Skype for Business — Meeting Quick Start Guide
Setting Up a Skype Meeting

1. In Outlook Calendar, choose
“"New Skype Meeting”
under the "Home" tab.

ﬂ"r’ou haven't sent this meeting invitation yet.

To... Linda, Helen;

Send / Receive Folder View 1=

H R
Mew Mew Mew

Appointment Meeting ltems -
Mew Skype Meeting

Subject Testing Skype for Business
Send
Location Skype Meeting

2. The only difference is that
your message already has
Skype link included. Don’t
delete the link when you ®
add your own message.

Today Mext 7
Days
Go To I

Start time | Fri 5/5/2017 EE| |z30PM

End time Sat 5/6/2017 [E| |3:00PM

_ Add whatever you want here.
Skype for Business -

What's happening today? DO NOT DELETE THE SKYPE INFO BELOW!

ot
@ Away ¥ —> Join Skype Meeting
5et Your Location ¥ Trouble Joining? Try Skype Web App|

1. You can start the meeting ° ‘ \ -
in two ways: - o = e Help

a. Click the link in your calendar event or event email.

Starting a Skype Meeting

b. Log in to “"Skype for Business 2016” on your desktop and

: S ) Join Meeting Audio
double click on the meeting in your events list.

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

c. If this is your first time using Skype, you need to log in with
your work email.

Call me at:

2. Choose how you want to hear the meeting: Don'tjein audio
Don't show this again

A\Y H n H
a. Select “"Use Skype for Business” to listen and talk through FYL: Find these settings in Options under Skype Meetings,

your computer speakers & mic or headphones.

b. Select “Call me at:” and choose the number that you want Cancel

Skype to call so you can listen and talk through your
telephone.
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3. Here’s a tour of all the settings you’ll need to run or attend your meeting:

= test (1 Participant)

PARTICIPANTS <& X

‘&> 1 Participant

Presenters (1)

r ™)

Linda, Helen Invite or Remind Attendees
Control Participant
Meeting Options Open and Close the Participants Panel

Invite More People Participant Actions

Screen, Application, Slide,
and Document Sharing Menu.
(Also Collaborative Documents,
Whiteboards, Notes, Polls, etc.)

CONVERSATION X

Present Desktop...

Present Programs...
Present PowerPoint Files...
Co-Author Office Doc...
Add Attachments...
Shared Notes...

MMy Motes...

Open and Close the Chat Panel More... Linda, Helen

Manage Content Record Meeting and

General Controls
Mute/Unmute Audio

A
1 @ w S Turn Video On/Off <




