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Objectives

Setup audio and video

Make a call using Skype for Business

Manage your contacts and set your presence
e Send an instant message to colleagues

e Create a meeting using Skype for Business and invite
others

e Use Skype for Business to share and collaborate on
projects
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Select Skype from your Start menu

@ Skype for Business - 0 X
What's happening today?
Staten, Angela
C] Available *
El School of N Set Your Lacation ™
Photos

- 0 = o
Find someone Q
wg

4

PowerPoint 2016

GROUPS STATUS RELATIONSHIPS NEW 5
Publisher 2016
4 FAVORITES
Word 2016 I OTHER CONTACTS (1)
I STAFF ENHANCEMENT COMMITTEE (4)
Q - - b LT TEAM (5)
L =
sethings
9 D E 4 LEARNING TECHNOLOGISTS (2)
Skype for Business 2016 * Pinna, Joanne - Offline 2 days
Outlook 2016 ‘@i Schumaker, Nichole - Offline 5 mins
Softest w11 Happy to help :)

Click here to set up your Audio Device
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@ Skype for Business

Quick Start Guide

Audio setup and making calls

Set up your audio device

First things first: set up your audio device and check the quality. You can use your

computer’'s mic and speakers, plug in a headset.

1.  Click Select Your Primary Device in the lower-
left corner of the main Skype for Business

window.

2. Click Audio Device Settings.

3.  Pick your device from the Audio

Device menu, and adjust the
speaker and mic volume.

%«—) + CALL FORWARDING OFF
Sel Your Primary Device

Q| Headset

2- GN 2000 USB OC
=4 PC Mic and Speakers
Your computer's default setup

9 Audio Device Settings
Check Call Qualit

Audio device —

Select the device you want to use for audio calls:

Headset
2- GN 2000 USB OC

Headset
! ' 2-GN 2000 USB OC

PC Mic and Speakers
a] Your computer's default setup
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Skype for Business - Options

General Audio device

Fersonal Select the device you want to use for audio calls:

garrtac:ts List PC Mic and Speakers

I'u::rlt;ii:ture Your computer's default setup v
Phones Customize your device

Alerts

M Eliﬂﬂ) Speaker Speakers [ Headphones (Realtek High Definiti
Ringtones and Sounds

Audio Device . -

Video Device

File: Saving ﬁ‘ Microphone Microphone (HD Webcam C270)

Recording

Skype Meetings ' I:l




A~

(l

UNIVERSITY of MARYLAND
SCHOOL OF NURSING

(S) Skype for Business

Quick Start Guide

Set up your video device

You need a camera to share video of
yourself, but you don’t need one to see
someone else’s video.

«  From the main screen, click *~
Tools then Video Device Settings.

» If you see you, you're set! If not,
make adjustments. Click Camera
Settings.

Video device
Select the camera you want to use for video calls:

Integrated Camera v
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Start a call

Hover on a contact’'s

y - 1.
B o000 0 e Iu
menu appears.
2.

N

Click the Phone

button.
Start a conference call
1. Inyour Contacts list, |
. Send an M

select multiple contacts e

bv holdi he Ctrl k Start a Conference Call Start Conferenc ow Using

y holding the Ctrl key, Start a Video Call @ Siype Call 6

1 i Start Conference Call by Calling Me A
and clicking the names. Send an Email Message fort Confere y Galling Me At
Other +1 (425) 260-8601

2. Right-click any of the New Number...

selected names, then click Start a Conference Call.

3. Click Skype Call.
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Use audio call controls

During a call, point to the buttons to do the following:

. To put the call on hold, click the Hold button.

. To mute your audio, click the Mic button in the conversation
window.

. If call transferring is Sirkku Wille
available for your

2 Participants

account, click the
Transfer button, and
select the number you >
want. /-

L

* To hang up, click the
Phone button in the
conversation window.
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Choose your view

1.  In the conversation window, click
the Pop out video gallery arrow.

2.  Click the Pick a layout button and
choose a view:

* Gallery View to show all the
participants’ video streams.

* Speaker View to show only the
presenter’s. e McCullough

« Content View to show only the
meeting content.

+ Compact View to show pics of the participants in a compact window.
3. Click Full Screen View for a large view of the video streams.

4. Click Pop in the video gallery to show the gallery in the conversation window
again.

g Conversation 3 (Participants)
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Start a video call

1. Tap a contact’s

picture.

2. Tap the Video button.

A message pops up on

the other person’s

screen asking if they want to accept your call. (To stop showing video of
you at any point, just click the Video button again.)

TIP During an IM or Skype for Business audio call, click the Video
button to make it a video call.
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(S) Skype for Business

Quick Start Guide

Contacts, presence, and IM

Find someone

Connect with people in your organization, or with friends who have a Skype account.

1. Type a name in the Search box. As soon as you do, the tabs below the Search field

change from this: to this:
Find someone or dial a number Q Fred x
GROUPS STATUS RELATIONSHIPS NEW 2 MY CONJACTS SKYFE DIRECTORY

2. If the person is in your organization, stay on the MY CONTACTS tab. If not, click on
the SKYPE DIRECTORY tab. It will narrow your search if you know their full name or
Skype user name.

Add a contact .

MY CONTACTS SKYPE DIRECTORY

Once you find a person, add them to ﬂ Send an 34 =
your Contacts list for quick access. = '

Start a Video Call
Send an Email Message

1. Right-click the name in the search

Schedule a Meeting

resu |t5. B share Information Using Live Meeting
Copy
Cl iCk Add to Contact List. Find Previoug Conversations
. Add to Faverites e |
Pick a group to add your new Addta Contacts List » | Iy Contoro Accou
Tag for Status Change Alerts Friends and Family
contact to. Chapge Privacy Relationship » Other Contacts

See Contact Card Peter FTE
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F Royce Fryland

% Available ¥
UNIVERSITY of MARYLAND : © Avsilable
P @® &usy
r

If your presence is:

0 Available *

Be Right Back **
Away *, **

Off Work **
Busy * **

In a call *

In a meeting *

In a conference call *

Do Not Disturb **

Presenting *

Out of the office

® 0 0 ¢ 0 0 ¢

Offline *

Unknown

@ Do Not Disturb
[ Be Rig ack

-

Find someon

. Off Work F
It means you are: CROUPS 9
Appear Away
Online and available b FAVORITES Reset Status
Sign Out
Away from your computer briefly Exit

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

Not working or not available

Hard at work and shouldn’t be interrupted

In a Skype for Business call (two-party call)

In a meeting (using Skype for Business or Outlook)

In a Skype for Business conference call (Skype
meeting with audio)

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

L . * Set automatically for you
Giving a presentation based on your keyboard
activity or Outlook
Set to OOF in your Outlook calendar calendar.

** You can set your
Not signed in presence to this anytime

you want.

Presence can't be detected
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Send an instant message

1. Inyour Contacts list, point to
the contact you want to IM. If

Use instant messaging (IM) to touch base with your contacts right away.
you want to IM with more
than one contact, hold down

the Ctrl key and click each

contact name. f@ Hey, Peter wants me to write the MGCBNS report this month. 1:37 PM

Umim...stupid question, but what does MGCBNS stand for?
2. Click the IM button.

Nota stupid question at all. Management Group Council 1:37 PM
3. Type your message and _ R RS
press the Enter key on *@ Ohmy. 137 PM
your keyboard.
Need to add someone to
the IM? | Last message received on 3/4/2015 at 1:37 PM.

Or, as we like to call it: Magic Beans. "2 Let me know ifyou need any help. I've done it in

From the ma|n Skype for the past, so | know the gotchas. Like don't trade your cow for it! Seriously, if you need any
help, just pingme.

Business window, drag a > ¢ ' © 7

contact pic onto the IM @—

window.
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Meetings

. . [ =~
Schedule a Skype for Business meeting (-@
(This is an Outlook task.) New Skype
1. Open your Qutlook Calendar, click the Home tab, and Meetin
click New Skype Meeting. (If you are in Skype for
Business (Lync) mode, this button still says New Skype
meeting.) o
CE W % O T Lo - Fleview Product Packaging Flan - Meeting
2. Com plete the MEETING  INSERT  FORMAT TEXT  FEVIEW
meeting = l?wu-mm & @ B o=
request just e ST v s i o vy e
||ke you Shaw Shype Mesting Canferencing Mesting Nates
no rma| I ) ¥ou havent sent this meeting imvitation yet.
Y | frome | rmeenocn [~ Add your attendees
would. e
Subject Review Fraduct Packaging Pan
Location Skype Meeting
stamtme  Thu 392015 T z00PM - A1l day event
Ere time Thu 3152015 T z3PM
prototypes and the customer feedback, and we'll discuss next steps) —_— Add your
o \ agenda or
> Join Skype Meelir This is added automatically. n’?eet]n
A Attendees will click the Join o K
e - Skype Meeting link to join
Conference |D: 191 .
the meeting.
Set meeting options @
You can set some meeting options in Outlook «
before you even send the meeting request—like Join Skypk
who will be able to get into the meeting directly Meeting
and who has to wait in the virtual lobby.
Skype Meeting
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Share your desktop or a program Present Desktop.. @53

Present Programs...

Need to show everyone what you're talking about?

Present PowerPoint Files...

Add Attachments...

1.  In the meeting window, click the Present
Shared Notes...
button.
My MNotes...
2. Click Present Desktop to show the entire More...
contents of your dESktOF)... Manage Presentable Content
or... Manage Attachments

Manage Notes

Click Present Programs and double-click the )
program you want to share. /rg/ Y
> @

3. Double-click the program you 1
want to share.

4. If you share a program, it will
have a yellow border and a Now Present Programs

i

Presenting tab on your desktop.

5. To stop sharing, click Stop
Presenting on the bar at
the top of your screen, or o b

at the top of the

conversation window.



Presenter
Presentation Notes
JP – Same cut off blue top
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1. Can faculty and staff use Skype?
Yes.

2.  What do faculty and staff need to know to start using Skype? If you are
on your work computer start menu, Skype. If you are on another device
you need to install Skype from the Office 365 Portal and then use.

3. Can faculty and staff send a Skype instant message to someone who is
not a faculty or staff member? Yes. The person you want to Skype with
must have a Skype or Microsoft account.

4. Can | create a Skype meeting in Outlook? Yes. Open the calendar and
click on the New Skype Meeting tool from the toolbar.

5. Canlinvite someone who is not a faculty or staff member to a Skype
meeting? Yes. You need to know their email address.

6. How do | join a Skype meeting? Open the meeting invite in your mailbox

and click on link “Join Skype Meeting”.


Presenter
Presentation Notes
ANSWERS:
1. Yes.
2. You can start Skype from the Start menu on any UMB Windows 10 computer or laptop. You can download Skype from MS Office 365 portal (up to 5 machines total) onto your personal computer or laptop. You must have a headset (with microphone and headphones) OR a microphone (built-in most laptops) and speakers. NACS or Campus IT (Helpdesk) can help you set these up.
3. Yes. The person you want to Skype with must have a Skype or Microsoft account which they can create by going to www.skype.com and they can download Skype from that site, too. 
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Additional Information
Visit Center for Information Technology Services
(CITS) website for more info about Skype and
training sessions they offer

http://www.umaryland.edu/office365/skype-for-business/

You can also schedule a private training for your
group with Learning Technologies or CITS
Enterprise Training

https://cf.umaryland.edu/cits training/



http://www.umaryland.edu/office365/skype-for-business/
https://cf.umaryland.edu/cits_training/
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