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What is MS Teams?

When the COVID-19 pandemic hit, KLU quickly decided to
launch MS Teams as an interactive tool and environment that
allows students to chat and collaborate with their peers. MS
Teams enables you to stay in touch and to work closely
together.
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Teams and Channels

What it does: Organize collaboration by groups and topics.

Example:

You have a team called “KLU TEST TEAM®, with channels like “General®, “Business 2025 and “Group
Project®. If you own a Team, you can create channels for ‘everyone’, ‘people outside your organization‘ and
for ‘privately invited individuals'.

< All teams Create a channel

Channel name

KT

sos Standard
" Everyone on the team has access.

KLU TEST TEAM . Shared

People or teams in your org or outside your org can have access.
+ Main Channels Private
General Specific people on the team have access.

KUHNE
LOGISTICS Microsoft Teams (2025)

UNIVERSITY



Chat (One-on-One or Group)

What it does: Quick messaging between users.

Example: - e s e e i
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You message your classmate(s) directly.
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File Sharing

What it does: Upload, send and co-edit files. General FPosts Files - | (I
Example_ + New v T Upload v (B Editingridview [ Share Zg Sync & Copy link
You upload your PowerPoint presentation in a

channel — others can open and edit it in their browser. Dokumente > General

B Name ~ Geandert von ~

If any files had been
uploaded by the
teams, you would find
them here
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Video Calls and Meetings

iz ‘! v \./ v -~
What it does: Schedule or start video/audio calls, - SIS —

Share content (Ctrl+Shift+E)

share your screen.

Example: Screen
You start an online meeting for your group work and Sharing
share your screen. Function
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Calendar and Scheduling

What it does: Schedule meetings and send automatic
invites. S

Even Scheduling Assistant

= Work week v

- Response options & Busy

Example:
You schedule a meeting for Friday at 10 AM -
everyone gets an invitation with a join link.

B save

< Meeting
ittende

1)

@ B Today ¢ > 21-25 July, 2025 ~

+

-

You'll find the Calendar in the toolbar on the left of the teams screen.
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Microsoft Teams help & learning

If you want to learn more about Microsoft Teams' features, you can read about them here.

Microsoft Teams help & learning

How can we help you? -

- Q Ah S Ig i

Please let us know as soon as you experience any issues with Teams or other Microsoft
products, and we will assist you. You can reach us at servicedesk@Kklu.ora.
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https://support.microsoft.com/en-us/teams
mailto:servicedesk@klu.org
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