GVSU Skype for Business: Quick Start Guide
(using a MAC)

What is Skype for Business:

Skype for Business provides quick and simple ways of communicating and collaborating
through a single, easy to use interface. You can ‘text’ with Instant Messaging and ‘chat’
using audio/video and web conferencing. You can work together in real time, work from any
location using any device and communicate with people outside of GVSU. You can share
your desktop, transfer files, and monitor your contacts’ availability. Skype for Business gives
you a much richer experience than Skype.

Signing in and out of Skype for Business

1. Inthe Dock, click the Skype for Business icon ( @) to open the app.
2. Enter your sign-in address (for example, username@gvsu.edu), password and
enter office\username (if this is your first time signing in) and then click Sign In.

Tip: If you don't
want to enter
your password
each time you
sign in to Skype
for Business on
Mac, select the
Remember my
password
check box=

@ Skype for Business

cunninme@gvsu.edu

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

sessseee

Remember my password

office\cunninme

Skype for Business online users: username@domain.com
All other users : domain\username

Delete Sign-In Info

Advanced Options

1. Sign out of Skype for Business on Mac
2. On the menu bar, click Skype for Business, and then click Sign Out.

Tip: After you sign out, you cannot send or receive messages, and you
appear offline to other people.



Presence Indicator

1. Click on your name icon and click on the drop down arrow to display the presence

options.
2. Your presence indicator is linked to your Outlook calendar by default but you can

select an alternative status to display from the Availability drop down arrow
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Creating a Contacts List

1. Go to the Contacts list.

¥ Favorites
* My Group
* Other Contacts

Mo contact or contact group selected

Contacts

k

2. Inthe Search for Contacts box, type a name, email address, or desk phone
number if they are in your organization.
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If your organization uses Office 365 Groups, you can also search for the group
name. As you type, search results will start appearing below the search box.

3. When you see the listing for the person IM or call, click their picture or picture display
area.


https://support.office.com/en-us/article/Office-365-Groups-7a9b321f-b76a-4d53-b98b-a2b0b7946de1
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¥ Favorites

¥ My Group

Janet Schorr

‘E Sara Davil}s
» Other Contacts

No contact or contact group selected

Contacts

Choose how you want to contact the person: IM, video call, phone call, email, or
schedule a meeting.
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)] Janet Schorr

Meetngs

‘i gt Email sarad@contosol07.onmicrosoft.com
Work +1(918) 555-01
» Other Contacts 1(918) 555-0107

Location 20/2107

Contacts

Another option to choose how you want to contact the person: right click on the
name for a drop down of options to appear.
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Create a Group

1. Right click in the white area to add a new group or click contacts at the top navigation
bar — add group

Q
» Favorites
» student workers

» Other Contacts

|__New Group |
Contacts
2. Name the group
Q

* Favorites

» student workers

» Other Contacts

> Recordsﬂ 3 E

3. Right click on the user you want to add to the group. Pick the group you want to add the
user.

Q_ Sherril <) Sherrll Soman

Sherril Soman

Send Instant Message
Start Call >
Start Video Call

Send Email...

Schedule Meeting...

Tag for Status Changes mail somans@gvsu.edu

BT Fovortes
Add Contact

Contacts ' student workers

4. The user is displayed in the group.



Q Records

» Favorites LT

¥ Records

Sherril Soman

» student workers Members

» Other Contacts Sherril Soman

Receiving a Call

When someone tries to contact you a pop up alert will appear in the bottom right of your
screen. A white/blue icon on the alert will indicate what type of call it is.

To accept the call - click on the picture, pick up the handset or push the button on your
headset.

Hit the red button to decline the call

Melissa Cunningham
is calling you




Conference Call - Adding Contacts to a Call

1. Click the invite

more people
icon.
Attencess 2. Inthe new
. +1(616) 914-9825 window, type the
@ orosx cunvingrom name of the

person to add or
type a phone
number.

3. The phone
window will
display the
additional call,
when added.

+1(616) 914-9825

Call Forwarding

1. Inthe Skype toolbar, click Skype for Business and then click preferences.
2. Click on the Calls tab, check the Call Forwarding box and enter the number.

L ] Calls

General Contacts Calls Audio/Video Motifications

Turn on call forwarding = All the time

Forward my calls to: +1 (616)

5

Simultaneous ring: +1(6816) 91

Dial-in Conferencing Settings and PIN Management

Change Voicemail Greeting
Turn on Text Telephone (TTY) Mode

Pause iTunes during calls

Warn me when emergency service location cannot be determined



Instant Messaging

1. Send an instant message from anywhere in where you see a contact.
o From the Chats list, click on the person you want to start a conversation with.

2 ja (] rﬁ JanetSchI:rrr @ ® -
fe Janat Schorr /2218
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Contacts

|—.”.L_ a message here E:?J

o Or, from the Contacts list, click on the person you want to start a conversation
with, and then click the IM button .

Q Janet Schorr
> Favorites Product Marketing Manager
¥ My Group
(e Janet Schorr
‘ﬂ Sera Devis Emall janets@contoso107.onmicrosoft.com

»-0109

» Other Contacts
Location 18/2111

Contacts

2. Type your message at bottom of the conversation window.

Type a message here... )

3. Press Enter on your keyboard (or press ) to send the message.



Schedule a Skype for Business Meeting Mac

1. Inthe calendar view, click on Meeting and you will get an Organize Meeting dialog box.
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From: Gwsu (Jayne Dissette) &

To:

Subject:

Location:
Starts: | 3/12/ 2017[[F]| [11:00 PM| (] All day event
Ends: | 3/12/ 2017[[F]| [11:30 PM|  Duration: | 30 Minutes ~

@ This invitation has not been sent.

2. Click the dropdown arrow on the Online Meeting Button and select Add Online meeting.

Organizer Meeting
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Send Cancel  Appointment Scheduling New  Repl N
Email A Add Online Meeting
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% Recurrence Request

Responses

From: Gvsu (Jayne Dissette) &

To:

Subject:

Location:

Starts: ] "1 All day event
Ends: ] Duration: | 30 Minutes  ~

@ This invitation has not been sent.

3. Add the meeting details and just as it will for the Window’s invitation the participants will
receive the invitation to the Online Meeting with a link to join.
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Emal o Meeting Responses Finder
From: Gvsu (Jayne Dissette) &

To: © Autumn DeRoo (55
Subject: | Inventory checks |

Location: | Online Meeting
Starts: | 3/13/ 2017 [5] | |11:00 AM 1 All day event
ends: | a1 2017 =) Buration: 20 Minses <

@ Thisin s not been

Join online meeting
https://meet.gvsu.edu/dissett]/P2KOHGIE

Join by Phone
1-616-331-9800
Find a local number

Conference ID: 90038

Forgot your dial-in PIN? | First online meeting?




Audio/Video Calling - Presenting

1. It's easy to share your desktop with other people in a call or a meeting by clicking
the @ button. You need to be a presenter in a meeting to share your screen.

.+
2. Invite more people to the caII/presentation.
3. Chat with participants during the presentation.
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