SKYPE FOR BUSINESS

Unit 5 Alerts and Alert Sounds

Learning Outcomes

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

v/ Disable alert sounds

v Change alert sounds

v’ Set status change alert
v Configure Do Not Disturb
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Unit 5

Alerts and Alert Sounds

About Alerts

Alerts are small pop-up messages that appear in the lower right-hand corner of your screen.
Typically they are used to notify you when someone has sent you an instant message, or other
such event:

® Skype for Business ® - 0o x
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You are usually able to interact with these alerts to respond to them by clicking on them or
ignore them by clicking the Ignore button. Alerts also produce a sound when they are triggered
to help get your attention, with a specific sound for each type of event.

Disabling Alert Sounds

To begin, open Skype for Business and sign into your account.

While alert sounds are useful to help bring your attention to an important event, they can also
become a disruption for yourself and those around you. For this reason Skype for Business
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includes a quick way in which you can disable all alert sounds without having to turn off the

sound for your computer entirely.

To disable alert sounds, first open the Skype for Business — Options dialog by clicking the Options
button (ﬂ) on the Skype for Business window:

@ Skype for Business
What's happening today?
John Smith
Available *

Set Your Location ™

2 0 —>i-

(Take care not to click the drop-down portion of this button.)
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The Skype for Business — Options dialog will now be open. On the left side of this dialog, click the
“Ringtones and Sounds” category:

General Conversation window

Personal [ |Reopen my conversatior

Contacts List

Status Show call controls wher

My Picture -

Phones Help us improve

Alerts Office can collect statistics

M system configuration, and f

Ringtones and Sounds help us improve Office.

Audio Device s

Video Device Sign up for the Custome

File Savi

RIEECG::IT:Q Skype for Business can sen

Skype Mrgeﬁngs how you use the app. This
[ ]| Send Skype for Busines:
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With the “Ringtones and Sounds” category now open, clear the “Play sounds (including ringtones
for incoming call and IM alerts)” checkbox:

General Ringtones

Personal Click to hear each ringtone.
Contacts List
Status Calls to: Ringtone:

My Picture My work number None

Phones Wayfarer
Alerts Duotone
M InMation

Ringtones and Sounds LowKeyWave

; ; PureTone
Audio Device )
SilverMallet:
Video Device fvertiatets
File Saving
Recording Sounds

Skype Meetings
q @Play sounds (including ringtones for incoming calls and IM alerts)

Mute incoming IM alert sounds when viewing an IM conversation

[ | keep sounds to a minimum when my status is Busy
Keep sounds to @ minimum when my status is Do Not Disturb
[ | Play music on hold

C:\Program Files\Microsoft Office 15\root\office13\h Browse. ..

Sound Settings

Near the bottom right-hand corner of the dialog, click the OK button to apply the new changes and
close this dialog:

OK N Cancel Help
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Alert sounds will now be disabled. To enable alert sounds once again, follow the same steps as
above, but this time ensure that the “Play sounds (including ringtones for incoming call and IM
alerts)” checkbox is checked.

Changing Alert Sounds

To begin, open Skype for Business and sign into your account.

To change alert sounds, first open the Skype for Business — Options dialog by clicking the Options
button (¥*) on the Skype for Business window:

@ Skype for Business
What's happening today?
John Smith
Available =

Set Your Location ™

OO — -

(Take care not to click the drop-down portion of this button.)
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The Skype for Business — Options dialog will now be open. On the left side of this dialog, click the
“Ringtones and Sounds” category:

General Conversation window

Personal [ |Reopen my conversatior

Contacts List

Status Show call controls wher

My Picture -

Phones Help us improve

Alerts Office can collect statistics

M system configuration, and f

Ringtones and Sounds help us improve Office.

Audio Device s

Video Device Sign up for the Custome

File Savi

RIEECG::IT:Q Skype for Business can sen

Skype Mrgeﬁngs how you use the app. This
[ ]| Send Skype for Busines:
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With the “Ringtones and Sounds” category now open, click the Sound Settings button:

General Ringtones

Personal Click to hear each ringtone.
Contacts List
Status Calls to: Ringtone:

My Picture My work number None

Phones Wayfarer
Alerts Duotone

M InMotion
Ringtones and Sounds LowKeyWave
Audio Device Zrhrglr—zgﬁets
Video Device -

File Saving

Recording Sounds
Skype Meetings

Play sounds (including ringtones for incoming calls and IM alerts)
Mute incoming IM alert sounds when viewing an IM conversation
[ |Kkeep sounds to a minimum when my status is Busy

Keep sounds to a minimum when my status is Do Not Disturb

[ | Play music on hold

C:\Program Files\Microsoft Office 15\root\office15\h Browse...

=" | Sound Settings
L
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The Sound dialog will now be open to the Sounds tab:

' Playback | Recording Sounds | Communications

A sound theme is a set of sounds applied to events in Windows and

programs. You can select an existing scheme or save ane you have
modified.

Sound Scheme:

Windows Default W Save As.. Delete

To change sounds, click a program event in the following list and
then select a sound to apply. You can save the changes as a new
sound scheme.

Program Events:

Windows

Asterisk

Calendar Reminder
Close Program

Critical Battery Alarm
Critical Stop

] Play Windows Startup sound

Sounds:

(Mone) Browse...

Apply
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The Sounds tab on this dialog allows you to customize which sounds are played during specific
events for specific programs. Scroll down in the Program Events list box until you see the Lync
header (the previous name for Skype for Business):

' Playback | Recording Sounds | Communications

A sound theme is a set of sounds applied to events in Windows and
programs. You can select an existing scheme or save ane you have
modified.

Sound Scheme:

Windows Default W Save As.. Delete

To change sounds, click a program event in the following list and
then select a sound to apply. You can save the changes as a new
sound scheme.

Program Events:

Lync <fm—

Busy Signal

Call Ended

Call Error
Connecting Tone

Data Sharing Invitation

] Play Windows Startup sound

Sounds:

(Mone) h- Test Erowse...
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Under the Lync header will be all of the sounds and alerts that occur in Skype for Business.
Scroll down further and click to select the Incoming IM event:

' Playback | Recording Sounds | Communications

A sound theme is a set of sounds applied to events in Windows and

programs. You can select an existing scheme or save ane you have
modified.

Sound Scheme:

Windows Default W Save As.. Delete

To change sounds, click a program event in the following list and
then select a sound to apply. You can save the changes as a new
sound scheme.

Program Events:

Incoming Call

Incoming Call in Full Screen Mode
Incoming Celegate Call

Incoming 1M | s

Inch‘l"ﬁng Private Line Call
Incoming Response Group Call

] Play Windows Startup sound

Sounds:

LYMC_iminvite
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With the Incoming IM event selected, you will see the sound that this event will play, listed in
the Sounds drop-down menu that is near the bottom of the dialog:

' Playback | Recording Sounds | Communications

A sound theme is a set of sounds applied to events in Windows and

programs. You can select an existing scheme or save ane you have
modified.

Sound Scheme:

Windows Default W Save As.. Delete

To change sounds, click a program event in the following list and
then select a sound to apply. You can save the changes as a new
sound scheme.

Program Events:

Incoming Call

Incoming Call in Full Screen Mode
Incoming Celegate Call

Incoming Il

Incoming Private Line Call

Incoming Response Group Call

] Play Windows Startup sound

Sounds:

LYMC_iminvite
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Preview this sound by clicking the Test button:

' Playback | Recording Sounds | Communications

A sound theme is a set of sounds applied to events in Windows and
programs. You can select an existing scheme or save ane you have
modified.

Sound Scheme:

Windows Default W Save As.. Delete

To change sounds, click a program event in the following list and
then select a sound to apply. You can save the changes as a new
sound scheme.

Program Events:

Incoming Call

Incoming Call in Full Screen Mode
Incoming Celegate Call

Incoming Ik

Incoming Private Line Call
Incoming Response Group Call

] Play Windows Startup sound

Sounds:

LYMC_iminvite Browse...

Apply
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To choose another sound, click the Sounds drop-down menu and click on any of the options
provided:

LYMC_ringtoned
LYMC_ringtone7 =
LYMNC_secondcall dode

LYMC_untag

LYMNC videoadded
LYMC _videocall
PUSH

SUCTION all v
TYPE

WHOOS5H !

WIND hd
LYNC_iminvite v P Test Browse...

QK Cancel Apply
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With the new sound selected, click Test again to preview it:

' Playback | Recording Sounds | Communications

A sound theme is a set of sounds applied to events in Windows and
programs. You can select an existing scheme or save ane you have
modified.

Sound Scheme:

Windows Default (modified) W Save As.. Delete

To change sounds, click a program event in the following list and
then select a sound to apply. You can save the changes as a new
sound scheme.

Program Events:

Incoming Call

Incoming Call in Full Screen Mode
Incoming Celegate Call

Incoming Ik

Incoming Private Line Call
Incoming Response Group Call

] Play Windows Startup sound

Sounds:

VOLTAGE Erowse...
[

Apply

(Note that once you use the sound for a particular event, that event’s icon will change color.)
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When you're ready, click OK to apply the new sound:

------ Ifl Incoming Call ~
------ I{] Incoming Call in Full Screen Mode

------ Ifl Incoming Delegate Call

------ II] Incoming Il

------ Ifl Incoming Private Line Call

------ I{] Incoming Response Group Call

] Play Windows Startup sound

Sounds:

VOLTAGE v P Test

Browse...

OK !}J Cancel Apply

Returning to the Skype for Business — Options dialog, click OK to apply the new settings:

0K [}J Cancel Help

To change the Skype for Business alert sounds back to their default configuration, return to the
Sounds tab of the Sound dialog and click Sound Scheme - Windows Default:

' Playback | Recording Sounds | Communications

A sound theme is a set of sounds applied to events in Windows and

programs. You can select an existing scheme or save ane you have
modified.

Sound Scheme:

Windows Default (modified) b Save As.. Delete
Mo Sounds

ent in the following list and

Windows Default (modified) save the changes as a new

Click OK to apply the default settings.
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Setting Status Change Alerts

To begin, open Skype for Business and sign into your account. Ensure that you have at least one
contact.

A useful feature in Skype for Business is to have an alert displayed when a particular contact
changes their status to Available. This way you will be notified if someone changes from Busy to
Available, for example.

To tag a contact for status change alerts, right-click on the contact in question and then click “Tag
for Status Change Alerts:”

GROUPS STATUS RELATIOMSHIPS MEW at
4 FAVORITES

4 OTHER COMTACTS (1/1)

Jane Gibson - Send an [M

@ Working from hor Call "
Start a Video Call
Send an Email Message

Schedule a Meeting

Copy

Find Previous Conversations
Add to Favorites

Copy Contact To »
Move Contact To »
Remove from Group

Bemove from Contacts List
Tag for Status Changelglerts

Change Privacy Relationship »

L Lhe See Contact Card
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With this option selected, you will now see an alert displayed whenever that contact changes to
the Available status from any other status:

® Skype for Business
What's happening today?
John Smith

Available ¥
Set Your Location ¥

- 0 B3 o

Find someone Q

GROUPS STATUS RELATIONSHIPS NEW at

4 FAVORITES
4 OTHER CONTACTS (1/1)

Jane Gibson - Available - Video Capable
® Working from home today!

@ Jane Gibson
is now available

Ignore
e . Z

= a S rme o
= 6/29/2015

When clicked, this notification will open a messaging window with the contact in question. It
also offers the option to untag this particular contact or ignore only the current instance of the
alert.

=

LS

To untag a contact for status change alerts on the Skype for Business window, use the same
sequence as outlined above; but keep in mind that this time you are deselecting the “Tag for
Status Change Alerts” option.
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Configuring Do Not Disturb

To begin, open Skype for Business and sign into your account.

Do Not Disturb is a presence status setting that allows you to control the types of alerts that
you want to receive. To fine tune this presence status setting, first open the Skype for Business —
Options dialog by clicking the Options button (%) on the Skype for Business window:

@ Skype for Business
What's happening today?
John Smith
Available =

Set Your Location =

OO — -

(Take care not to click the drop-down portion of this button.)
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The Skype for Business — Options dialog will now be open. On the left side of this dialog, click the
Alerts category:

General Conversation window

Personal D Reopen my conver
Contacts List

Status Show call controls
My Picture

Phones Help us improve

EECING  office can collect tat
I

system configuration,

Ringtones and Sounds help us improve Office
Audio Device

Video Device [v]Sign up for the Cu:
File Saving

Skype for Business ca
how you use the app.

[ | Send Skype for Bu

Recording
Skype Meetings
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This category will display all sorts of controls that you can use to customize how alerts are
displayed in Skype for Business. Within the “When my status is Do Not Disturb” section, you will
see three radio buttons. Only the last one will be selected:

General General alerts

Personal [#]Tell me when someone adds me to his or her contact list
Contacts List
Status

My Picture

Phones Display: ' 1.Generic Non-PnP Monitor

IM . -

Position: Lower-right default
Ringtones and Sounds on | rrright corner (defautt)
Audio Device

Video Device - .
When status is Do Mot Disturb
File Saving my

Recording O Don't show alerts
Skype Meetings

Where should alerts appear?

(") Show only conversation alerts from people in my Workgroup privacy relationship
(®) Show all alerts, but only conversation alerts from people in my Workgroup privacy relationship

Contacts not using Skype for Business

Note: People on your Contacts list will still be able to contact you.
() Block all invites and communications

(@) Allow invites but block all other communications

O Allow anyone to contact me

Allow invites from domains my admin hasn't verified
(You'll only hear from people in these domains if they're on your Contacts list.)
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By default, all alerts will still be shown when your presence status is set to Do Not Disturb;
however, only conversation alerts from contacts in your Workgroup privacy relationship will be
shown. To block all alerts while this presence status is applied, click the “Don’t show alerts” radio
button:

General General alerts
Fersonal Tell me when someone adds me to his or her contact list
Contacts List
Status
; Where should alerts a r?
My Picture ppea
Phones Display: ' L.Generic Non-PnP Monitor v|
M Position: | Lower-right corner (default) v |

Ringtones and Sounds
Audio Device

Video Device When my status is Do Not Disturb
File Saving

Recording — (%Dgn't show alerts

Skype Meetings (") Show only conversation alerts from people in my Workgroup privacy relationship

(@) Show all alerts, but only conversation alerts from people in my Workgroup privacy relationship

In the lower right-hand corner of the dialog, click OK to apply the new settings:

0K ﬂ Cancel Help
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Now when someone tries to send you a message while you have the Do Not Disturb status
applied they will be unable to, even if they are in your own workgroup:

(=] John Smith ® - o x

e John Smith @
Do not disturb

e 2 Participants

Monday, June 29, 2015

HE}'! 5:35 PM
Y John Smith can't receive IMs right now. Status is Do
not Disturb.
¢ ' ® ¥

Q00 O




	Unit 5 Alerts and Alert Sounds
	Alerts and Alert Sounds
	Unit 5
	Alerts and Alert Sounds
	About Alerts
	Disabling Alert Sounds
	Changing Alert Sounds
	Setting Status Change Alerts
	Configuring Do Not Disturb




