SKYPE FOR BUSINESS

The Basics

Learning Outcomes

By the end of this unit the learner will be able to:

v’ Open Skype for Business 2015

v/ Sign into your Skype for Business account
\/Sign out of your Skype for Business account
v’ Close Skype for Business




Opening Skype for Business

Instructor Tip: We recommend that students copy the Exercise Files folder to a readily
accessible location, such as the desktop.

At its core, Microsoft Skype for Business (previously known as Microsoft Lync) is an instant
messaging client (much like Google Talk and Apple Messages). However, this application not
only includes instant messaging capabilities, but also voice calling, video conferencing, and
some powerful collaborative features.

To open Skype for Business using Windows 8, click the Skype for Business 2015 tile if it has been

pinned to the Start screen. If you do not see this tile, type “Skype for Business 2015” with the Start
screen open and then click on the most relevant result:

Search

Everywhere -

Skype for Business 2015 a

Red Stripe Deals @ Skype for Business 2015

ilomilo plus

% ;
ilomilo’ £2.49 (50% off)
Boolwvizer Reader Premium

(If you are using Windows 7 or Windows Vista, click Start = All Programs - Microsoft Office >
Skype for Business 2015.)

If you are opening Skype for Business for the first time, you will see a Welcome window that
provides you with some tips for using it:

=
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Welcome - Skype for Business Skip for now — X

@ Skype for Business

7 quick tips most people ask for @
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You can skip this window by clicking the “Skip for now” button that is near its top right-hand
corner or you can browse through these tips by clicking the Next button until you’ve reached
the end:

Welcome - Skype for Business Skip for now — X

A

W4

@ Now that you have the basics, let's get to work!

Learn more
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Skype for Business itself will open on your desktop in a small window:

S) Skype for Business &

Skype for Business

Sign in s

Sign-in address:

‘ username@domain.com

Use the sign-in address for your organization - not a Skype Name or
Microsoft Account
Learn More

Sign in as:

E Available ~ |

© Microsoft Corporation. Al rights reserved.
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A Skype for Business icon will also be displayed in the notification area on the taskbar:

« @
&|le

Customize...
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Signing In
To begin, ensure that the Skype for Business window is open on your screen.

Inside the “Sign-in address” text box, type your sign-in address (your organizational e-mail
address). Click Sign In:

Skype for Business

Skype for Business

Sign in Q-

Sign-in address:

jsmith@acmewidgets.onmicrosoft.co m|

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

Learn More

Sign in as:

L -
o Available =
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After a moment, you will be asked to enter your password. Type it into the provided text box and
then click Sign In:

Skype for Business

Skype for Business

Sign in -

Sign-in address:

jsmith@acmewidgets.onmicrosoft.com

Change

Uise the sign-in address for your organization - not a Skype Mame or
Microsoft Account

Learn More

Password:

R

Save my password

Sign in as:

L -
@ Available

o

© Microsoft Corporation. All rights reserved.
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A pop-up dialog will appear that asks you if you would like to save your sign-in information. If
you are using your own computer, click Yes. However, if you are using a shared computer, click No:

Do you want us to save your Skype for Business sign-in info?

Would you like us to save this info and sign you in automatically next time?

If you are signing in for the first time, you will be asked if you want to allow Microsoft to collect
anonymous data to help improve their products. Click Yes or No to continue:

Help Make Skype for Business Better!

Can we collect info to improve Skype for Business and
* other Microsoft products, such as how you use Skype for
Business, error logs and device configuration?

Learn More
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You will now be signed into Skype for Business:

@ Skype for Business

What's happening today?

jsmith@acmewidgets.onmicrosoft.com
Available =
Set Your Location ™

a 0 = o~

Find SOMmeone Q
GROUPS STATUS RELATIOMSHIPS MNEW at
4 FAVORITES

4 OTHER CONTACTS (0/0)

To add contacts, drag from another group or add from search.
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Signing Out

To begin, open Skype for Business and sign into your Skype for Business account if you have not
already done so.

Once you have finished with Skype for Business, you should always sign out of it. On the Skype
for Business window, just below your name, click the presence status drop-down command and
click Sign Out:

@ Skype for Business

What's happening today?

jsmith@acmewidgets.onmicrosoft.com

© @ Available
o @ Busy o-
- ° Do Mot Disturb

Be Right Back

Find someaor Q

Off Work
GROUPS SHIPS NEW £t
Appear Away
4 FAVORITE Reset Status
4 OTHER C¢ Sign Qut
Exit

To add

T group or add from search.

Alternatively, you can also sign out of Skype for Business by clicking Options (ﬂ‘ ") = File >
Sign Out.
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You will now be signed out of your account, but the Skype for Business window will still be
displayed:

Skype for Business

Skype for Business

Sign in

Sign-in address:

Jsmith@acmewidgets.onmicrosoft.com

Use the sign-in address for your organization - not a Skype Mame or
Microsoft Account

Learn More
Delete my sign-in info
Meed help signing in?

Sign in as:

L -
o Available =

Sign In
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Closing Skype for Business

If you click the Close button () in the upper right-hand corner of the Skype for Business
window, Skype for Business will be minimized to the taskbar. To close the Skype for Business

client entirely, click Options (% ~) = File = Exit:

Skype for Business

Skype for Business

Sign in -
File ’ Sign In
Sign-in address: Tools ’ Change Sign-In Address...
| Jsmith@acmewidgets.onmicrosoft.com Help » My Status
Use the sign-in address for your organization - not a Skype Name o Show Menu Bar View Received Files

Microsoft Account
View Conversation History
Learn More

Close

Delete my sign-in info Exit h
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