MANUAL V 1.0

Pérdorimi i “Microsoft office 365” dhe “Microsoft Teams” pér stafin akademik té

1.

Universitetit té Tiranés.

Hyrje

Universiteti i Tiranés ka né pérdorim té tij Microsoft Office 365 Education.

Office 365 Education mundéson ndértimin e klasave bashképunuese, lidhjet né komunitetet e
té mésuarit profesional dhe lidhjet me kolegét dhe ky shérbim ofrohet falas pér Institucionin

tone.

Licenca e ofruar nga Microsoft mundéson shérbimet:

1.
2.
3.

Paketa Office 365 (office, excel, PowerPoint etj)

Aksesim né adresé email né Microsoft Office (me domain unitir.edu.al)

Akses né “share” pér dokumenta (leksione, projekte etj) té pércaktuara nga stafi
akademik sipas grupeve, kategorive etj.

Akses né Microsoft Teams. Kjo platformé mundéson krijimin e grupeve dhe klasave
virtuale nga ana e stafit akademik me géllim shkémbimun e informacionit (chat, call
apo video call conference). Microsoft Teams mund té download-ohet dhe instalohet
né c¢do sistem operimi Windows, Android, Apple.

Teknikisht ¢do adresé emaili gé do té krijohet e re nga ana joné, mund té aksesojé
‘Microsoft Teams’, vetém pas 24 oré-ve. Kjo éshté né politiké e sigurisé sé Microsoft,

pérpara késaj kohe ¢do “account’’ i ri mund té aksesojé vetém adresén e email.

Stafi akademik i Universitetit té Tiranés jané té pajisur me adresé email-i té krijuara né
Microsoft office 365 me emértimin domain unitir.edu.al (emér.mbiemér@unitir.edu.al).
Politikat pér password-et sugjerohet té€ pérmbajé 8 karaktere duke pérdorur gérma kapitale,
gérma té vogla, numra si dhe karaktere.

Aksesimi i adresés sé email-it realizohet nga “web browser i office.com”’

Link: https://www.office.com/. Nga kétu ¢do i interesuar mund té shkarkojé produkte office
si¢ éshté edhe setup pér outlook.
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Cdo staf akademik nga adresa e tij personale mund té aksesoj dhe té pérdoré programet gé
ofron Microsoft. Njé nga kéto programe éshté edhe Microsoft Teams.

1.1 Funksionimi i Microsoft Teams

Microsoft Teams ofron lidhje online me grupe té krijuar nga profesori i 1éndés, duke
mundésuar komunikimin virtual, chat, Audio Call, Video Call, si dhe Share files né chat.

Me ané té Microsoft Teams né pajisjet tuaja kompjuterike pér ¢do sisteme operimi (Windows,
Mac, apo né Mobile (celular) Android edhe Apple), ju mund té krijoni:

Njé ekip pune

Njé grup té caktuar me studenté

Komunikime me ané té chat individual apo né grupet e krijuara

Shkémbime né ményré té sigurté dhe té shpejté té informacionit (dokumenta né
format word, excel, pdf etj).

Gjithashtu ju mund té realizoni Audio Call, Video Call me grupet e krijuara nga ana
juaj.

Ményrat pér ta aksesuar Micorosoft Temas jané 2 (Dy):

1. Direkt nga email-i i pérdoruesit nga “web browser i office.com”

Duke u loguar né llogariné e email-it https://www.office.com/



https://www.office.com/

« C @ officecom/Zauth=2 4 0 :
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Good afternoon Install Office
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Start new Outlook OneDrive Word Excel PowerPoint  OneNote  SharePoint Tean | ;'e";;ok Sway
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No recent online Office documents
Share and collaborate with others. To get started, create a new document or drag it here
to upload and open.
2. Duke shkarkuar setup-in e Teams pér ta instaluar né pajijsje.
Link: https://teams.microsoft.com/downloads?navfrom=edustart
« G @ teamsmicrosoftcom/downloads ¥ 0 :
Microsoft Teams Get started Downloads Sign up for free

Teams on your desktop. It's just better.

Kliko pér download Teams
|='I>- L Download Teams

Mare options
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C @ teamsmicrosoft.com/downloads?navirom=edustart e 0 :

o ‘

Get Teams on all your devices

Desktop Mobile
% Windows 64-bit & ios
BB Windows 32-bit # Android
& Mac

A Linux DEB 64-bit

A Linux RPM 64-bit

legal Privacy and Cookies  © Microsoft 2019

H R Type here to search

Me pérzgjedhjen e njé prej ményrave té aksesimit né “Microsofot Teams ”, duhet té logoheni
né platformé duke vendosur adresén e email-it dhe password-in tuaj.

i Microsoft Teams — x

Microsoft Teams

Enter your work, school or
Microsoft account.

ﬁignfin address

Not on Teams yet? Learn more

Sign up for free




Platforma e Microsoft Teams paraqgitet si mé poshté:

s C @ teamsmicrosoftcom/ #/school//?ctx=teamsGri b4 0 :

£33 ' Join or create team

Me aksesimin e Microsoft Teams do té vihen re rubrikat:

Activity
Chat

Teams
Assignments
Calendar
Calls

Files

Rubrika Activity

Kjo rubriké mundéson menaxhimin e aktivitetit tuaj, njé skanim té shpejté pér té paré se cfaré
kérkese ju ka mbérritur apo kérkesat gé duhen té menaxhohen.

< C @ teamsmicrosoft

Menuja Activity ju mundéson té krijoni G 8 Join or create team
tuaj me qéllim in e tyre




Rubrika Chat

Search or type a command

Microsoft Teams

RUBRIKA CHAT JU MUNDESON TE NISNI NJE KOMUNIKIM
ONLINE ME EKIPIN TUAJ TE PUNES APO ME GRUPIN E
NGRITUR ME STUDENTE

Fig.2

Rubrika chat mundéson njé komunikim online me ané té chat né ményré individuale, midis
ekipeve té punés apo me grupet e ngritura nga ana juaj pér té shkémbyer informacione apo
edhe diskutime né grup.

Rubrika Teams

Pér té krijuar njé ekip pune apo njé grup té pércakuar fillimisht duhet té pérzgjidhet Join or
Create Team né fund té aplikacionit t&¢ Teams app.

< C @ teamsmicrosoftcom/ #/school//?ctx=teamsGri * @B @ :
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KLIKO KETU PER T KRUUAR MJE EKIP
PUNE APO GRUP ME STUDENTE




Pastaj, zgjidhni "*Create team'* dhe zgjidhni llojin e “Team’’ qé déshironi té krijoni.
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< Back

Join or create a team Search teams Q

h s

Create a team Join a team with a code

000 —
&' Create team

CREATE A TEAM. ME ANE TE KESAJ RUBRIKE
KRUOHEN EKIPET E PUNES, GRUPET E PUNES
ME STUDENTE

Rubrika Create team mundéson ndértimin e klasave bashképunuese, personalizimin e
mésimit dhe detyrat gjaté té mésuarit. Gjithashtu mundéson lidhjen me kolegét né komunitet
e mésimit professional dhe lejon stafet akademike té drejtojné komunikimet né njé grup.

Me Kkrijimin e njé ekipi do t’ju shfagen 4 ményra té krijimit.
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Porfesional Learning Community (PLC)
Staff
Other
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Select a team type
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Educator working group

Cancel




Pasi keni zgjedhur njé nga format gé do té keté Team-i juaj, nése déshironi ju mund ta
eméroni grupin tuaj apo té shtoni njé pérshkrim.

<« C @ teamsmicrosoftcom/_#/discover 4 [: ]

Create your team

Teachers are owners of class teams and students participate as members. Each class team allows you to
create assignments and quizzes, record student feedback. and give your students a private space for
notes in Class Notebook

Cancel

Fig.6

Né varési té llojit té Team gé keni krijuar, do t'ju kérkohet té listoni studentét, pedagogét dhe /
ose stafin gé déshironi ti bashkohet kétij grupi.

Add people to "Departamenti X"

Students  Teachers

Search for students

Start typing a name ta choose a group, distribution list, or person at your school.

Ju mund té shtoni anétarét né Team-in tuaj duke shkruar njé emér (psh emri i departamentit)
pér té zgjedhur njé grup, apo student nga klasat tuaja.

Nése preferoni gé studentét dhe anétarét e stafit té bashkohen me Team-in tuaj, né vend qé té
shkruani emrat e tyre, mund té gjeneroni njé kod té Team duke zgjedhur "Manage Team"
dhe mé pas zgjidhni "Settings".



C @ teamsmicrosoft.com/_#/teamDashboard/Departamenti®%20X/19:6d82¢

176241ba24776ac0138ch04@thread
Microsoft Teams £ Search or type a command _
< All teams

8 Departamenti X - ® Team

Members Channels  Settings  Analytics  Apps

Departamenti X —_— " Team theme Pick a theme
- Z2 Manage team
General
B Add channel missions Enable channel creation, adding apps, and more
£ Add member
" ssions Enable channel creation
4 Leave the team
# tdit team
Chaose who can use @team and @channel mentions
@  Get link to team
¢ Manage tags
Share this code so people can join the team directly - you won't get join requests
@ Delete the team
T Allow emoji, memes, GFs, or stickers

Mé pas zgjidhni "Team code" dhe mé pas zgjidhni "Generate™. Ju mund ta kopjoni kodin e
Team dhe t'ia dérgoni até me email studentéve ose té shfagni kodin né projektorin tuaj né
ményré gé té gjithé ta shohin.

Studentét dhe/ose pedagogét gé bashkohen né Team duhet té shkojné né opsionin "Join or
create a team" dhe té shkruajné kodin e Team té dhéné nga ju pér t'u bashkuar né ekipin tuaj.

Pasi té krijohet njé Team, mund té modifikoni rolin e njé anétari brenda Team ose té fshini
njé anétar. Pér té ndryshuar rolin e njé anétari, zgjidhni elipsin me emrin e Team dhe zgjidhni
"Manage Team". Gjeni emrin e personit, zgjidhni shigjetén poshté nga "Member", dhe mund
té selektoni "Owner". Nése keni nevojé té fshini njé anétar té Team, zgjidhni "X" né emrin e
tyre.

« C @ teamsmicrosoftcom/ #/teamDashboard/Departamenti%20X/19:6d82cc20a7624fbfa24776ac0188ch04 @thread tacv2/td members - 0 :

Microsoft Teams = Search or type a command
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< Allteams
Departamenti X -

Members Channels Settings Analytics Apps

Departamenti X Search for members Q,

General Owners(1)
Name Title Locatian Tags @D Role
Prof Owner

Members and guests (1)

Name itle Tags (D [0 Mute students Role

Student a (] Member “ X

Per t& ndryshuar statusin si dhe per te hequr
member duke klikuar x

Bisedat né Team jané njé ményré e shkélqyeshme pér té realizuar diskutimet midis
studentétve dhe pedagogéve e tyre. Pérdorimi i bisedave né grup ofron njé mundési praktike



pér té krijuar bisedé né klasé, pér té vendosur rregulla themelore dhe pér té nxitur qytetariné
dixhitale. Megjithaté, ndonjéheré, do tju duhet té veproni pér té siguruar gé bisedat e
studentéve té jené me respekt, produktive dhe té pérgendruara né géllimet qé ka klasa juaj.
Me ané té opsionit “Manage Team ”, ju mund té heshtni njé, disa ose té gjithé studentét, té
ciléve do tju revokohen privilegjet e tyre té postimit.

<« C @ teamsmicrosoftcom/ #/teamDashboard/Departamenti%20X/19:6d82cc20a7624fbfa24776ac0188cb04@thread tacv2/td members - 0 :

< All teams
Departamenti X - ® Team

Members  Pending Requests  Channels  Seftings  Analytics  Apps

Departamenti X Search for members Q
General

Owners(1)

Name Title Location Tags @

Prof.

KUKO MUTE STUDENTS PER

1
Members and guests (1) TE BLLOKUAR BISEDAT

Mame Title Tags (D (O Mute students

Role
Student Q (] ﬁ Member “v X

Brenda opsionit “Manage Team”, ju mund té vendosni gjithashtu temén e Team-it tuaj, té
modifikoni lejet e anétaréve dhe kontrollet e métejshme té bisedave. Pér té modifikuar kéto
opsione brenda Teams, zgjidhni "Settings". Brenda seksionit té lejeve té anétaréve, ju mund
té vendosni nése anétarét mund té krijojné dhe fshijné kanalet, skedat, dhe / ose mesazhet.
Seksioni @mentions ju lejon té zgjidhni se kush mund té pérdoré referimet @team dhe
@channel.

Link orientues pér té menaxhuar teams: https://youtu.be/olswg-qFV7g

Transformimi i Team (Transform learning with Microsoft Teams)

Cdo Team mund té personalizohet dhe pérshtatet, dhe gjithcka fillon duke krijuar “channels”
brenda njé Team.

“Channels” jané njé ményré tjetér pér té ndaré aspektet e ndryshme té Team-it tuaj né
kategori, si¢ jané njésité e studimit, temat, céshtjet e axhendés, etj. Aftésia pér té
personalizuar hapésirén tuaj té punés éshté njé nga karakteristikat mé té dobishme té grupeve
Team.


https://youtu.be/oIswg-qFV7g

< All teams osts  Files Class Notebool ssignments ades
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General

PER TE KRUUAR Choose where you want to start
CHANEL |:> £ Channel notifications
nage channe

NOTIFICATIONS
Get email address
Get link to channel 6 \gf\ ( /

Upload Class Materials Set up Class Notebook

Welcome to Departamenti X

& GERALD KOCI has added Gerald Koci to the team.

Nése jeni duke krijuar njé Team profesional, ndoshta njé Team pér té gjithé fakultetin tuaj
0se pér njé grup mé té vogél, mund té krijoni “Channels” pér takime, orare, axhenda, apo
plane strategjike.

Nése po krijoni njé Team pér njé klasé gé jepni mésim, mund té krijoni “Channels” gé jané
eméruar sipas njésive ose temave brenda asaj 1énde.

Linku: https://youtu.be/2 iUn5SKock

Teams lehtésojné ndarjen e skedaréve me studenté dhe kolegé. Cdo Team, (dhe c¢do
“Channels” brenda njé Team) ka dosjen e vet té skedaréve ku mund té ndani skedaré me
anétarét e grupit.

Nése skedarét e pérbashkét jané skedaré Word, Excel ose PowerPoint, kolegét ose studentét
tuaj mund té shikojné, modifikojné dhe bashképunojné né skedaré direkt né aplikacionin
Teams. Ata madje mund té shohin ndryshimet e njéri-tjetrit né kohé reale.

Mund té ngarkoni skedarét ekzistues ose té krijoni skedaré té rinj direkt né dosjen e
skedaréve:

Pér té ngarkuar skedarét ekzistues né bibliotekén tuaj, shkoni te skedari “Files” né Team-in
tuaj dhe zgjidhni butonin "Upload". Do té hapet “File Explorer”, duke ju lejuar té zgjidhni
skedarin (ose skedarét) gé déshironi té ngarkoni. Zgjidhni skedarin (ose skedarét) gqé doni té
ndani dhe pastaj zgjidhni "Open™. Cdo skedar gé keni ngarkuar do té jeté i arritshém nga ¢do
anétar i Team-it tuaj.

Pér té krijuar njé dokument té ri Word, PowerPoint ose Excel né dosjen tuaj té skedaréve,
zgjidhni butonin "New™" dhe mé pas zgjidhni llojin e skedarit gé déshironi té krijoni. Emértoni
skedarin dhe zgjidhni "Create". Dosja e re do té hapet né Teams dhe mund té filloni ta
redaktoni.


https://youtu.be/2_iUn5SKock

Nése preferoni té punoni né versionin desktop té aplikacionit, zgjidhni butonin "Open in ..."
né shirit dhe skedari do té hapet né aplikacionin tuaj té preferuar té desktopit. Sapo té
krijohet, skedari juaj i ri do té jeté i disponueshém pér anétarét e Team-it tuaj té cilét
gjithashtu mund ta redaktojné kété material. Link: https://youtu.be/eKZ7BG4C4BQ

Gjithashtu me ané té Teams té krijuar pér ekipin tuaj ju mund té pérdorni opsionet pér té
rregulluar shkrimin né tekst, attach dokumentave apo meet now pér té mundésuar njé video
call.

« c & teams.microsoft.com/_#/school/conversations/General?threadld=19%:6d82cc20a7624fbfa24776ac0188cb04@thread tacv2 Bictx=channel - @ i
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