Quick Start Guide for Skype for
Business

Skype for business is a powerful messaging and collaboration tool from Microsoft. The
following pages are designed to provide an overview of the basic functionality available
to all users.

If Skype for Business does not start at login, hit the Windows Start Button and select
Microsoft Office from the main menu:
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And Select Skype for Business from that menu:
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You will then be presented with a login screen. Use your email address and network
password to log in to Skype:

@ Skype for Business - 0O =

Skype for Business

Sign in

Sign-in address:

pmorris@fpi.umaryland.edu

Use the sign-in address for your organization - not a Skype Mame
or Microsoft account

Learn Mare
Delete my sign-in info
Meed help signing in?

Sign in as:

- .
) Available -

Sign In

& Microsoft Corporation. All rights reserved,




When signing in for the first time you will need to check the box “Save my password” so
it will not be required for future logins:

@ Skype for Business - 0O X

Skype for Business

Sign in o~

Sign-in address:

pmarris@fpi.umaryland.edu

Change

Use the sign-in address for your organization - not a Skype Mame
or Microsoft account

Learn Mare

Password:

AEEEEEEREERLEEL

Save my password |

Sign in as:

L) Available -

Sign In

© Microsoft Corporation, All rights reserved.




Skype will prompt you to save your information for all future logins. Please click “Yes”.

x

Do you want us to save your Skype for Business sign-in info?

Would you like us to save this info and sign you in automatically next time?

@ Skype for Business.

What's happening today?
Morris, Paul M

Available =
Set Your Location

- 0 G-

Find someone Q
GROUPS STATUS. RELATIONSHIPS NEW ot
4 FAVORITES

I OTHER CONTACTS (D)

I MY GROUP (10)




To ensure Skype for Business starts automatically when you log in, Click on the “gear”
wheel at the top right of the main page:

@ Skype for Business. - 0O X

What's happening today?

Morris, Paul M
Available =
Set Your Location ™
= 0 =
= -
Find someane Q
GROUPS STATUS RELATIOMSHIPS MEW | A
4 FAVORITES

I* OTHER CONTALCTS (0

MY GROUP (10)

Q-

You will be presented with a drop down menu,

Select Tools then Options



A selection box will be presented with a number of options down the left hand margin:

Skype for Business - Options

General
Personal
Contacts List
Status

My Picture
Phones

Hlerts

1

Ringtones and Sounds
Audio Device
Video Device
File Saving
Recording
Skype Meetings

Conversation window
[]Reopen my conversations when I sign in

Show call controls when Skype for Business is in the background

Help us improve

Office can collect statistics from all of your Microsoft Office applications about stability problems, system
configuration, and features you use most frequently. This information is sent to Microsoft to help us
improve Office.

Sign up for the Customer Experience Improvement Program Learn More

Skype for Business can send info to Microsoft, such as error logs, device configuration, and info about
how you use the app. This info helps us fix problems, and improve this and other Microsoft products.

[[]5end Skype for Business Improvement Program info to Microsoft Learn More

Help your support team help you
Logging in Skype for Business: Full w

[[] Alsa callect troubleshooting info using Windows Event logging Learn More

Application window

[ Minimize to the notification area instead of the task bar

Cancel Help

Select Personal and click the box labeled “Automatically start the app when | log on to

Windows” (if it's not already checked):

Skype for Business - Options

Contacts
Status
My Picture
Phones
Alerts

L]
Ringtones and Sounds
Audio Device

Video Device

File Saving

Reconding

Skype Meetings

My account

Sign-in address: pmorris@fpi.umaryland.edu Adyanced...

[~] Automatically start the app when I log on to Windows
Start the app in the foreground

Personal information manager
Microsoft Exchange or Microsoft Outlook ~
[~*]Update my presence based on my calendar information

[+] Show meeting subject and location to contacts in my Werkgroup privacy relationship

Show my Out of Office info to contacts in my Friends and Family, Workgroup, and Colleagues
privacy relationships

[*] Save IM conversations in my email Conversation History folder

[[]5ave call logs in my email Conversation History folder

Location

[m] share my location info with other programs T use

Show pictures
Mote: Clearing the box turns off all pictures in the app including yours.

Show pictures of contacts

Cancel Help

Click OK and you'’ll be returned to the main console.




You are now ready to have Skype Conversations
and Meetings!

Find Someone

Type someone’s name in the “Find Someone” Search box:

CS) Skype for Business

File Meet Now Tools Help
What's happening today?
Morris, Paul M

Available =
Set Your Location =

s 0 B3 o~

Tucker, | b 4

MY CONTACTS SKYPE DIRECTORY

[v]

Tucker, Alicia - Updating...
Assistant Professor, Family Medicine

Tucker, Bryan - Presence unknown
Contractor Recruitment Specialist, CRP: HR TALENT ACQO

Tucker, Ciera - Presence unknown
MC Gl Tech, UMH: MED ENDOSCOPY

Tucker, Damaris - Updating... L
Tucker, Danielle - Presence unknown

EW Jet RM - Night, BWC: Nursing Support Sves

Tucker, Darian - Presence unknown

EVS Lead Tech, EVS

Tucker, Debra - Updating...

Tucker, Frances - Updating...

CRMA, Anesthesiology

Tucker, Galina - Presence unknown
Staff Cancer Center




The more information you provide the more precise the results become:

@ Skype for Business - 0O X

File Meet Now Tools Help
What's happening today?
Morris, Paul M

Available ¥
Set Your Location ™

- 0 G-

# Tucker, William x

MY CONTACTS SKYPE DIRECTORY

Tucker, William - Offline
Chief Corporate Officer, UPI-Executive Office

Q-

Double click on the person’s name and an IM (instant message) window will appear:



= Tucker, William - 0 %

Tucker, William @
CHIEF CORPORATE OFFICER, Offline

9 2 Participants

¢ vV £ @

Q00 O

You can now begin typing in the chat box.

If you wish to add this person to your contacts list, so you don’t need to look them up
every time, Right Click on the person’s name and select Add to Contacts List and select

My Group or you can create custom groups. This will also be discussed in the next
section “Create A Group”.



Create a group

Set up a group for each team you work with so you quickly see who's available, or
communicate with the entire team at once.

Click the Add a Contact button top right, main console screen:

CS) Skype for Business. - 0O X

What's happening today?
Morris, Paul M

Available ™
Set Your Location

- 0 G-

Find someone Q
GROUPS STATUS RELATIONSHIPS NEW -5 -

4 FAVORITES

I OTHER CONTACTS (D)

I MY GROUP (10)

Select Create a New Group



Enter the New Group Name at the bottom of the main console screen:

@ Skype for Business

File Meet Mow Tools Help
What's happening today?

Morris, Paul M
Available -
Set Your Location ™

- 0 B3 o-

Find someone Q

GROUPS STATUS RELATIOMSHIPS MNEW 2+
At I'm Lold <]

e Icenroad, Nick - Away 9 hours

",! McCullough, Carlton - Away 5 mins

McDonald, Darrell - Inactive
Is it Friday!! ™

Moon, Romell - Offline 23 hours

e Parker, Josh - Away 5 mins

Sessine, George - Available

Silvas, Nancy - Available

Tucker, William - Offline

[+ Mew Group

Q-

4

You can now add new contacts to the groups you have created.

You can also drag and drop contacts between the groups you have created.

Starting an IM

Now that you have set up your contacts and groups you can easily initiate IM
conversations with anyone in your groups.

You can have IM conversations with an individual or a group.

In your Contacts list, point to the contact you want to IM, double click their name to open
an IM window.



If you want to IM with more than one contact, hold down the Ctrl key and click each
contact name you wish to invite. Right click on one of the highlighted names and click
“send an IM”. A chat window will open and all participants will be notified of the

conversation start.

To add contacts, after the group IM has started, locate the contact and drag their name
to the Chat window, they will then be added to the conversation.

You can add Video, Phone or Share your desktop by utilizing one of the buttons at the
bottom of the chat window:

Conversation (3 Participants)

9 ® Busler, Mike McDonald, Darrell, © Moon, Romel @

3 Participants
Conversation (3 Part... e

©
|




If you have several conversations or meetings going on at the same time, Skype
displays them all in one place, so you can toggle between them.

Conversation (3 Participants)

e * Busler, Mike McDonald, Darrell, © Moon, Romel @

) 9 3 Participants
Conversation (3 Part...

¢ ' F @ 7

Q00 O




Find a previous IM Conversation

Skype automatically saves your IM conversation history. To view or continue a previous
IM conversation or see an IM request you missed:

Click the Conversations tab:

CS) Skype for Business.

What's happening today?

Morris, Paul M
Available ™
Set Your Location
s 0 = -
an o
Find someone Q
GROUPS 5 RELATIOMSHIPS NEW 2+
4 FAVORITES

I OTHER CONTACTS (D)

[ MY GROUP (10)




Click the All or Missed tab.

If you don’t see the conversation you’re looking for, click View More in Outlook at the
bottom of the list.

@ Skype for Business

File Meet Now Tools Help

What's happening today?
Morris, Paul M

Available -
o Set Your Location =

a 0 = -

ALL MISSED CALLS

[

‘.'.{ & Morris, Paul M 11:33 AM
Phone Call

Silvas, Nancy 11/29/2018
Hi Mancy, can you please check on the status of the 7th flo...

© Argirakis, Nicholas 11/29/2018
Hi Mick, It appears that the issue has been resolved. Can yo...

it is working again /[ great! Thanks for the update!

=
S
e Busler, Mike 11/29/2018
=
S

Busler, Mike 11/28/2018
Thanks, | have his account updated
Kramer, Matthew 11/28/2018
Paul, do you want to plan on chatting over the phone toda...
« & +1(667)214-1027 11/28/208
Phone Call
u.{ & Morris, Paul M 11/28/2m8
Phone Call
e Busler, Mike 11/27/2018
| am available from 12:30 to 1:00

e Parker, Josh 11/26/2018
Hey Paul, Did the situation at Waterloo get resolved? /y.. [™

View More in Outlook...

Q-

Double-click the conversation that you want to open.



Want to change your online presence?

Presence is automatically set based on your Outlook calendar but you can change it
temporarily if you want to. Presence status is a quick way for other people see whether

or not you're free to chat.

®

What's happening today?
Morris, Paul M

Available
Set Your Location =

- 0 &=

Skype for Business

Find someone

GROUPS STATUS RELATIONSHIPS
4 FAVORITES
I OTHER CONTACTS (0)

I MY GROUP (10)

Q-

MEW

o
Q

Here are the presence settings you can change:

If your presence is:

It means you are:

Available

Be Right Back

Online and available

Hard at work and shouldn’t be interrupted

Do not want to be disturbed. You will see
IMs but only if you’re both in the same
Workgroup.

Away from your computer briefly.

Off Work

Not working or not Available

Away

Logged on, but have been away from
computer for a period of time.




Status Change Alerts

By default, Skype for Business is configured to notify users each time the status of
members in their group changes (goes offline, comes online, logs off, logs on, etc...).
This is a configurable setting, however, it is only accomplished via manual intervention.

If you wish to change the Status Alert settings, go to the main console:

@ Skype for Business

Eile Meet Now Tools Help

Morris, Paul M

In a meeting *
Set Your Location ™

- 0 = &~

Find someane Q
GROUPS STATUS RELATIONSHIPS NEW -t
4 MY GROUP (11) E‘

Burs, Katryna - Available - Video Capable

9 Busler, Mike - Out of Office 12 hours

Gaskins, Christopher - Offline 21 hours
I'm Cold

o lcenroad, Nick - Away 12 hours

;’T McCullough, Carlton - Away 2 hours

McDonald, Darrell - Out of Office 2 hours

#* Thank you for your message. | am currently out the offi.. ™

Moon, Romell - Offline 2 hours

e Parker, Josh - Away 5 mins

Sessine, George - Available

Cilhieme Blacea. [y

Q-

Select a member of your group by left clicking (once) on their name.



Right click to receive a drop down menu.

The 3" selection from the bottom “Tag for Status Change Alerts” should be checked to
receive alerts, unchecked to not receive alerts.

Right click that option to change the status.
In order to “bulk change” the status, select each member of your group, while holding
the <Ctrl> key until you have selected them all. Then right click on any of the highlighted

names to receive a drop down menu.

The 3" selection from the bottom “Tag for Status Change Alerts” should be checked to
receive alerts, unchecked to not receive alerts.

Right click that option to change the status.



Meetings
Scheduling a Skype Meeting is an Outlook task.

Open your Outlook Calendar, click the Home tab and click New Skype Meeting
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Complete and send the meeting request as you would normally:

B H S s
MEETING  INSERT

X Mo Q

Delete () Forward

=

Meeting -

Actions webex

Vou haven't sent this meeting invitation yet
;] ¥

To.

Subject
Send
Location

Skype Meeting

Starttime | Fri 1173072018

Fri 117302018

End time

= Join Skype Meeting

(ouble Joining? Try Skype Web App

Help

FORMAT TEXT  RE:

Add Webex | Appaintment Scheduling
Assistant

™
m

VIEW

-
& B

Meeting
Nates

i3

Teams
Meeting

Thiz appointment conflicts with another one on your calendar.

1130 M

200 M -

m

@ see more about Marrs, Paul M

Phiorris @fpi.umaryland.edu

Teams Meeting Meeting Notes

Untitled - Meeting

5 At book ——
& Check Names
Coneel 1 Reminder
Invitation ] Respanze Optionz -

Attendees

. Busy

15 minutes

1O =
Finder

Recurrence Time

options [ mgs

- | rooms.
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Zoom ew
Templates

Zoom |MyTempiates A

Room Finder 7 %
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Good [T] Fair [l Poor
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230 PM - 3:00 PM

N contiicts

3:00 PM - 3:30 PM
Ho confiit

3:30 PM - 4:00 PM
No conflict

4100 PM - 4:30 PM
N conflicts

4:30 PM - 5:00 PM v o




The link to for participants to join the Skype meeting is added automatically.

When the meeting is starting and participants are joining they will click the Skype Link
and be presented with a window for selecting audio options:

Join Meeting Audio

® Use Skype for Business (full audio and video experience)

Call me at:

Don't join audio

Don't show this again

FYl: Find these settings in Options under Skype Meetings,

Users will make their selection and press ok




As users join the meeting their contact information will be displayed:

‘Conversation (1 Participant)

& 1 Participant

Looks like you're the only one cn the call.

Marris, Paul M

During the meeting you can share your desktop or specific applications by using the
Present button at the bottom of the screen:

Conversation (1 Participant)

‘& 1 Participant

Looks like you're the only one on the call.

Morris, Paul M

When you are finished presenting, click the “stop presenting” button at the top of the
screen.



You can manage meeting participants by opening the participants pane. Here you can
control their interactions, video, audio or allow them to become the presenter.
Additionally, from this pane, you can add/invite more people:

‘Conversation (1 Participant)

222 1 Participant

Looks like you're the only one on the call.

Morris, Paul M

(-] Conversation (1 Participant)

PARTICIPANTS ® ves . .
“& 1 Participant

Presenters (1)

@ Morris, Paul M I

Looks like you're the only one on the call.

Morris, Paul M

Invite More People Participant Actions




This guide only represents a fraction of the capabilities of Skype for Business.
If you would like to learn more, please go to:

https://support.office.com/en-us/skype-for-business



https://support.office.com/en-us/skype-for-business

