Skype for Business
@ SUNY Cortland

About:

Skype for Business is a powerful way to communicate with colleagues and students. It makes online
communication more collaborative and engaging and you can use Skype for Business from nearly any
computer or mobile device. Features of Skype for Business include:

e Instant messaging

e Audio-only calls on your computer or mobile device
e Video calls on your computer or mobile device

e Presence

e Online meetings

Skype for Business is not the same as Skype although the two do work together. Skype for Business is part
of Microsoft Office 365 which is provided and managed by SUNY Cortland, whereas Skype is a consumer
product available to anyone on the internet, and is not supported by the college. Also, regular Skype is for
1to 1 calls (person to person), but Skype for Business is for 1to 1 calls as well as 1to many (conference calls,
webinars), and it is a more robust and feature rich application.

For full Skype for Business functionality, you must download and install the appropriate Skype for
Business client for your computer or mobile device, and in order to use all of the Skype for Business
features you will need a computer with a webcam and microphone or headset. The Memorial Library has
laptops and webcams that can be "checked out" if you do not have a computer with these resources.

IMPORTANT: All student, faculty and staff at SUNY Cortland are licensed for Skype for Business. In
addition, although you must have an account to create meetings, anyone can join a Skype for Business
meeting using only a Web browser. The Skype for Business Web Scheduler (the Create Skype Meeting
button) allows you to create and update meetings in the cloud without a local Skype for Business client,
and can be accessed through the Office 365 Webmail.

More Microsoft Skype for Business resources
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Getting connected:

License
All students, faculty and staff at SUNY Cortland have a Skype for Business license.

Labs and Classrooms
Skype for Business is installed on all computers in labs and classrooms on campus as part of Office
2019, and anyone with a Cortland ID can use Skype for Business on these computers with their own
account.

Windows 10

All campus computers are now running Windows 10. If you want to install Skype for Business on a
personal computer it must also be running Windows 10 — Windows 7 is no longer supported by
Microsoft.

Microsoft Office 2016 and 2019 users already have Skype for Business installed on their
computers.

To sign in on a Cortland owned PC:

e Click the Start button on the bottom left of your screen

e Scroll through the list of installed programs until you find Skype for Business
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e Select the magnifying glass and In the search field enter ‘Skype’

e The Best Match should be Skype for Business Desktop App
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On a Cortland owned Mac:

e Open the Finder
e Select the Applications tab
e Scroll down to find Skype for Business
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If you plan to connect with a personal (not Cortland owned) computer, Mac or PC, you may need to
download Skype for Business to your device:

e Open MyRedDragon

e Choose the app launcher in the upper left corner of the window

e From the Office 365 dropdown select Office 365 —

e Select the Install Office button and Other Install Options

e Go to the Apps and Devices tab

o Verify the language and version of your computer and choose Install Skype
e Skype for Business will be installed on your machine
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Sign In

Select the Skype for Business link.

The sign in screen will look like this:

Skype for Business

Sign in o

The Sign-in address is: firstname.lastname@cortland.edu

User name will be the same for most people. If however, you have an old username, (i.e.,
lastnamefirstinitial@cortland.edu), that is what you will enter in the Username field.

Password s the same password you would use to log in to MyRedDragon.

Now each time you log in to your computer, Skype for Business will open. There is no need to sign in to
the program every day. If you access Skype for Business on a lab computer, you will need to log in but
your Skype account, with all its settings and contacts, will be immediately accessible.

e If you do not want Skype for Business to open automatically from the Settings button
choose Tools > Options > open the Personal dialog box > deselect the checkbox in front of
Automatically start the app when I log on to Windows
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The Skype for Business application has features for communication and collaboration including:

e Contacts

e Presence

e Instant messaging

»  Audio-only calls on your computer or mobile device
e Video calls on your computer or mobile device

e Online meetings

(S) Skype for Business



Contacts

Contacts are the online identities of people you interact with online. When you start using Skype for
Business, the first thing you will do is to add the contact information of the people you frequently
interact with.

Add a Contact Group (PC)
The contacts list is divided into ‘Favorites’ and ‘Other Contacts’ by default. To create another group in the
contacts list

1. Right click in the area next to the word ‘Favorites’ or ‘Other Contacts’

2. From the drop-down menu, choose ‘Create New Group’

3. A new group will appear at the bottom of your contacts list with the name ‘New Group’
highlighted.

4. Right click the header that says New Group and choose Rename Group to enter the name for the
new group.

5. Now, when you search for a contact and choose ‘Contacts List’, a list of all the groups you have
created will be shown, so you can enter the new contact in the appropriate group.
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Add a SUNY Cortland Contact (PC)

1. In the search field of the main Skype for Business window, enter the name of the person you
want to add as a contact. Skype for Business will search for the characters you enter in all parts of
the names in the directory, so you do not need to enter the last name first.

2. Select the contact you wish to add by rijght-clicking on their name.

3. Select ‘Add to Contacts List’ from the menu that drops down and choose the Contact group you
would like to put the contact in

S) Skype for Business - o x ® Skype for Business
What's happening today? What's happening today?
Julia Morog Julia Morog
"9 setvourLoaation ¥ YO setvour Location
° . ° -
a2 o0 B @ a2 o0 B ©
uisal x Lisa x
MYCONTACTS  SKIPE DIRECTORY MYCONTACTS  SKIPE DIRECTORY
Lisa Offline 406 days . Lisa - Offline 406 days =
Secretay 1, Campus Technology Semvices Searetary 1, Campus Technginay Senices
Lisa - Presence unknown Lisa - Presence!
Director, Campy Director, Campus Technol0BSErvict  Send an M

Lisa
Keyboard Spec 1,

Lisa pre:
Keyboard Spec , Fa

lopme

Lisa Lisa @cortland
Alumni, HSC Alun, e

Lisa ¢ Lisa

Student, NON Student, NON

Lisa ~Presenc.. Lisa i@C
Alumni, Error s

Lisa Presence u

Alumn, SSAW

We found too many matches to show them all. Refine your search,
=

Add an outside contact (PC)

Contacts outside SUNY Cortland can be added if they have a Skype for Business or Skype account. You
cannot add contacts from other IM providers such as Google Talk or AOL.

Add a Skype contact:

1. In the search field of the main Skype for Business window, enter the name of the person you
want to add as a contact or their Skype ID.

2. Click on the Skype Directory tab

Select the contact you wish to add by right-clicking on their name.

4. If you're not sure you have found the right person, select their Contact Card for more

w
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Add another outside contact:

In the main Skype for Business window, click on the Add Contact icon
Choose ‘Add a Contact Not in My Organization’

Choose whether they have a Skype, Skype for Business or other account
In the ‘IM Address’ box enter the address of the new contact.

Choose a group and a privacy relationship for this contact.

Click ‘OK’
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Add a Contact Group (Mac)
The contacts list is divided into ‘Favorites’ and ‘Other Contacts’ by default. To create another group in the
contacts list

Select the Contacts tab in Skype for Business

From the menu at the top of your screen choose Contacts

Choose New Group from the drop down menu

You will see an Untitled Group in the list of groups. It is already selected.
Type the name of the new group
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Add a SUNY Cortland Contact (Mac)

1. In the Contact tab enter the name of the contact in the search field. Enter the name in order (first
name, last name). Names from the campus directory will automatically populate.

2. Select the contact you wish to add and their contact card will populate the Skype for Business
window

3. On the menu at the top of your screen select Contacts

4. Next select Groupsand then the group you would like to put the contact in. If you have no
groups you can simply select Add Contact.

5. Check the group you selected to see that the contact is there

e T P TR W W

Add an outside contact (Mac)

IMPORTANT: You cannot use Skype for Business on Mac to communicate with people who are using the
free Skype app or other outside messaging apps. You can only use it to find and communicate with
people in your organization who are using Skype for Business.

You can however, create a Skype for Business meeting that can be joined by people on and off campus.

Other Links
Click the ink below to download the Skype for Business Quick Start Guides

Skype for Business Quick Start Guides

The guide on Contacts, presence and IM will have more information about Contacts.

Also, click for more information on adding a contact in Skype for Business and for Microsoft Skype for
Business ‘Contacts’ FAQs.
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Presence

Skype for Business will sync with your Outlook calendar, letting others know when you are Offline,
Available, Away for a few minutes, or Busy. Refer to the following table for the Presence Statuses and

how they get set.

Presence Status

Available

% Busy

%In acall

%In a meeting

%Ina

conference call
- .
mm Presenting

N
mm Do not
disturb

Be Right
Back

Inactive/Away

Off Work
Offline

Unknown

Other links

Description

You're online and available to contact.

You're busy and don’t want to be
interrupted.

You're in a Skype for Business call (a two-
way audio call) and don’t want to be
disturbed.

You're in a meeting and don’t want to be
disturbed.

You're in a Skype for Business conference
call (a Skype for Business Meeting with
audio) and don’t want to be disturbed.
You're giving a presentation and can’t be
disturbed.

You don’t want to be disturbed and will see
conversation notifications only if sent by
someone in your Workgroup.

You're stepping away from the computer
for a few moments.

You're logged on but your computer has
been idle, or you've been away from your
computer for a specified (set by you) period
of time.

You're not working and not available to be
contacted.

You're not signed in. You'll appear as Offline
to people whom you've blocked from
seeing your presence.

Your presence isn’t known.

How this status gets set

Skype for Business sets this status when it detects you're
using your computer. You can also set this status when you
want others to know you're in your office even though the
computer is idle.

Skype for Business sets this status when, according to your
Outlook Calendar, if you use Outlook, you have an
appointment. You can also select this status from the drop-
down arrow.

Skype for Business sets this status when it detects that
you're in a Skype for Business call.

Skype for Business sets this status when it detects that
you're in a Skype for Business Meeting or when you're
scheduled to be in a meeting according to your Outlook
calendar, if you use Outlook.

Skype for Business sets this status when it detects that
you're participating in a Skype for Business conference call.

Skype for Business sets this status when it detects that
you're either sharing your screen or projecting.

You select this status from the drop-down arrow.

You select this status from the drop-down arrow.

Skype for Business (Lync) sets your status to “inactive” when
your computer’s been idle for five minutes, and to “away”
when your status has been inactive for five minutes. (To
change these default values, click the

Options @ " Ibutton, click Status, and then click the
arrows next to Show me as Inactive when my status has
been idle for this many minutes and Show me as Away when
my status has been Inactive for this many minutes.) You can
also select this status from the drop-down arrow.

You select this status from the drop-down arrow.
Skype for Business sets this status when you log off your
computer.

This status may appear to contacts who are not using Skype
for Business (Lync) as their instant messaging program.

The Quick Start Guide on Contacts, presence and IM will have more information on Presence

Also, click here see the Microsoft Skype for Business ‘Presence and Pictures’ FAQs. And here for
information on manually changing your presence in Skype for Business.

{9 Skype for Business
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Instant Messaging (IM)

Instant messaging is a convenient way to contact colleagues, it is not as formal as email but messages are
still stored and can be viewed later. IM is as fast as a phone call and you will know if your colleague is
available as you can see their status next to their name.

Send an Instant Message (PC)

1. Put your cursor over the picture of the Contact you would like to IM, if the person you want to
contact is not in your Contact list just search for their name and when it is populated hover over
their picture.

2. You will see a menu of icons

3. Click on the IM icon

o

A blank messaging screen will pop-up
5. Type your message
6. Hit the Enter button on your keyboard or the paper airplane icon to send the message.
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Receiving an Instant Message (PC)
1. You will hear a chime from your computer and see a pop-up inviting you to Ignore or Accept an
IM (the word Accept will only appear when you hover over that area with your mouse)

Ignore
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Click Accept to IM with the sender.

An IM window will open with only the initial message from the sender.
Enter a reply

Click Enter or the paper airplane icon to send your message.

Click Ignore
The invitation pop-up will go away and the message will be sent to your Outlook as an email.

Send an Instant Message (Mac)

1.

Mark
3

vy 3 s

f

Select the Contact you would like to IM either from you contact list or from a search. You can
also click either the name or the picture/initial icon. If you select the icon a small contact card
will appear, if you select the name the contact card will populate the Skype for Business screen.
Select the IM icon to open a chat window.

a The new chat will appear below the last chat you had with this contact.
Enter your text in the space provided
Use your Enter key or the paper airplane icon to send the message.

Email mark

Company SUNY Cortland

Y
)
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Receiving an Instant Message (Mac)

1. You will hear a chime from your computer and see a pop-up indicating the receipt of an instant
message.

2. You can select Reply on the pop-up or open the Skype for Business window.
The Skype for Business icon will have a notification (as above) because you received a message.

3. Inthe Skype for Business window select the Chats tab which will also have a red dot indicating a
message

4. Scroll to the top of the Chats list and select the message in bold to open the chat screen for that
message.

5. Reply in the space given
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Missing or Ignoring and IM (PC and Mac)

If you are not at your desk to receive an IM or choose to Ignore an IM that is being sent to you, the
message will be sent to your email with the name of the sender and the heading “Missed conversation”
and an IM icon. You can respond to it as you would any other email.

- m | w*
Missed conversation ... 11:27 AM
Other links

The Quick Start Guide on Contacts, presence and IM will have more information on sending instant
messages

Also, click here see a video and other instructions on sending IMs using Microsoft Skype for Business.
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Audio Calls

Skype for Business will automatically detect devices such as a headset, mic, speakers and cameras. Before
you make a call, be sure that you have an audio device connected to your computer.

Audio Device Setup

1.

From the Skype for Business Setting button, go to Tools > Options > Audio Device.

2. If you have no external audio device ‘PC Mic and Speakers” will be the default setting. Otherwise
choose the external device you want to use (i.e., headset)

3. Click the green arrow next to Speaker to hear a sample tone, and drag the slider if you need to
adjust the volume.

4. Test your mic volume, by speaking for a few seconds. The volume is optimal when the progress
bar reaches the middle of the test area. Drag the slider next to Microphone to adjust the mic
volume.

5. Click the green arrow button next to Ringer to hear a sample ring when you get a call, and drag
the slider to adjust the ringer volume.

6. Under Secondary Ringer, select Also ring, and then select an additional device. If you have more
than one audio device, you can choose to set both to ring when you get a call. And select
Unmute when my phone rings, if you would like to automatically unmute your speakers when you
receive a Skype for Business call.

7. Select Allow stereo audio playback when available to make sure that the best audio quality is
available during a meeting.

8. Click OK when you're done.

@ Skype for Business
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Placing an Audio Call (PC)

1. Hover over the picture of the contact you would like to call
2. Click the call icon

©

3. If the call recipient is available the screen will show the avatar as long as the call is ringing, or has
been picked up (if the recipient has a picture attached to their account the picture will be shown.)
If the call recipient is not available, the screen will convert to a regular IM screen.

5. To end the call click the red phone icon.
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Answering an Audio Call (PC)

1. To accept a call click anywhere on the photo area of the audio call alert pop-up window.

2. If you cannot accept the call, click Ignore. The caller will receive a message that the call was not
answered.

3. Click Options to reply without answering the call:
a. Reply by IM sends an IM to the person calling you
b. Set to Do Not Disturb changes your presence to Do Not Disturb.
4. If you don't answer a call you will also receive an email reminder that you missed an incoming call
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Placing an Audio Call (Mac)

1. Select the contact you would like to call, either their name or the picture/initials
2. On the contact card click the call icon

3. A menu to choose either Skype Call or Voicemail will drop down

4. If Skype Call is chosen the call will ring for a short time. If the call recipient is not available, the
screen will convert to a regular IM screen.

5. If the call recipient is available the screen will show the avatar when they pick up

6. To end the call click the red phone icon.

7. If Voicemail is chosen the IM screen will open and a message can be left for the contact.

Skype Call il

Voicemail {

Bl v The Help Center (THC)

Krista

N/

» Other Contacts

Answering an Audio Call (Mac)

1. To accept a call click anywhere on the photo area of the audio call alert pop-up window.
2. If you cannot accept the call, click Ignore. The caller will receive a message that the call was not
answered.

3. If you don't answer a call you will also receive an email reminder that you missed an incoming call

Other links

The Quick Start Guide on ‘Audio setup and making calls’ will have more information on placing audio calls
via Skype for Business

Also, click here for more information on Setting up an Audio Device in Skype for Business and Making and
Receiving calls using Skype for Business.
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Video Calls

Set up your video device

1. From the Skype for Business Settings button, go to Tools > Video Device settings. You'll see what

your camera sees in the window.

2. If you have more than one camera and want to switch, select it from the drop-down list.

3. For advanced settings like color balance, contrast, brightness, and black-and-white mode, click
the Camera Settings button.

4. Click OK when you're done.

[Zcrop and center my video in mestings

Start a video call (PC)

SUNY Cortland Skype for Business account are enabled for video calls, you will however need a webcam.

1.
2. Click the video icon.
3.
4.
5.
6.
7.
® Skype for Business
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In your Contacts list hover over the picture of the contact you would like to call.

The recipient will receive an alert and they will have the opportunity to accept or decline the call.
If the call is accepted the conversation window will expand to display the video.

To end the call close the window or click the red ‘End Call’ button.

To end all video click the video icon and choose ‘Stop My Video’

To end just your video, click the video icon and choose ‘End Video’

18



Answering a video call (PC)

1. Toanswer the call click anywhere in the picture area of the video call alert window.
2. Toreject the call click ‘Ignore’.
3. Click Options to:

*  Reply with an instant message

» Answer the call with audio only, or

e Set your status to Do Not Disturb, to reject the call and avoid other calls.

@ -

Video Services Specialist

|
Options ~ Ignore

=/

Start a video call (Mac)

SUNY Cortland Skype for Business account are enabled for video calls, you will however need a webcam.

In your Contacts list hover over the picture of the contact you would like to call.

Click the video icon.

The recipient will receive an alert and they will have the opportunity to accept or decline the call.
If the call is accepted the conversation window will expand to display the video.

To end the call close the window or click the red ‘End Call’ button.

To end all video click the video icon and choose ‘Stop My Video’

To end just your video, click the video icon and choose ‘End Video’

Nouvs W

Answering a video call (Mac)

1. Toanswer the call click anywhere in the picture area of the video call alert window.
2. Toreject the call click ‘Ignore’.
3. To end the call select the red ‘End Call’ button
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Other links

The Quick Start Guide on ‘Video’ will have more information on placing video calls via Skype for Business

Also, click here for more information on Making or Receiving a Skype for Business video call and Setting
Up and Troubleshooting Skype for Business Video.

@ Skype for Business
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Skype for Business Meetings

A Skype for Business meeting is just a video or conference call with call with several participants. These

can be either impromptu or scheduled in advance.

Group IM Conversations (PC)

IM an entire Contact Group

1. Right click the name bar next to the name of the Contact Group

2. From the drop down list choose Send an IM

3. The IM screen will open with all the participants being members of the Contact Group

olisa g . ©Lisa @
, Julia Morog e e
Aiable ¥
0O  SetYour Location + e Participants

a 0 B2 o

¢ ! @ ¥

©® Q000 O

IM several Contacts

1. In your Contacts list, hold down the Ctrl key, and select the names of the contacts you would like

to have on the call. The names will be highlighted after selecting
2. Right-click inside one of the selected names and choose ‘Send an IM’ from the menu
3. Type your message, then press the ‘Enter’ key to send it to all the selected contacts.

@ Skype for Business

S —— _
©Lisa , OLisa L
e - ®

e 4 Participants €
|
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®©@ 0006 O
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Adding a new person to your IM conversation

If you are already IM-ing with someone and would like to add another person to the conversation:

1. Click the ‘Invite More People’ button in the top right of the IM conversation window.

Choose the contact or type the name of the person you want to contact in the space provided

2.
3. Click OK
4,

The IM window will show the additional person in the conversation

9 Kristina Maricle

INSTRUCTIONAL DESIGNER,, Offline 2 days
articipants

- 0O x

0@

ite

More People)

Send an IM

Choose a contact or type a name of someone you want to |

®©®@ 000 O

Group IM Conversations (Mac)

IM an entire Contact Group

1. Select name bar next to the name of the Contact Group

9 Conversation (3 Participants) - 0 x

PARTICIPANTS

© Julia Morog
Krist cle

© Scognamiglio, A) - External Network

V%

9090
[ I I ]
aaa

®©®@ 000 O

2. From the contact card on the right side of the screen choose Send an IM
3. The IM screen will open with all the participants being members of the Contact Group

All Contacts  New Contacts
Q
PN - Favorites
» CTS
LRl & Design Help

Lol Faculty
cals
» System Administration and...

Contacts

» The Help Center (THC)

» Other Contacts

Members

Lisa Kahle - Offiine 1 day

Lisa Mostert

Lisa Walker - Offliine 15 days
) Mark Irwin - Offiine 23 hours
Mary Toti - Offiine 15 days

Lisa Kahle, Lisa Most... 4@\ @ li')

Lisa ¥, Lisa iwwot, Mary 7ot Ricardo

e, Michael
\ , Julia

, Mark i, Lisa
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IM several Contacts

From your contacts list select a Contact or Contact Group

Choose ‘Send an IM’ from the menu, the IM screen will open

Select the Add another Contact button in the top right corner of the screen

In the search field now visible, enter the name of the person you would like to add to the chat.
When the name appears in the list, double-click to add to the chat.

Do this as many times as necessary

ov AW

N i "
IR e comcs ' @ Qg
z026M
» Favorites
201
vers
Send an Instant Message
Lisa -
Email @cortland.edu
one
Lisa. Work
Company SUNY Cortland
8
o Lisa - Offline 15 day;
o
O va Offine 23 hours
one
Mary
1 . ¢ ®
Michael
e
Q Lisa . o o
Offline - ;
jt 2:02 PM
s Q Q Mark | O o
%016M
o Attendees
36 P )
Juiia I ’
6 e — % Mark I
19118
°
198
1918 Typ ¢ ®
A 11818

Mark = 7, Li... @ @ <

Q

Attendees

Julia 5

[V Technology Training Associate

Lisa ) "

Mark O &

Type a message here... ®
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Start an unscheduled audio or video meeting (PC)

1. Select one or more contacts,

a. holding down the Ctrl button and clicking on contact names and right-clicking

b. Select an entire Contact Group by right-clicking the name bar
In the dropdown menu and choose ‘Start a Conference Call’ > ‘Skype Call’ for audio only or ‘Start
a Video Call’ for audio and video.
Your contacts will receive a notification of the call and can accept or decline your request
To add video to a conference call click the video icon in the meeting window.

2.

3.
4.

GROUPS
FAVORITES

OTHER CONTACTS (10
DESIGN HELP b

4 asm ! = N\
@), ©® Q000 O |
tarta Conference Call (. 1)

Start Conference Call Now Using

© sor

Lisa Mostert - offi
Lisa Walker - offic
Mark Irwin - Avallal  Move Group Ug

o

Mary Toti - Offline

Start an unscheduled meeting using the Meet Now command (PC)

1. From the dropdown from the Setting button on the Skype for Business main screen select Meet
Now
2. You will be the only one on the call, click the Invite More People button
3. Invite people from your Contacts list by selecting the contact(s) and
4. Click OK
® Skype for Business
What's happening today?
Julia Morog
8 - ® trericpnt
| - (U =) | by Name or P} lum
Choose a contact or type a name or phi mby
| GrouPs A ELATION [ Q
- li::\(ilu HELP (2) o lable
Lisa Kahle - Offline 1 hour ‘
Lisa Mostert - Offline _L‘
Lisa Walker - Offline 14 days (] -

Mark Irwin - Available

Mary Toti - Offiine 13 days

@ Skype for Business 24



Schedule a Skype for Business meeting with your Outlook calendar (installed PC)

One of the best features of Skype for Business is its integration with Microsoft Outlook. The ‘presence’
capability of Skype for Business is informed by linking to your Outlook calendar, and you can schedule a
Skype for Business meeting, inviting many people and sending them a dedicated link to the meeting with
just one click.

1.

2.

o AW

10.

(S) Skype for Business

su mo T FR s

Open your Outlook calendar
On the Home tab click the New Skype Meeting icon

&
New Skype

Meeting
Skype Meeting

Enter the email addresses of the contacts you wish to invite in the To line

Enter a Subject

Change the location only if the Skype meeting will be held in a specific place.

Do not forget to change the Date and Time, these will default to the time the meeting is created,
so change them to the time the meeting will be held.

From the Insert tab, insert or attach any document that might be needed prior to the meeting. If
this is a first time meeting, or a meeting with someone without a SUNY Cortland email, include
the document on how to join a meeting.

Click Send

x = [%] Appointment
3

[S Scheduling Assistant i

Delete )

Adtions Show Skype Meeting  Meeting Notes Attendees Options

= S _agm
=l haven't sent this meeting invitation yet.
r View . iCloud Developer ESET  ADOBEPDF Q1 P

LEmEBEBEE 8

e ) Ned7  Dsy Work Week Month Schedule
eetin Days Week View  Calen:

Skype Meeting  GoTo 1 Arange 5 Manage Calen:

=
<
sanuary 2018 > < v January 21- 27,2018 1

Mon 1/22/2018 [ |1:00PM . All day event

s =

Sy -
Skype Meeting Q
P

4
£ s 6 SUNDAY TL* End time Mon 1/22/2018 | 1:30PM

311
7 8 90 1 1213 21 23
14 15 16 17 18 19 20

- ;,'n‘u 5 NV RS o~ s J

- Join Skype Meeting

Trouble Joining? Try Skype Web App

Join by Phone
}u}\‘wr’:wgf PP N _f“ ™

5
\
}
1
)
\

The recipients of this meeting will be requested to respond in the same way as with a regular
Outlook meeting request.

v/ Accept v ? Tentative v X Decline v 5@ Propose New Time v [aCaIendar...

When the meeting is held, invitees with a SUNY Cortland email address, Skype or Skype for
Business from another enterprise only have to click the Join Skype Meeting link to enter the
meeting. Attendees without the credentials above will have to use the Skype for Business Web

App.
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Schedule a Skype for Business meeting with your Outlook calendar (installed Mac)
One of the best features of Skype for Business is its integration with Microsoft Outlook. The ‘presence’
capability of Skype for Business is informed by linking to your Outlook calendar, and you can schedule a
Skype for Business meeting, inviting many people and sending them a dedicated link to the meeting with
just one click.

1. Open your Outlook calendar

2. On the Home tab click the Meeting button

3. Choose Online Meeting > Add Online Meeting

4. Enter the names of the people invited to the meeting

When the names are entered a list will be populated with names from the campus address book,

select the names from the list.

Enter the Subject of the meeting

The Location will automatically populate with Online Meeting, add another location if necessary

7. Change the time and date of the meeting, the default will be the date and time you create the
meeting.

8. Enter any message in the message area above the meeting link and attach any files that might be
needed for the meeting.

9. Click Send

o

& Outlook Fie Edit View Meeting Format Tools Window Help S L W Teoasav Q =

100990 CBRKRA /

@ Skype for Business 2%



Schedule a Skype for Business meeting with your Outlook calendar (Webmail)

One of the best features of Skype for Business is its integration with Microsoft Outlook. You can
schedule a Skype for Business meeting, inviting many people, both on campus and off, by sending them a
dedicated link to the meeting with just one click.

1. Open your Outlook webmail calendar
2. Inthe top left corner of your window choose New Event or click anywhere on the calendar

Outlook

\/ March 2020 ™ J

S M T W T F S

12345°7

8 9 10 11 12 13 14
SNy RLW TG TINE T

3. Enter a Title or subject of the meeting
4. In the Invite Attendees field enter the names of your invitees with cortland.edu email addresses
or those in your contact list. When their listing from the directory comes up choose it from the
list.
Enter the email address of anyone WITHOUT a SUNY Cortland email address or who is NOT in
your contact list.
Note : You can invite up to 250 people to a Skype for Business meeting.

[l
B save [ Discard [ Scheduling Assistant @ Busy
‘e A
@
©
(=)

5. Enter the time and date of the meeting or check to make sure that it is correct.
The time and date will default to the time the meeting is created if using the New Event
button or to the time and date that is selected on the calendar.

6. Choose the down arrow next to Add online meeting and choose Skype meeting

Search for a room or location Add online meeting ™

8) Skype meeting

{5y  Remind me: 15 minutes before &5 Teams me:

7. Add any message to the meeting request
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8. Attach any documents that are necessary
9. Click Send

B Send Discard [ Scheduling Assistant Busy v <J Categorize > [#] Response options

Recipients of your meeting invitation will receive an email with a link to the meeting.

If they have a cortland.edu email address and Skype for Business is installed on their computer they need
to sign in to Skype for Business and then select the Join Online Meeting link.

If the recipient does not have a cortland.edu email address or is not using a Cortland owned computer,
they can select the Join Online Meeting link and then will be prompted to download the Skype for
Business Web app for their first meeting. After the app in downloaded they can join a meeting simply by
choosing the link.

Join online meeting /

Join by Phone
4046659224,,1086267405# (Toll Number)
8663942346,,1086267405# (Toll-Free Number)

Find a local number

Participant code: 1086267405

iv &8 @ %2
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Join a scheduled Skype for Business Meeting
Outlook (Installed PC)

1. Right click the meeting on your calendar
2. Choose Join Skype Meeting from the drop down menu

Test meeting; Skype Meeting: J | .

2 Quick Print [
E1 New E-mail to Attendees
& Reply Al
£ Forward

Private
Show As >
H. Categorize »

Join Skype Meeting

Meeting Notes

S\
X5
13
X Cancel Meeting
@ Reply to All with E-mail

or

Double click to open the meeting

Select the Join Skype Meeting button on the ribbon

Or Select the Join Skype Meeting hyperlink in the message

You may see a pop-up — select Use Skype for Business (full audio and video experience) — then
click OK

N

>

Join Skype Meetin Q

Trouble Joining? Iry Skype Web ADE

Join by Phone

_(ortlan

Outlook (Installed Mac)

1. From the Outlook Calendar double-click to open the meeting
2. Select either the Join Skype Meeting hyperlink in the meeting message, or
3. Select Online Meeting > Join Online Meeting from the Ribbon

- Join Skype Meeting
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Outlook (Webmail)

1. Click the meeting on your calendar
2. Select Join from the popup

Tue 1/23/2018 1:00p - 1:30p im}
Skype Meeting

Test meeting

‘ --> Join Skype Meeting Trouble Joining? Try
Skype Web App Join by Phone Toll-free

M , Julia Morog
Test meeting Skype Meeti -
9 Sy ! # Edit T Delete & Join

or

1. Double click the meeting to open the meeting
2. Select either the Join Skype Meeting button on the status bar or
3. Double click the Join Skype Meeting hyperlink in the message

Office 365 | Outlook . L)['tl(ill\]\

H Save [ Delete Reply|v Attach Join Skype meeting  Charm v Categorize v [}
ly Y] 9 g

Details W Feedback

eeting

Skype Meeting X

R ey ol ST s PN SN Y D

W®|B 7 uMALAEZZ€xEV
- Join Skype Meeting/
Trouble Joining? Iry Skype Weh Aj

Skype for Business program (PC)

1. Select the Meeting tab in Skype for Business
2. Double click the meeting, which will be in blue, to open

@ Skype for Business - 0 X
What's happening today?

Julia Morog
Available ¥
@ SetYour Location ¥

. 0 5 o

TODAY

3:30 Test Meeting
PM Ends 4:00 PM (Skype Meeting)

—m PP A A ,..‘-’ A
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Skype for Business program (Mac)

1. Select the Meeting tab in Skype for Business

2. Double click the meeting or click once and choose Join to open
3. Select the radio button for full audio and video experience and choose Join

Today

% 11:00 AM - 12:00 PM
ne-on-one w/Julia
office

3:00 PM - 3:30 PM
Test meeting
® Online Meeting; Sperry 326

Tomorrow

CTS Staff Meeting
CMS Conference Room - 321§

Contacts

| 10:00 AM - 11:30 AM

Do or Die: The 10 MASSIV...

Webinar

| 12:00 PM - 1:00 PM

1:00 PM - 2:00 PM
Question about setting up...

3:00 PM - 3:30 PM

Test meeting

Online Meeting; Sperry 326
Organized by Julia Morog

O Join

Join online meeting

Join by Phone

Toll-free number: 8663942346,1086267405#

Toll number: 4046659224,,1086267405#

Find a local number

Join Meeting Audio
*) Use Skype for Business (full audio and video experience)

Call me at:

Don't join audio O
Don't show this again.

Cancel Join

Other Links

Click here for more information on joining a Skype for Business meeting.

@ Skype for Business
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Join a Skype meeting with the Skype for Business Web App (PC and Mac)

If you don’t have the desktop version of Skype for Business or a Skype for Business account, you can use
the Skype for Business Web App to join a Skype Meeting from your browser. Before trying to install the
plug-in check to make sure that your computer is running one of the supported platforms.

To avoid any problems with installation, before opening the Skype meeting you may want to:

o Clear your browser cache

» Make sure that your browser allows ActiveX controls to load and run,

» In Control Panel > Programs and features, uninstall existing versions of the plug-in, and
e Close other browser windows.

You might also want to open your browser in Private mode:

e |EIn Private — Ctrl + Shift + P

o  Firefox Private — Ctrl + Shift + P

e Chrome Incognito - Ctrl + Shift + N

»  Safari Private — Safari > Private Browsing

Basic plug-in installation

1. Join the meeting from your calendar, a Skype for Business Web App dialog box will open asking
how you will join the meeting, choose the Skype Meetings App (web) option

2. Follow your browser’s instructions for installing and running the Skype for Business Web App
plug-in.

3. In the Skype for Business Web App plug-in security alert, select Open/Allow

4. Select Join the meeting and choose Open from the alert

5. Enter your name and choose Join. Depending on the meeting options, you'll either join the
meeting immediately, or be directed to the virtual lobby

ece in} & mest.ync.com

() Skype for Business

Press the @ button. Wait until the Skype Mestings installer is
downloaded, then install the app.

How would you like to join your meeting? We're downloading the Skype Meetings App

Click here i the downioad Goesn't start automaticaly.

P
Install and join with Skype Meetings App [webU

Join with Skype for Business (desktop)

he ikarne. ey sure you whed 6 opan t?

S0 Mestiogs Ao

]
®) skype Meetings Aop -

{8) Skype for Business

Welcome

Have you finished installing yaqapp?

Join the meeting
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Other Links

If you are having problems installing the plug-in or it does not seems to be working correctly here is a list
of issues and errors.

Click here for more information on Joining a Skype Meeting with the Skype for Business Web App.

General information on private browsing can be found here and Mozilla private browsing info, Chrome
private browsing info, and Internet Explorer private browsing info can be found at the links.
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Conducting a Skype for Business Meeting (PC)

With Skype for Business it is easy to run a meeting or webinar.

1.

2.
3.

Join Skype for Business Meeting
The meeting window will open.

Presenters and attendees who call in will be directly admitted to the meeting, but by default any

attendees joining the meeting through the Skype for Business Web App, who sign in as a guest

will wait in a virtual lobby until the presenter admits them.
a.  When attendees are in the lobby a yellow bar will appear in the meeting window.
b. Click Admit to admit all attendees or See Lobby to admit individual attendees.
c. Select Skype Meeting Options to change the default settings

9 Test Meeting (1 Participant)

& 1 Participant

Skype Meeting Options
TEST MEETING

These people don't have to wait in the lobby

Looks like you're the only one on the call.
let people into the meeting.

Skype Meeting Options an annotate PowerPoint presentations?
£nd Meeting

Skype for Business Help

Julia Morog

a. Share your video with everyone
Mute/unmute your mic
c. Present

From the Presenter button you can open the menu shown below to
present your desktop, a program you have open, a PowerPoint
presentation and more

Present Desktop...
Present Programs...
Present PowerPoint Files... What would you like to start?

Co-Author Office Doc...

Add Attachments... g

Shared Notes...

Whiteboard Poll
My Notes...

More...
Manage Content

d. Hangup/leave meeting

@ Skype for Business
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5.

6.

Next to the number of participants in the top left corner of your meeting screen is the

Participant Controls button which is used to manage participants individually or as a group

PARTICIPANTS x

Participant Actions

Presenters (1)

® Julia Morog (=} m |

¢ ° -

Mute Audience No Meeting IM No Attendee Video

- L M

Hide Names Everyone an Attendee Invite by Email

a. The participant list will be shown

b. The icons to the right of attendees names will show whether they are IM-ing, speaking, in

the video call or presenting
c. Click Invite More People to ask more people to join the meeting
d. Click Participant Actions to control the rights for all the attendees at once.
e Mute Audience will eliminate background noise by muting the
audience’s mics
e No Meeting IM disable instant messaging during the meeting
e No Attendees Video will block attendees from starting their
videos, but you will still see their pictures
¢ Hide Names will hide the names on the pictures
e Everyone an Attendee will take away presenter rights from all
but one person
e Invite by Email will enable you to send an email invite to
additional people
Select the Chat button at the bottom left of the screen to open the IM window.
This will enable people to send IMs while the meeting is in session.

@ Skype for Business
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7. Torecord your meeting:

a.

b.

Click the ellipsis in the lower right corner of the meeting window

From the menu choose Start Recording. You will see a yellow bar on your screen that
indicates recording has started.

Use the controls at the bottom to pause, resume or stop the recording.

To see who else is recording, hover over the red recording button

When you're done, click the ellipsis again and choose Stop Recording or click the square
button at the bottom of the screen.

Stagt Recording -

Manage Recordings

“* 1Participant

M Text Display Sze

Change

Meeting Entry Info
Skype Meeting Options

End Meeting

Skype for Business Help

The recordings are saved in the Videos>Lync Recordings folder. To change the storage
location go to Manage Recordings, select Browse, find the folder where you want to save
your recordings, select the folder and click OK. All future recording will be saved in this
new location.

To publish the recordings as MP4s go to Options > Tools > Manage Recordings. Select the
recording and choose publish.

® Skype for Business
What's happening today?
Julia Morog
Busy ¥
® et vourLocation ¥
[ c v -
- o @ Stype for Busines Recording Manager - o x
Eile ’ File Help
TODAY M Tt St Date Sz lengh  Locaton Ty
. Took N Conpieted 1219PM 12222 INB 00019
11:00 ¢ Always on Top o Compietes 1204PM1/2222. 4NB 00042 Browse.
Conpieted 202PM1222.. TMB 00009
A Hel » o
AE,  Recording Manager s Conpieted 1245PM 1242 2MB_ 00013 Pubiish
g o Deyice Settings how Menu Bar )b Morog Competed 1233PM 7/26/2. 1MB__ 00027

Rename

> Delste

(S) Skype for Business
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Conducting a Skype for Business Meeting (Mac)

With Skype for Business starting a meeting is the same as joining a meeting.

1. Join Skype for Business Meeting
2. The meeting window will open.

Test meeting

0:29 .aill | one participant

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

3. Use the controls at the bottom of the screen to
a. Share your video with everyone

b. Mute/unmute your mic
c. Present
From the Presenter button you can share your screen

2
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d. Share a PowerPoint file, leave meeting or show meeting info
Share PowerPoint File...

End Meeting

Show Meeting Info

e. Hang up/leave meeting

4. Select the Chat button top right corner of the screen to open the IM window.
This will enable people to send IMs while the meeting is in session.

Y, Callstarted

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

Type a message here... @

5. Select the Invite More People button in the top right corner of the screen to
invite more people to the meeting

% © /R <

Presenters :

Julia Morog
Technology Tralning Assoclate

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

~\



For more information, explore the following links:

What is Skype for Business?

Discover Skype for Business
Add a Contact in Skype for Business
Send an IM in Skype for Business

Make and Receive calls using Skype for Business

Start a Skype for Business conference call

Share your screen in Skype for Business

Keyboard shortcuts in Skype for Business

@ Skype for Business
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