(8) skype for Business

Creating Meetings

Schedule a Skype for Business meeting 'S
(Outlook Option) File Home Send / Receive Folde
1. Open your outlook calendar and click the home tab — | [:| @
i L a8 T
Mew Mew Mew MNew Skype

2. Select “New Skype Meeting” from the ribbon

Appointment Meeting = ltems = Meeting

Mew Skype Meeting
. Mesting ﬂngl\mmm Weert  FormatTet  Review  Help Q) Tell me what you want to do
_ _ _ o | O (@@ R |(es - |*[8/O D
3. Complete the meeting request including e | Mg | o | Mot | S B Qe | i |
but not limited to the following: O A—— oo =
a. Meeting title >
nd Fequired
b. Required attendees et
C. Date/Tlme of the meetlng tambme | Moy [} awem » Dty (18 Timesenes
il timee meabiiie [T soem w0 Make Recumng ¢
d. Any meeting details | i i |
4. If needed, you can change the meeting OB EEMIRAN Strve Martng Opions *
Comins 't have to wait in : iy do T e s
options before sending out the meeting. .. | & T
Simply click meeting options in the ribbon "‘l""ﬁ""'t"’ N N
and fill out the options you want. s e e e s
[ Disable 1M
[Imute all attendess

[ Block attendees’ video

5. Once completed, click “send” to send the Presers can see sl s o,
meeting request

Remember Setings | [ ok || cancel




Meet now with Skype for Business

(Desktop App Option) ® Sty fo Business

What's happening today?

1. Open Skype for Business App - O @-

Treone Q
. GROUPS STATUS RELATIONSHIPS NEW §E+
2. Select the calendar icon PR

4 OTHER CONTACTS (0)

To add contacts, drag from another group or add from search.

® Skype for Business

4 MV GROUP (1)

3. Select “Meet Now” S

2 B &~
4. Inthe new window, select “Ok”
to join using audio and video

TODAY

Team meeting
12:00 AM - 3/24/2020

B Microsort Teams Meeting

Late Night
2R 12:00 AM - 3/25/2020

Peer Review meeting
2:00 AM - 10:00 AM

5. To add someone to your meeting o feen
. Essential Services Huddle
select “add contact” at the top right | s

corner of the meeting window Comecaton (1 Partpon

6. Search for the individual you want to meet
with and select “Ok” to send them an invite

Invite by Name or Phone Number

Chaose a contact or type a name ar phone number.

Wade Stitt - Offline - Offline Messages Only
Director, Crisis Services, Access

Cancel
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Joining Meetings

Join a Skype for Business meeting

(Outlook Option) o . o .

1. Open your Outlook Calendar ’
and open your meeting invite e NN

2. Once open, click “Join Skype Meeting” - Jotnea o
to open meeting window 8 /

3. You will automatically be joined to , : R —— — SN—
your meeting — Be Q@0 % | @ MP o | m[ 8D

Optiors | Tags | Ductate | insights
- = - T

Cancel _, . | luin Skype Mecting Teams Meeting Contact

Merting Merting  Optiorn Merting Hetr Attenders = 42] *
11 Adtians Skyme Metting | Teami Meeting | Meeting Notes | Attendees vite M
{1 N respones have Deen recemed Tor this meetng.

This ap@ointment canfiicts with ancthes one on your calendar.

= Taie ISkypc Meeting Example

Send

Update Requied | © Joshua Williams
Optieasl
St time Tt H242020 £ s30em w [Clandgy [0 @ Timezones

End time Tise 32470000 B raem w| AT Muke Recuring

Location | Skype Meeting 3. Room Finder

Trouble soining? Iy Skyoe Web dog

nshared Folger 3 Calendat

® Skype for Business

Join a Skype for Business meeting RESueE

(Desktop App Option)

&(D -

1. Open your Skype for Business Q
GRDUP/STATUS RELATIONSHIPS NEW EE.*
dGSktop app 4 FAVORITES

2. Select the calendar icon 4+ OTHER ConTACTS 1 ® o .
Select ”JOin” from the I|St Of meetings To add contacts, drag from anether group or add from sea

4 MY GROUP (1)
. . . . Meet Now
4. You will automatically be joined _

to your meeting Tons

(o

w

Team meeting
12:00 AM - 5:00 PM

i Microsoft Teams Meeting

Late Night
All day

Skype Meeting Example
11:00 AM - 12:00 PM

(8) Sskype Meeting
Remove vehicle from CFH area low...
- 11:30 AM - 11:45 AM

-~
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Meeting Controls

Meeting Controls for Skype for Business meeting

Main Controls

1. Startvideo
a. ldentified by the
blue arrow
b. You can start and stop
video at anytime by
selecting the video icon

ot

1 Participant al o (25

Looks like you're the only

2. Microphone one on the call.
a. Identified by the green
arrow

b. You can mute and
Unmute your
Microphone at anytime

c. Itis encouraged if you are not
speaking to have your
microphone muted to limit
feedback

3. Sharing desktop 1 Participant
a. Identified by the red arrow
b. Selecting this will give you

options to share your desktop F‘""Sha:’o";”g:; il
or screen as shown here. b e

c. Ifyou need to allow another participant Looks like “ Share PawerPoint Files...
to share their screen, you need to make o Buthion Ot D
them a presenter. To do this, select Add Attachments..
the participants icon identified here Shared Notes...
by the orange arrow and select “make My Notes.
presenter”.

4. Ending meeting

a. lIdentified by the yellow
arrow

b. This will disconnect you from
your meeting at anytime

c. Ifyou are the organizer of
the meeting, it will end the
meeting.
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Adding Skype from App Store

Download and Connect with Skype from App Store

o
Go to your
app store
-
‘! C i &
O
o y
Search Skype 8 .. —
in the search bar o )
B Microsoft
S e
o
Enter your email
and go through
the set-up
process
O




