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

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 to Skype for Business

@ Skype for Business - 0 %
Skype for Business is usually set _
up to start automatically Skype for Business
whenever you log in to your
computer/laptop. Once you have Sign in -

logged in for the first time you will
not need to sign in again.

Sign-in address:

cunninme @gvsu.edu

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

NOTE:
Your sign in address is your
username followed by

Learn More

Delete my sign-in info

@gvsu.edu .
Your password is the same as

your network account password

Setting Status, Availability and Location

Status: Type in any note or information you -
wish to share in the status box. People will see Melissa Cunningham
this information against your name in their Sl Loction -
contacts list. 2 = -
Availability: By default, the availability Z‘
(presence indicator) is linked to your Outlook .
calendar. You can select an alternative £ dit Location
availability status from the drop down menu Yo oration neme (e s Work of Horme) can be shared with ethers
Location name: |
Location: Please always enter or edit your e e o ey
location if you are at a new desk or Address:
location. This will help with 911 emergency Fuldmaffoom:
calls ;tap
e You can click on the existing location Dot code
text and type an alternative location or Country/Region: | Afghanistan -
select from the drop down list if it is a S o | [ com

location you have previously entered.



Skype for Business Client Tour

Presence Status note / Location:

Indicator: e lable . Text typed in the upper box will be
Your presence O Al displayed with your Presence
indicator is : o Indicator in other people’s contact
linked - list. Click and type to update. Also
to your Outlook Off Yk lick and type to update location.
calendar by /
default but you Recet Sextus 7
can select an »iga ut

alternative . Melissa Cunninghaj

status to display e e

from the ° : prd
Availability a O = -
drop down 'Fm-:l someone or dial a number Q
arrow / GROUPS STATUS RELATIOMSHIPS NEW L5

/ 4 FAVORITES ‘\

Horizontal navigation
buttons: +1(800) 295-1614

/

See below left;

/

Display Options:
See below right:

/

Search box: /

Type the name or email of the
person you are searching for.
Double click to start a
conversation / meeting

Right click and select
either Add to Favorites or
Add to Contacts List

!

4

[

/

Options icon:

akes you to a list of options
where you can change the
setting for: your Skype for
Business account, contacts list,
status, alerts, audio and video
devices, file saving and
meetings.

L~

Show menu icon:
Provides you with various

options such as signing out,
exiting, viewing any received
files, accessing the recordings
manager, getting help or
switching on the menu bar.

Bill Fisher -1n a meeting
@ KHS 4450F

Ed Lindeman - In a mezting

Johanna Hoekstra - Away 5 mins
Sue Korzinek -Ina all

@ Think B2U Click!

PEOPLE | MAMAGE CALLS FOR

OTHER CONTACTS (13)

\Add a Contact icon:
Click this icon to display a
drop down menu which
includes options to:
Add a contact for
someone not in your
organization
Create new Groups for
organizing your contacts
into.

STUDENT WORKERS (7]
Ed Student - Available

4th floor

Ed Student2 - Offline 21 hours

/

Contacts

Group Name

Display options:

Horizontal navigation buttons:
& Contacts

Missed Calls/Conversations

Dialing Pad

Meetings — Outlook Calendar

GROUPS STATUS

RELATIOMSHIPS MEW

Click GROUPS, STATUS or RELATIONSHIPS to
change the view of your Contacts.

Click NEW to see who's added you as a contact —
you can add them to your Contacts list too.

To move a contact to another group, click and
drag it over a group name.

To change the relationship with a Contact right
click it, select Change Privacy Relationship and
select from the list.




Creating a Contacts List

1. Type the person’s name or ®
email address into the - o

GE
¢

Search box, \

Fin-:l someone or dial a number

2. Right click the name of the
contact in the results list

3. Select either Add to
Favorites or Add to
Contacts List

TIP: Set up contacts/favorites for your closest colleagues as
soon as you can. This allows you to see everyone’s availability
very easily and helps you to decide who to contact at any given

time.
4 OMLNE
The figure opposite shows you G : - ,
the STATUS view of the Contact o Tan Calkin - Available - Video Capable

List — contacts are grouped by
their Presence Indicators, i.e.

contacts are grouped by .
; BH | Kugadas Murugesu -Ina meeting
availability. (]

w Krystyna Hotmail - available - Skype

; &% ' Paul Davy -1
e ToO CreateagrOup, go via the %. aul Davy - na meeting

Add to Contact List button 4 pwny
e To create a contact for a non- _
GVSU person go via the Add Matthew Fisher - Auay 5 mins
to Contact List button b UNKNOWN
. + 4 UNAVAILABLE
=

Alex Popple - Offline 142 days



Contacting People (Multiple Ways)

Send an Email Message

chedule a Meeting

search results list). This displays lizabeth foyce - apilable
the Quick Bar.

1. Hover your mouse over the .
contact you wish to connect to ° e o e
(either in the contacts list or .

j - Avaifable - Video Chpab

2. Click on the appropriate icon. See
opposite: /

Joan Jroeger

Tag for\status Change Alerts

Instant Audio Video View More
Message Call Call Contact Card Options
==
ek [ x _\,] l/L_\}] r\:‘/] i EJ parking Pass p =T
3. Hpve_:r t.he name W|th|r_1 inan o e RLp(; - Robert VanDusen
email within Outlook. This o il [
displays the Quick Bar as well. Fri3m72077 | —>® ©- ® v
. . . Robert VanDusen
4. Click on the appropriate icon. Re: S48 question|

To Melissa Cunningham

5. Enter the number you wish to
call in the search bar with the
keyboard. On campus or off
campus.

28002951614|

PY COMNTACTS

+1 (800) 295-1614

Off campus you do not need 12035]
to use a 9 to dial.

MY COMNTACTS

Long distance you do not

: +1 (616) 331-2035
need to use 1 to dial.

6. Hit enter twice and the call will

be dialed.
7. Use the dial pgd to enter the o =
phone number with your mouse.
On or off CampUS or dial a number
Off campus you do not need to - B | oo
use a 9to dial. 2 s 5
Long distance you do not need ns | Tov | vz
to use 1to dial. . 0 #
8. Click on Call Redial b call

i Pin 82 Check




Receiving Calls

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.

To ignore the call - click on
Ignore.
¢ If you have voicemall, it
will send the caller to
voicemail.
e If you don’t have
voicemail, it ends the call.

Melissa Cunningham
is calling you

Options =~ lgnare

Conference Call - Adding Contacts to a Call

Melissa Cunningham

% 2 Participants

Melissa Cunningham

3 Participants

Elizabeth Joyce

Click the invite

Invite by Name or Phone Number
more people
icon.

Choose 3 contact ortype 2 name or phone number,
In the new \

window, type the el
name of the

person to add or

type a phone

number.

The phone

window will

display the

additional call.

Elizabeth Joyce -Avalable

Elizabeth Arangure-Martinez - Busy

Conversation (3 Pailicipants)

IT Student3 Melissa Cunningh...




Call Forwarding — two options

1. Click the arrow next to the
options button.

2. Select tools and click on call
forwarding.

3. Select forward my calls to:
Enter the number.

4. To turn off call forwarding,
select Turn Off Call
Forwarding.

File 4
Meet Mow

Tools L4 Always on Top
Help 4 Recording Manager

Show Menu Bar Audio Deyice Settings
Video Device Settings
Call Forwarding Settings

Dial-in Ccrt‘lfgr&ncing Settings

Response Group Settings

%" () Simultaneously ring:

Options
| forwarding
() Turn off call forwarding Learn
Calls will ring you at work and not be forwarded.
%‘ Forward my calls to: Vaice Mail “

alls will be forwarded immediately and nat ring your work number.,
425555555

Calls will ring you at work and also ring another phone or person,

1. Atthe bottom of the Skype for
Business main window, click
Call Forwarding.

2. Inthe drop down menu, select
Forward my Calls. Enter the
number.

3. To turn off call forwarding,
select Turn Off Call
Forwarding.

[ - c = CALL FORWARDING OFF
| Call Forwarding is Off
Incoming Calls
-: Turn Off Call Forwarding

t') Forward Calls To ¥ Forward Calls To

c+ Simultaneously Ring 4 MDbiIE4Ej;§55-5555
MNew Numbrer or Contact

Call Forwarding Settings




Instant Messaging/Chat

* YOU can tranSfer S4B Training Doco.docx |
files by using the 138
paperclip to attach
copy/paste or drag >

the file into the

message area or e Youcan
e You can upgrade | place high
the IM session to an 11.3K8 Download Al | importance
aUdIO or VldeO Ca” Hey Melissa, here is the updated on an IM
e Pressthe ENTER document. - e Youcan
on the keyboard to ast message received on 3/6/2017 at 2:24 PM. ’ format teXt
send the message (font, font
or click ¥ to send size, font
color) and
add emotive
icons

Starting a “Meet Now” Meeting

The Meet Now option will allow you to prepare the meeting, such as get all the presentation
windows ready, before you invite people to join in with the meeting.

What's happening today?

To Start a Meet Now meeting: Melissa Cunningham

Available
() Set Your Location

1. Click on the Show Menu icon

on the Skype for Business client X () = o e
File »
2. Se|eCt Meet NOW Find someone or dial a number Meet Now L4
You can now prepare all White GROUPS STATUS RELATIONSHIPS NEW Tools g
) Help *
boards, PowerPoint # FAVORITES Show Menu Bar
presentations, the sharing of files +1(800) 295-1614

etc. before you invite more
people to join (use the Invite
More People button)

-

To End a Meet Now meeting:

Bill Fisher - Do not disturb
@ KHS 4490F

Ed Lindeman - Available - video Capable

‘& 2 Participants

1. Click the More button and
end meeting.

ing Options

Ed Lindeman eting

Skype for Business Help




Schedule a Skype for Business Meeting

You can schedule a Skype for Business meeting in the same way that you schedule a
calendar appointment in Outlook. You can invite people outside of GVSU organization and
even those who do not have Skype for Business installed on their computer.

Create a Skype meeting in Outlook H

emall. o {5 Ignore .
:’T"j :—ycgman T x i EAppointment
M T . -
e New .Items ftems=| & Junk - £ Scheduling Assistant
[ Meetlng f =1 E-mail Message Delete t:_‘, v
e Click Skype Meeting [2]_Appointment ,
Adions Show
OR

Create a Skype meeting in Outlook
calendar.

=

) ) Mew Mew Mew Today MNext7
e From the calendar ribbon click e (i - e Days
on New Skype Meeting New GoTo &

Finish entering the meeting
details:

e Enter the email addresses
of the participants.

e Enter the meeting subject.

¢ Create the meeting date
and time.

- Join Skype Meeting

This i= an online meeting for Skype for Business, the professional

meetings and communications app formerly known as Lync.

Notice a Join Skype Meeting
link has been inserted in the
message area.

Join by phone
1-616-331-9800 (Allendale) English (United 5tates)

Find & local number

Enter any further text in the
message area and click send.

Joining a Meeting

People join the meeting by clicking the Join Skype Meeting link in the email.

If an attendee does not have Skype for Business installed on their computer or they do not
have a Skype for Business account, the computer will join the meeting using Skype for
Business Web App (assuming there is internet access). Once the attendee clicks on the
link they will need to follow the instructions in the browser window to join.



Audio/Video Calling - Presenting

Summary of commands when in an audio/video call or online meeting.

Participant video:

Participant Actions: If more than one person is in the

Participants list:
You can have up to 250

E.g. mute audience, hide

meeting it will be the current

names, everyone an

participants speakers’ photo which will come

attendee
\ up to the top.

Invite more

people:

To join at

any time Your video
Instant _ More Options
Messaging: E.g. start
Useful if you recording,
have many manage
participants recordings, IM

text display size,

7 7 7
Switch on and off: Instant messaging, video, audio

change font (for
IM text), end
meeting

Hang up (Control +Enter)

Present:

This icon allows you to select what to present. You can:

e Share your desktop, any program you have open or a
PowerPoint presentation.

¢ Open a white board - here you can upload pictures, then
ask participants to annotate the board.

e Runapoll
e Add Attachments

e The Manage Presentable Content option will allow you
to manage all your open presentable content windows.
You can select which window to present, stop
presenting or remove.

e You can save any of the open presentable windows as
an image file. To do this use the Manage Presentable
Content option, then More, then Save As.

Present Desktop...
Present Programs...
Present PowerPoint Files...
Add Attachmends...
Shared Motes, ..

My Hotes...

Mare...

Manage Presentable Content
Manage Attachments

Manage Motes




Some Useful Settings / Options

The Options icon L yill give open a menu of options which you can use to personalize

your Skype for Business experience.

Skype for Business - Options
Personal ["]Reopen my conversations when I sign in
Contacts List ) .
St Show call controls when Skype for Business is in the background
us

My Picture Help us improve
Phones
Hlerts Skype for Business can send info to Microsoft, such as error logs, device configuration, and info about
" how you use the app. This info helps us fix problems, and improve this and other Microsoft products.
Ringtones and Sounds Send Skype for Business Improvement Program info to Microsoft Learn More
Audio Device
Video Device

Help your support team help you
Call Forwarding
File Saving Logging in Skype for Business: Full W
Recording [] Also callect troubleshooting info using Windows Event logging Learn More
Skype Meetings

Application window

Minimize to the notification area instead of the task bar

Highlights of Options

Personal

Automatically start the app when | log on to
Windows.

Update my presence based on calendar
information.

Save IM conversations in my email
Conversation History.

Contacts List

Order my list by name or availability.
Show favorites group

Status

Show me as inactive when my computer
has been idle for this many minutes — x

| want everyone to be able to see my
presence.

Show me as Do Not Disturb when | present

Audio Device

Select the device you want to use for audio
calls.

Set volume for speaker, microphone and
ringer.




