80a3-38d7-4fce-
b749-6a04c2fabc20.png

Ab L@ © @ B & -
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~ Prezantimi i MS Teams

Takimet
Teams u krijon mundési njerézve té flasin me njéri tjetrin.
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Prezantimi i MS Teams

Fillo nje takim | think so too, that the role of a reasercher would be good e

- - T DT

» Ju mund te planifikoni nje takim né ¢ Reply
kalendarin tuaj, ta filloni direkt ne chat ose
né nje nga kanalet.

Start a new conversation. Type @ to mention someone.

A & © @ [B o

Calendar 34 Meet now + New meeting

() Today < > May 2020 - [E] Work week

04

Monday

a I RSP Co-funded by the
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Prezantimi i MS Teams

Planifiko njé takim New meeting Details Scheduling Assistant

Time zone: (UTC+01:00) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna v

» Mund té vendosni datén
dhe oren ge deshironi ne 7 M
ka I end a r. 5 Add required attendees

+ Optional

> GjlthaShtu Ju mund te ftonl May 5, 2020 10:30 AM ~ May 5, 2020 11:00AM ~ 30m @  Allday
persona te tjere te behen
pjese e takimeve.

Does not repeat

Add channel

Add location

B I U &

Type details for this new meeting
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Prezantimi i MS Teams

Behu pjese e nje takimi
» Kliko ,Join“ te kanali ku zhvillohet takimi dhe do té béheni pjesé e tij.

(£ New post

Source: https://il.wp.com/allthings.how/wp-content/uploads/2020/04/allthings.how-how-
to-join-a-microsoft-teams-meeting-image-13.png?w=1200&ssl=1
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Prezantimi i MS Teams

yur audio and video settings for

Meeting now

Parametrat

» Pérpara se té béheni pjesé e njé takimi
mund té deaktivoni kameren dhe
mikrofonin.

» Ju mund té vendosni sfonde te ndryshme @
gjate kohes ge po perdorni kameren

» Ju mund té ndani ekranin tuaj me pjestaré
te takimit.

Source:
https://www.adepteq.com/wp-content/uploads/2020/03/1-
connect-with-people-inside-and-outside-your-org-
768x505.png

» Ju mund té regjistroni takimin dhe
até me ane té Microsoft Stream.

Source:
https://docs.microsoft.com/de-de/microsoftt
eams/media/meetings-first-meeting-in-

a I | RSP Co-funded by the meeting.png
v e u : LB Erasmus+ Programme
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Prezantimi i MS Teams

Besprechung wurde geplant

Kick-Off -~ »im
Friday, April 24, 2020 @ 11:10 AM

Historia e takimeve ol

@« Meeting started

> Nése nuk éshté e mundur te jesh i pranishém
ne takim, mund te shihni né kanal temat e Y
diskutuara gjaté bisedes. oA sk

> Nése takimi éshté regjistruar mund ta ndigni o" .

até né nje moment tjetéer @
o

()
,;'e
24 11:16 AM

L X ISt die pdt der prasentation in teams hinterlegt?

(. & kommtim Anschluss

a I RSP Co-funded by the
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~ Prezantimi i MS Teams

Parametrat
Krijo hapsiren e punés ashtu si deshiron.
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Prezantimi i MS Teams

» | = =
Parametrat kryesor — =

Default High contrast

»> Né kété seksion mund te zgjidhni sfondin e
preferuar, pamjen vizuale té grupeve, a2yoxt _
apl | kaC|One d he gJ u hen . Choose how you want to navigate between teams.

Lisa Langesee
Change picture

List

Application

Busy

Auto-start application
O pp

74
CI Set status [NESzade () On close, keep the application running

C] Disable GPU hardware acceleration (requires restarting Teams)

[l Saved

£03 Settings

a I RSP Co-funded by the
v e u ' S Crasmus+ Programme
| ‘ et of the European Union

Language

Restart application to apply language settings.

*




Prezantimi i MS Teams [

Chat messages Banner
Parametrat e njoftimeve Replies to conversations | started Banner
> Né kété seksion mund te zgjidhni Replies to conversations | replied to  Banner
menyren dhe sasiné e njoftimeve, gée el Only show in feed

déshiron té marresh

Followed channels Banner

» Mund té zgjedhésh nése do té marrésh
nje njofim né teams, né formén e njé fiencing
email-i ose asnjé njoftim. I y—

er

Only show in feed

Team membership changes Banner

Lisa Langesee
: Change picture

Team role changes Banner
Busy
4 Set status message Notification sounds Off

[J Saved

£03 Settings

a I RSP Co-funded by the
v e u ' S Crasmus+ Programme
[ | ‘ et of the European Union

Missed activity emails Off
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Prezantimi i MS Teams

Parametrat e pajisjeve

> Né kété seksion mund té kontrolloni audion dhe
kameren per njé telefonate te caktuar

» Telefono pér té kontrolluar strukturén ose thjesht
shiko foton nga kamera péerpara telefonatés.

Lisa Langesee
Change picture

Cﬁ Set status message

[J Saved

£03 Settings

a I RSP Co-funded by the
v e u ' S Crasmus+ Programme
| ‘ et of the European Union

*

Audio devices

Custom Setup

Speaker

Externe Kopfhorer

Microphone

Externes Mikrofon

(=3 Make a test call

Secondary ringer

None

Camera

FaceTime HD-Kamera (integriert)




~ Prezantimi i MS Teams

Aplikacionet ne shiritat e navigimit

Aspektet kryesore té réndésishme té punées suaj neé MS Teams pérfshijné aktivitetin
(njoftimet), bisedat, ekipet, detyrat, kalendarin, thirrjet, dosjet dhe ¢do aplikacion gé
déshironi té shtoni.

M Co-funded by the
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Vecorite kryesore te MS Teams

Shiriti i navigimit
> Aktiviteti: Paraget njoftimet pér ekipet ,kanalet dhe pérmendjet e pjestaréve
» Chat-i: Aksesi i historisé sé bisedave ose startimi i njé bisede té re

» Teams: Paraqget ekipet ku ju jeni pjesmarrés ose gé keni krijuar. Ju mund te
zgjidhni kanalet kryesore dhe ti vendosni né fillim té seksionit.

» Detyrat: Paraqget detyrat e pjesmarrésve te grupit.
» Kalendari: Planifiko njé takim ose kontrollo datat e réndésishme

> Telefonatat: Tregon historiné e telefonatave ose té lejon té shtosh kontaktet
e preferuara.

> Dosjet: Paragitja e dokumentave ose dosjeve te shkarkuara ose ngarkuara
nga ju.

M Co-funded by the
il Erasmus+ Programme
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Vecori te rendesishme ne MS Teams

Permbledhje

Source: https://www.youtube.com/watch?v=36AinOB_92w
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| Ushtrime

Detyra

1. Shko te grupi ge€ je ftuar te behesh pjesé dhe futu te ,,First Post“ Channel

Komento te ,,thread” i pare ose krijo nje te ri dhe pérmend njé nga pjestarét .

Pelge nje post rastesor

Ngarko nje dokument ose foto rastesore te dosja ,Exercise”, e cila ndodhet né kanal

O AN

Kthehu te takimi dhe shkruaj ,done” gjaté Live-Chat-it

M Co-funded by the
il Erasmus+ Programme

valeu- -
| of the European Union




- | Diskutim i hapur dhe pyetje

* Akeninevojé pér mé shumé informacione rreth ndonjé teme, gé
ishte pjesé e trajnimit?

* Aka paqgartési?

* Dicka gé duhet pérséritur? O
>
2
\ 4

Rt Co-funded by the
LN Erasmus+ Programme
of the European Union
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! Improvement & Further Trainings

1. Shkoni te kanali Improvement and Further Training
2. Plotésoni formularin e dhéné née kanal.
3. Nese keni sugjerime mund ti postoni ato ne kanal.

* Linku per sondazhin:

* https://forms.office.com/Pages/ResponsePage.aspx?id

=3GKRiwSNOkSzssWhOL G50TwPhj_7-450nlczhlVzZYxUMK5SUTZWT]NBUFKOTFVGN
KdDNERXT]jgORSQIQCNOPWcu

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

valeu-x B
e t tlifiiiiit sl it 6 ! St iiiiiliditL B¢ i,



https://forms.office.com/Pages/ResponsePage.aspx?id=3GKRtwSN9kSzssWh0LG5oTwPhj_7-45OnlczhLVzZYxUMk5SUTZWTjNBUFk0TFVGNkdDNERXTjg0RSQlQCN0PWcu
https://forms.office.com/Pages/ResponsePage.aspx?id=3GKRtwSN9kSzssWh0LG5oTwPhj_7-45OnlczhLVzZYxUMk5SUTZWTjNBUFk0TFVGNkdDNERXTjg0RSQlQCN0PWcu
https://forms.office.com/Pages/ResponsePage.aspx?id=3GKRtwSN9kSzssWh0LG5oTwPhj_7-45OnlczhLVzZYxUMk5SUTZWTjNBUFk0TFVGNkdDNERXTjg0RSQlQCN0PWcu
https://forms.office.com/Pages/ResponsePage.aspx?id=3GKRtwSN9kSzssWh0LG5oTwPhj_7-45OnlczhLVzZYxUMk5SUTZWTjNBUFk0TFVGNkdDNERXTjg0RSQlQCN0PWcu
https://forms.office.com/Pages/ResponsePage.aspx?id=3GKRtwSN9kSzssWh0LG5oTwPhj_7-45OnlczhLVzZYxUMk5SUTZWTjNBUFk0TFVGNkdDNERXTjg0RSQlQCN0PWcu
https://forms.office.com/Pages/ResponsePage.aspx?id=3GKRtwSN9kSzssWh0LG5oTwPhj_7-45OnlczhLVzZYxUMk5SUTZWTjNBUFk0TFVGNkdDNERXTjg0RSQlQCN0PWcu
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»Wissen schafft Briicken.«

Mattis.Altmann@tu-dresden.de
Lisa-Marie.Langesee@tu-dresden.de
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mailto:Mattis.Altmann@tu-dresden.de
mailto:lisa-marie.langesee@tu-dresden.de?subject=MS%20Teams%20Training

~ Burimet e informacionit

Introduction to Microsoft Teams in Preview. (n.d.). Retrieved on 4th May 2020, from

https://cp-mlxprod-static.microsoft.com/014862-1003/en-us/downloads%2Fintroduction to micros
oft teams.pdf

Microsoft Teams-Administratordokumentation - Microsoft Teams. (n.d.). Retrieved on 4th May 2020,
from https://docs.microsoft.com/de-de/microsoftteams/

Wilde, M. (2016, November 3). Microsoft Teams: Slack Alternative mit Office 365 Anbindung
gestartet. Retrieved on 4th May 2020, from https://www.mobilegeeks.de/artikel/microsoft-teams/
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https://cp-mlxprod-static.microsoft.com/014862-1003/en-us/downloads%2Fintroduction_to_microsoft_teams.pdf
https://cp-mlxprod-static.microsoft.com/014862-1003/en-us/downloads%2Fintroduction_to_microsoft_teams.pdf
https://docs.microsoft.com/de-de/microsoftteams/
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