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Introduction to Skype for Business

Skype for Business is a communication tool that allows users to
collaborate in real-time via text, chat, and desktop sharing. Skype for
Business allows users to see when others are available to collaborate.

Accessing Skype
To access Skype perform the following steps.

1. Click the Windows button on your computer and enter Skype in
the search field.

' See more results

x | | Shut down | # |

[ skypel

Figure 1 — Skype Program

2. Click the Skype for Business 2015 Icon to launch Skype.
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Skype for Business

}: Adobe Acrobat XI Pro k

@ PowerPoint 2013 »
@ Skype for Business 2015

_"j Motepad b

. Adobe Captivate 9 (64 Bit)

Ig Software Center

P AllPrograms

Figure 2 — Skype for Business Icon

3. Enter you log-in name and user ID.
4. Skype for Business launches.

@ Skype for Business @

What's happening today?
Linda Baker

Available ~
Set Your Location

- 0 = -

Find someone Q
GROUPS STATUS RELATIONSHIPS NEW 2
b FAVORITES =

4 OTHER CONTACTS 3]

& Liem Nguyen - Available - Video Capable
* Nima Ebrahimnejad - Offline
% Shawn Fitzpatrick - Available - Video Capable

4 SYSTEMS ENGINEERING TEAM (1)

Figure 3 — Skype Launched
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Setting Your Status

You can select your status from the drop down list of status
depending on the definition of each

® 0 0 o o o o

If your presence is:
Available *

Be Right Back ™
Away *,

Off Work ™

Busy *, **

Inacall*

In a meeting *

In a conference call *

Do Mot Disturb =

Presenting *
Cut of the office
Offline *

Unknown

It means you are:

Online and available

Away from your computer briefly

Logged on, but have been away from computerfora
period of time.

Mot 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 Ihis, but anly
if you're both in the same Warkgroup.

Giving a presentation
Setto OOF in your Outlook calendar
Mot signed in

Presence can't be detected

Figure 4 — List of Status Options
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Skype for Business

Setting Your Location
You can set your location and add additional locations.
1. Click the Set your locations drop down.

@ Skype for Business

What's happening today?
Linda Baker

Available
Set Your Location ™

«  Show Others My Location

Figure 5 — Setting Location

2. Enter a location name in the available field.

Eaj Skype for Business

What's happening today?
Linda Baker

Available =

| -

- 0 > G-

Find someone Q

Figure 6 — Enter a New Location

3. The new location that you entered will display under the My
Custom Location drop down.

Show Others My Location
My Custom Locations
Maryland Avenue

Rermove All Custom Locations

Figure 7 — New Location Option

6 May, 2018



4. Select that location

@ Skype for Business

What's happening today?
Linda Baker

Available -
) Maryland Avenue -

Figure 8 — New Location Selected

Setting up Groups

You can set up a group for any team that you work with to see who is
available in the team or to communicate with the entire team at one
time.

1. Click the Add a Contact button.

2. Select the Create a New group menu.

[ T O DD .
Add a Contact in My Organization

Add a Contact Mot in My Crganization »

Create a Mew Group

Display Options

Figure 9 — Create a New Group

3. Enter the name of the new group at the bottom of the screen.

I Training Group

Figure 10 — New Group Name
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Skype for Business

4. Add contacts to the group by using the search field to locate a

name or drag a name into the

What's happening today?

Linda Baker

Available -
) Set Your Location

o >

Find someone

new group.

o
Q

Figure 11— Search Field

5. You can also right click the name and click the menu add the name

into the group.

Send an IM

call

Start a Video Call

Send an Email Message
Schedule a Meeting

Copy

Find Previous Conversations
Add to Favorites

Add to Contacts List

Tag for Status Change Alerts

See Contact Card

Change Privacy Relationship »

7-01-16...

ATMS

Meeting

FERC Staff
Other Contacts
Systerms Engineering Teamn

Training Group

Figure 12 — Add

Name to Group
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Instant Messaging

1. Click the name of the person that you want to instant message
or to Instant message multiple people hold down the CTRL key
and click each contact name.

(-] Renee Ng ® Al - O x

.-i Shawn Fitzpatrick Renee Ng @

Away 60 mins

x
Renee Mg Q@ 2rarticipants

Testing this. You can IM multiple contacts

é !

Q00 O

Figure 13 — Operation Screen

@ 7

2. Enter your message and press the enter key on your keyboard
your message is sent to the selected contacts.
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Skype for Business

Conversation History

It is important to understand that all of your Instant messaging
conversations are kept in your conversation folder in Microsoft
Outlook. This option cannot be turned off.

This is necessary for Records retention.

Conversation History
M Inbox 10339
I> Email from Training
I* SharePoint Training site Registrations 264
Drafts [79]
M Sent Itemns
MNews Feed
Pricrity
Deleted Items 1035
All Mail
old email
Archived
ATMS 42865
Clutter

Conversation with Wallica Br...
‘Wallica Erown (ED); Linda Baker
Wallica Brown (ED] 11:11 AM: Can you

Conversation with Wallica Br...
‘Wallica Erown (ED); Linda Baker
‘Wallica BErown (ED] 11:11 AM: Can you

4 Last Month

Conversation with Akeem Reed
Akeem Reed; Linda Baker
Linda Baker 11:40 AM: Akeem Iam at

Conversation with Carmen Chiu
Carmen Chiu; Linda Baker
Carmen Chiu 10030 AM: Linda, where is

4 Three Weeks Ago

=
12/19/2016

=

12/15/2016

=
3/7/2017

=
3/10/2017

Figure 14 — Conversation History
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Sharing Your Desktop
1. Click on a contact name of the person that you want to share
your screen or add additional people.

2. Click the monitor icon located on the screen.

9 Shawn Fitzpatrick @ 7 - O x

" Shawn Fitzpatrick X Shawn Fitzpatrick @

Away 1 hour

Renee lNg @ 2rarticipants

Figure 15 — Operation Screen

3. Select the Present Desktop option.

Present Desktop...

Present Programs...

Present PowerPoint Files...
Add Attachments...

Shared Motes...

ky Motes...

Mare...

Manage Presentable Content

Manage Motes

Figure 16 — Present Desktop
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Skype for Business

4. Select the monitor to share if you have multiple monitors.

Present Desktop

All Monitors

Primary Monitor

Monitor 2

Figure 17 — Select a Monitor to Share

5. Click the present button to share the monitor.

Present Desktop

All Menitors

Primary Menitor

Monitor 2

Present

| ‘ Cancel

Figure 18— Present Button
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6. Click the Ok box to verify that you want to share.

Skype for Business

manitor you chose,

[ | Den't show this again

oK

Cancel

FYT: People will be able to see everything on the

Figure 19 — Confirmation

7. Your screen will be shared with the person or persons indicated.

9 Renee Mg

© Renee Ng

Available

@

()

@

- 0O X

v

Q06 O

Figure 20 — Screen Sharing
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Skype for Business

Skype Meetings

When setting up a meeting on the Outlook calendar you can create a
Skype link inside the meeting invitation.

1. Click on the calendar view in outlook.

2. Select New Skype Meeting.

FILE HOME SEMD / RECEIVE FOLDER VIEW MchAfee E-mail Scan ADOBE PDF

m By @ EEEEEEBEE |

MNew Mew MNew Skype  Today Mext7 Day Work Week Month Schedule

Appointment Meeting = Ttems - Meeting Days Week View Cald
New Skype Meeting GoTo Fl Arrange PR
<
4 May 2018 3
4 » May3 -4 2018

SU MO TU WE TH FR SA
29 30 1 2 4 5 Calendar - Linda.Baker@ferc.gov X
& 7 & 9 10 11 12

13 14 15 16 17 18 19

20021 22 13 M4 25 6

2723 29 30 3

12 [

June 2018

SU MO TU WE TH FR SA 1
1 2 2
3 4 5 &6 7 B 9 3
10 11 12 13 14 15 16
17 18 19 20 21 22 23 4
24 25 26 27 28 29 30 5
1 2 3 4 5 © 7 &
7
4 [m| My Calendars 8

Figure 21 — New Skype Meeting Icon

3. Enter the details about your meeting.
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B H®S = ATMS Testing - Meeting
MEETING | INSERT ~ FORMATTEXT  REVIEW

x 3 Calendar D El CS}_ I__LI E/j Sé [ Address Book 22 show As: | Busy . O ;3

&% Check Names

Delete £, Forward ~ Appointment Sche.duling Join Skype Mee.tmg Meeting Céncel ’j Resnonse Ontions - Reminder: |15 minutes - | Recurrence Time Ry
Assistant Meeting Options Motes Invitation < Response Options Zones | Fil
Actions Show Skype Meeting Meeting Motes Attendees Options

o You haven't sent this meeting invitation yet.

To... Renee Na;
) Subject ATMS Testing
Send
Location Skype Meeting -
Starttime  Tue 5/8/2018 [E| 330PM - All day event
End time Tue 5/8/2018 [E| |430pm -

|
- Join Skype Meeting

Trouble Joining? Try Skype Web App

Help

In Shared Folder E, Calendar - Linda.Baker@ferc.gov

i, Unable to log in to: SharePoint.

IR

Figure 22 — Skype Meeting Set-Up

4. Click the Send button. At the time of the meeting, the
attendees can click on the Join Skype Meeting link in the
meeting invitation.

New Skype Meeting Icon

If you cannot view the Skype Meeting Icon in the calendar view, follow
these steps.

1. Click the File Menu in outlook.

2. Click the Options Menu.
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Skype for Business

Info
Open & Export
Save fs

Save as Adobe
PDF

Save Attachments

Print

Office Account

Options

Exit

Figure 23 — Options Menu

3. Select the Add In menu on the left.
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Inactive Application Add-ins
Microsoft Access Outlook Add-in for Data Collection and Publishing  Cih...

Outlook Options -2 =)
General . . . .
View and manage Microsoft Office Add-ins.
Mail
Calendar Add-in Options
People Launch Add-in options dialog: | Add-in Options...
Tasks
Add-ins
Search
Language MName Location Type il
. Active Application Add-ins
Advanced Acrobat PDFMaker Office COM Addin C:\..FMOutlookAddin.dll  COM Add-in
Customize Ribbon Conversation History Add-in for Microsoft Office 2013 C\LAOfficel 5\OcOffice.dll  COM Add-in
) McAfee E-mail Scan Add-in CALWE\MfeOtlikAddin.dll - COM Add-in

Quick Access Toolbar Microsoft Exchange Add-in ClAUmOutlockAddindll  COM Add-in

Microsoft SharePoint Server Colleague Import Add-in C..S5\Colleaguelmport.dil - COM Add-in |
SEEAES OneNote Notes abaut Outlook Items Ci\..fficel \ONBtnOL.dll - COM Add-in
Trust Center OQutlock Social Connector 2013 CALJALCONNECTORDLL  COM Add-in

ISk'_vpeMeetlng Add-in for Microsoft Office 2013 I CLADfficel MUCAddindll - COM Add-in

ADDINS\ACCOLK.DLL COM Add-in
DDINSWOUTLVBA.DLL  COM Add-in

Microsoft VBA for Outlook Addin Ch.
Add-in: Acrobat PDFMaker Office COM Addin
Publisher: Adobe Systemns, Incorporated

Compatibility:  No compatibility information available
Location: C:\Program Files (x86)\Adobe\Acrobat 11.0\PDFMaker\M

Description:  Acrobat PDFMaker Office COM Addin

Manage: COMAdd-insEl

ail\Outlock\PDFMOutlockAddin.dll

Figure 24 — Add-Ins Selected

4. Select the Skype meeting Add-in for Microsoft Office 2013
from the list of Add-Ins.

5. Click the Ok button. The Skype Meeting Icon is viewable in the
calendar screen ribbon.

B HS -
MEETING INSERT

x 3 Calendar D

ATMS Testing - Meeting

FORMAT TEXT REVIEW

L];' @ D %} r)‘_( [EZ Address Book

25, Check Names

2]
=¥

22 show As: [l Busy - O

Delete L:f,FUrward . Appointment Scheduling  Join Skype Meeting Meeting Cancel X Reminder: |15 minutes - |Recurrence Time R
Assistant Meeting Options MNotes Invitation (D Response Options Zones (Fi
Actinne Show Slune Meating hasting Wntac Attandeac Ontinne

Figure 25 — Join Skype Meeting Icon
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