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Unlt 10 Business, Part Two

Learning Outcomes

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

v Post a poll

v/ Post a Q&A

v Send files to participants

v Share notes with participants using Microsoft OneNote
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Unit 10

Presenting with Skype for Business, Part Two

Posting a Pall

To begin, open and sign into Skype for Business. Open a conversation window to send a message
to one of your contacts.

Useful for large meetings with a lot of attendees, Skype for Business has the ability to poll
everyone in a conversation to get a consensus on a particular subject or question. To post a poll
during a conversation, click the Present button ('B). On the menu that appears, click the More
option:

Present Desktop...

Present Programs...

Present PowerPoint Eiles...
Add Attachments...

Shared Motes...

My Motes..

More... ..‘

Manage Presentable Content

Manage Motes
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A pop-up dialog box will be displayed with a few different options. Click Poll:

What would you like to start?

®

Whiteboard Poll QaA

The Create a Poll pop-up dialog will now be displayed:

_reate a Poll

Pal rams
2l

Cuestion:

Choces

Ztzate Cenzel
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Using the controls on this dialog you can give this poll a title, write a question, and then provide
choices for attendees to pick from. For this example, type “What’s your favorite color?” into the
Question text box:

_reate a Poll

Pal ramsa
|=&:u

Cuestion

Wbal's woer Tarorile coldon T -_

In the provided Choices text boxes, type a color option into each one:

Create a Poll

Pall ram=
Al

Cluestion:

‘What's your favorite colar?

Choices
B [light Biuc

o [feen
W [
W [Paple
[Yelaw
W [
W [

Create Cznzel
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Click Create:

Treale Cencel

?3

The conversation window on your computer, and of those participating in the conversation, will
expand to show the poll that you just created:

= Cunpamalice (2 Partbipus

COMVERSATIHN L] (]

sd» J Participants

Step Prosenting

What's vour favorite colar?

o0 Ll Blae

]

I'sltiaopon | Rosults ars Fiddan rom athoraccs | otall Boaporscs 1
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Click the radio button that is associated to one of the options listed to answer this question:

= Cunpamalice (2 Pt kipus

Sl A ‘& 2 Participants

What's your favarite colar?

Loalel LRl

Mg

L lhed
| P2l Actimnz=

Wil i Apen | s ars Biddsn tiar dteedees il Brspnnars
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As recipients pick one of the options presented, you will see the results displayed back to you
in real-time:

= Cunpamalice (2 Pt kipus

Sl A 2 Participants

What's your favarite colar?

Loalel LRl

Mg

RR IO

L lhed
| P2l Actimnz=

Wil i Apen | s ars Biddsn tiar dteedees rtall Brspnmana )
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Once everyone has answered the poll question, you can close it by clicking Poll Actions - Poll is
closed:

Comveesalion (2 Parlicipants)

2 Participants

Stop Presenting

What's your favarite color?

Liuil Blue 0%
& Grzen 50%
Hiue 504%,

v Follisupen
Fellis closod \ 0%

«  Results are nidden Trom attendesc

liesiits are shown tn evernyons

0%
it podl nuestion and choices
Clear pyenyone s voles
v the ol resulrs on

Poll Actions ™ |

Poll is op=n | Fesults sre hidden from sttend=es Total Responses: 2
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With the poll closed, the answers will now be locked in. You can then share these results with
everyone in the conversation by clicking Poll Actions = Results are shown to everyone:

Conversation (3 Farticlpaptc]

3 Participants

Stap Presenting

What's your favorite color?

Light Bluc Q%

Green 50%|

Blus 50%|
Paill 1s.0psn

« Poll 5 cloced Q%]
“  Recuits are ridden Trom attendaes

Hesiilts are showm to sveryone

[ 0%
| eit pnll questian and chowess
Clear everyone g voles
save the ool results owlT
Poll Actions =
Poll is doscd | Rosults arc hidden from ottondecs Total Rosponses: 2

Instructor Tip: While you can share the results of a poll at any time, it is usually best to do
so only after the poll has been completed.




If you wish, you can save the results of the poll as a picture by clicking Poll Actions - Save the
poll results. However, for this exercise, click the Stop Presenting button at the top of the
conversation window to close the poll:

Conycsarion (3 Participants

3 Participants

Slop Presenling

h

While you will have stopped presenting, the Conversation dialog will still remain in an expanded
state. Click the Hide Stage button to return the Conversation dialog back to its default state:

9 Comuesation (3 Parucipants

AEATICN Sl 2 3 Participants

Feel free to start presenting

Hide Siags
1

Close the conversation window.
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Posting a Q&A

To begin, open and sign into Skype for Business. Open a conversation window to send a message
to one of your contacts.

A Q & A acts, and is set up in a similar fashion, as a poll in Skype for Business, but rather than
polling the participants you can ask them specific questions. To post a poll during a conversation,
click the Present button (G). On the menu that appears, click the More option:

Present Desktop...
Present Programs...
Present PowerPoint Eiles...
Add Attachments...

Shared Motes...

Maore... k‘
Manage Presentable Content

Manage Motes

0006 O
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A pop-up dialog box will be displayed with a few different options. Click Q & A:

What would you like to start?

®

Whiteboard Poll Q&A

I:%.




SKYPE FOR BUSINESS
-

The conversation window will expand to include the Q & A area. While the Q & A is active,
participants will be unable to communicate with one another using instant messaging. To start
asking questions the presenter and/or the attendees can type them inside the “Ask a question”
text area. For this example, type “What’s your favorite color?”

= Cunpamalice (2 Partbipus

COMVERSATION E Py

2 Participants

Wobnomertn 08 A

Pullrsgativn ) 180 i alll T il ek om Al

Tipe &stenooes cnn arly ask questinrs: Make cocnyons an atondere sathat
SodnCthe only 362 WAD COr anEacr,

I = -
| Wihal's e il roihw?

| s ih-g-.thu,:
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When you’re ready to ask the question that you typed, press Enter on your keyboard. The
guestion will now be presented in the Q & A area:

= Cunpamalice (2 Partbipus

COMVERSATION E Py

2 Participants

ALL | T AP ERL

=ne [insnr

Yhial's your laverile cedor?

Ansaar

| saunans | sap oA

Conversation (2 Paficipants)

‘a2 Participants

ALL | UNANSWERED (1]

Jate Gibun 3174500 X
What's your favorite color?

Ai"ﬁe -
;;'
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A text box for the answer will now be provided. Type your answer into this text box:

Cunsisdlice l:'-‘.__ Farl kiparizd

OV ERSATHIN . [

‘== 2 Participants at

ALL | FREARAA-HEL Y

arip Gt

Whia! ey lavnrile vidor

LE

it:

Cunsisdlice l:'-‘.__ Farl kiparizd

FrnERsaTE 2 Participants

ALL | P AP HRL 0

T [REn

Whind'sopour Taverile oo ?

lane Gibsan
e
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Once Q & Ais done, click the Stop Q & A button near the bottom of the dialog:

| “aveas.. Stop 1 & A .
L -1 L b o

&

(Note that if you click the “Save as” button, you can save a transcript of the Q & A.)

The Q & A portion of the Conversation dialog will collapse. As the presenter, ensure that you

click the Turn On Meeting IM button that is at the bottom of the conversation window if the
meeting continues:

o Q & A has ended. Yo.. ‘ Turn On Meeting IM ‘ X

©@000 O

Close the conversation window to complete this exercise.
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Sending Files to Participants

To begin, open and sign into Skype for Business. Open a conversation window to send a message
to one of your contacts.

Skype for Business includes a way in which you can distribute files to all participants in a

conversation at once. To do this, click the Present button (0). On the menu that appears, click
the Add Attachments option:

Present Desktop...

Present Programs...

Present PowerPoint Eiles...
s ptacimens.

Shared Motes...

My MNotes...

kore...

Manage Presentable Content

Manage Motes

0006 O
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The Send a File to All Participants finder dialog will now be displayed. Use the controls to open the
Exercise Files folder on your desktop. Open the Module 10 folder and then click to select
Module 10-3. Click Open:

€ = 4 b » Fuerrisofiles » Medule 10 v| ¢ | Search Module 10

Chganize = Mew [cidz B=

& Taverites .-ﬁ Dale niodified

B Noskinp E/25/2015 214 P
lp Downluads
% Kecent places

& This RO
k Desklup
| Uocuments
Iy Dewmloads
B Misic
& Piclures
B vidzos

2, Local Disk (€3 _
. e

Fie name: |Module 10-3 V| All biles *7)
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The selected file will now be sent to the recipient(s):

= John Smith @ - O x

® John Smith @
Available - Video Capable
e 2 Participants

Module T0-3
789.0 KB —

3

X

780.0 KB Cancel All Rl

@

B W

Q00 O

(As the presenter, you have the option to cancel the file transfer by clicking the Cancel All link.)
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The participants will see the file and links to download it to their computer. Additionally,
clicking on the icon of the attachment itself will automatically download the file:

e Gibsn

® Jane Gibson
Availab e

e 2 Peeliapants

Thursday. hily 2, 2115

Module 10-3

7E9:0 R

TREL KA | evemilcadd All

® @00 O
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When the recipient(s) successfully downloads the file, the sender will see a small “Sent”
message appear just below the file:

= John Smith ® - 0O x

@ John Smith @
Available - Video Capable

e 2 Participants

Module 10-3

3

Close the conversation window to complete this exercise.
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Sharing Notes with OneNote

Instructor Tip: In order for students to complete this exercise, they must have Microsoft
OneNote installed on their computers.

To begin, open and sign into Skype for Business. Open a conversation window to send a message
to one of your contacts.

While you can take notes yourself using OneNote during a conversation, you also have the
option to share and create notes with all of the participants. To do this, click the Present button

(G). On the menu that appears, click the Shared Notes option:

Present Desktop...
Present Programs...

Present PowerPoint Eiles...

Add Attachments...

My Motes..

Maore...

Manage Presentable Content

Manage Motes

0006 O




SKYPE FOR BUSINESS

The Choose Notes to Share with Meeting dialog will be displayed. Here, you need to choose a

shared notebook that you would like to use and share with the meeting. For this example, click
New Notebook:

Pick a page for notes, or pick a section and a new page will be created:

We could not find any shared notebooks. Click below to create a new shared
notebook,

Only people who have access to the notebook will be able to use the notes.
Check who has aceess to the selected notebook

MNew Motebook... & oK Cancel
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Microsoft OneNote will now be open on your desktop. With your OneDrive account selected,
type “Module 10” into the Notebook Name text box. Click Create Notebook:

Unritled poge Cinciiots: EE S R 4
luzbue Zrithy = M
New Notebook
£ CrieDrive - Personal a OreDrive - Persanal
Funl Iil;| s Mo lebook Mame:
s [l iy
+ Al & Placn
Cragta
qulr.l'.:r‘n_ﬂ_t

—

TR R |

Jpticns
raate 1na ditrerent toldsr

(Note that you need to be signed into Microsoft Office using your Microsoft account in order to
access the OneDrive option.)

As you are creating a new shared notebook, OneNote will automatically ask if you would like to

share it with other people. As you are already doing this using Skype for Business, click the “Not
now” button:

0 Your notebook has been created. Would you like to share it with other people?

Invite people Mot now ﬂ
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Return to the Choose Notes to Share with Meeting dialog. You will see that the new notebook
that you just created will be listed here. Expand this notebook listing and click to select “New
Section 1.” This is where the shared note will be created and stored. Click OK:

Pick a page for notes, or pick a section and a new page will be created:

_All Shared Notebooks

Il
= nl Module 10

“5 New Section 1

Only people who have access to the notebook will be able to use the notes.
Check who has access to the selected notebook

New Notebook... (8] ﬂ Cancel
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Microsoft OneNote will open to a new page. This page will already be populated with the date
and participant information for the current meeting. Additionally, a Notes section has been

provided:
ﬂ] T T Moot Motes (ST Uneheis T @B - 3%
11244 [MECRT  TRAW  BISTORY  TCVICW  YIDW Inhr Smirk = H

g Module 10 ~

Meseting Notes- 7/2/2015

Thurstes, Jaly 2, 2055 350 FM

Untted praos
Rlesbing Miotes - 771213

Parklclpants {-ulapme)
Pl Lairie Gitisoars f v b Shype L Ricsiress)]
] Laadves Sumithy ¢ranied Sk oo Tl

Motes
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Attendees will be notified that the presenter has added notes to the meeting. They can view
and work on these notes by clicking the Open button on this notification:

P @ w

) lane tahson has adied notes. - X
U

Attendees may see a security warning displayed after this action. Clicking Yes will allow them to
continue.

The same notebook will then open in Microsoft OneNote on the attendees’ computers and they
will be able to view, add, and change its contents.

Close Microsoft OneNote and the current conversation to complete the current exercise.



