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Getting started with Skype for Business

The Web Scheduler

https://sched.lync.com

B® Microsoft

I:I Office Products ~ Templates -

Skype for Business Web Scheduler

Skype for Business Web Scheduler is a web-based program that you can use to create Skype Meetings if you don't
have Outlook, or don't have a browser that supports Outlook Web App. With Skype for Business Web Scheduler, you
can create new meetings, change your existing meetings, and send invitations with your favorite email program.

The web address for Skype for Business Web Scheduler depends on your organization. If you don't know your Web
Scheduler address, or aren't sure, follow these steps:

1. Go to the Office 365 Web Scheduler address at https://sched.lync.com and try signing in with your work or
school account.

2. If that doesn't work, contact your workplace technical support for the Skype for Business Web Scheduler
address in your organization.

Create a Skype Meeting
When you sign in to the Skype for Business Web Scheduler, you'll go straight to the New Meeting page.

(5'3 Skvpe For Business Web Scheduler Tricla Sign Out

(€) New Meeting

Skype for Business Web Scheduler looks for additional Add-ons that may be helpful to increase
productivity. Watch for suggested Add-ons.

Fill in information for the meeting and insert the ETSU Username. Add information or pick
selections as needed in the Attendees and Audio field.

Select ‘Check Names’ to confirm the email addresses. If, participants from outside the
university will be included, select the “Who will bypass the lobby?’ and select ‘Everyone
including people outside my company’. Select Save.
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Copy the information that appears after Save is selected from the dialog box if URL and details
need to be manually sent to participants.

Testing another Skype meeting

Monday, March 28, 2016

11:30-12:30 (UTC-05:00) Indiana (East)

Copy the meeting details to the invitation you send to participants.

Join Skype Meeting

https://meet.lync.com/etsu365/knightb/YOGM6JY4

First Skype Meeting?

Remind participants to ‘allow’ Skype for Business or to look for a blocked popup.

Internet Explorer Security P

A website wants to open web content using
this program on your computer

This program will open outside of Protected mode. Internet Explorer's
Protected mode helps protect your computer. If you do not trust this
website, do not open this program.

I;I Mame: Skype for Business
Publisher:  Microsoft Corporation

[ ] Do not show me the warning for this program again

Allow ] [ Don't allow
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Skype will open and participants will be able to modify options.

Join Meeting Audio

- Using my computer
o

Join meeting audio and video from your computer

«
‘. Have the meeting call me

Select the camera icon and or the microphone icon to enable those items.

Select the computer icon to Share Screen, a Program, or Add Attachment for all attendees and
more.
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Share Screen...

Share Program...

Present PowerPoint File...

Add Attachment...
View Notes

More...

Attachments

Manage Presentable Content

On a PC, you will have the opportunity to download an Add-on for Outlook. Users will see the
Add-On in their Calendar Ribbon. On MAC, users will continue to use the OWA (Online Web
Application associated with Outlook in 365.

The Skype for Business log in dialog window on a PC, using MS Office 2013, is found under All
Programs. It provides other Outlook options, including a Menu bar that can be added by
selecting the triangle to the right of the gear icon.

\S) Skype for Business
File Meet Now Tools Help

What's happening today?

knightb@etsu.edu

In a conference call *
Set Your Location ™
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@ Skype for Business

What's happening today?
knightb@etsu.edu

In a conference call *
Set Your Location ™

1) —
2 0 = B
Find someone Q

GROUPS STATUS RELATIOMSHIPS MNEW -t

4 FRIENDS AMD FAMILY

Mo one's in this access level.
4 WORKGROUP

Mo one's in this access level.

4 COLLEAGUES

Users will be asked to sign in from the log-in Skype for Business Dialog box in all Programs on a
PC. Go to All Programs and search for Skype for Business. Sign in using ETSU username and
password.

Once the Add-On is installed on Outlook desktop software, it should appear in the calendar
Home Ribbon. If you are signed in using the ETSU username (email) and password, the meeting
screen dialog box will open when the Add-on in the Calendar Ribbon is selected.

Outlook software for desktop Add-on is available for Microsoft Outlook 2013. If you are still
using Microsoft Outlook 2010, Skype for Business can still be used by going to the Web App
(https://support.office.com/en-gb/article/Set-up-a-Skype-for-Business-meeting-in-Outlook-
b8305620-d16e-4667-989d-4a977aad6556?ui=en-US&rs=en-GB&ad=GB).

Image below shows the Add-On in the Outlook for PC desktop Ribbon.

FILE HOME | SEND /RECEIVE FOLDER  VIEW  ADOBE PDF
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New New  MNew Skype Today Next7 | Day Work

ipointment Meeting ~ Items~  Meeting Days Week
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https://support.office.com/en-gb/article/Set-up-a-Skype-for-Business-meeting-in-Outlook-b8305620-d16e-4667-989d-4a977aad6556?ui=en-US&rs=en-GB&ad=GB
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@ W -
MEETING INSERT FORMAT TEXT REVIEW

E—’D' 3 O
x [ Calendar El i’ @_ D @; [E5 Address Book 22 show As: |Hll Busy ~1"C¥Recurrence

q
i i . i i 2( 'P'f;; Check Names @ Time Zones
Delete E:ﬂ Forward - APpointment Scheduling Join Skype Meeting ~ Meeting Cancel

Assistant  Meeting Options Notes Invitation £ Response Options -
Actions Show Skype Meeting Meeting Notes Attendees Options 7]

Reminder: |0.5 days - +: Room Finder

@ You haven't sent this meeting invitation yet.
This appointment is next to another one on your calendar.

To..
Subject
Send
Location Skype Meeting - Rooms..
Start time  Mon 3/28/2016 5] 100 PM - All day event
End time Mon 3/28/2016 E 2:00 PM -

- Join Skype Meeting

This is an online meeting for Skype for Business, the professional

meetings and communications app formerly known as Lync.

Help

In Shared Folder [E]] Calendar

Fill in the ‘To’ option. When participants receive the email, they can click on the Join Skype
Meeting. The following box will appear asking how, as a participant, you want to join.
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Join Meeting Audio

() Call me at:
) Don't join audio

[ | Don't show this again

®) Use Skype for Business (full audio and video experience)

FYL Find these settings in Options under Skype Meetings.

oK

Cancel

Q00O
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Image of Conversation Pane in Skype

PARTICIPANTS x

1 Participant

Presenters (1)

@ Chamberlain, Barbara ). (=]

Looks like you're the only one on the call.

Invite More People Participant Actions

Once the meeting is joined (the organizer can join alone), other people can be invited after the
meeting is opened and enabled. Links can also be emailed to others using the information pane,
found by selecting the three dots on the lower right corner of the screen.
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Start Recording
Manage Recordings
IM Text Display Size
Change Font...

Meeting Entry Info

Skype Meeting Options

End Meeting

Skype for Business Help

On a MAC

As of this date, March 28, 2016, | have not been able to place an Outlook Add-On in Office for
MAC 2016 desktop software. This is not to say it cannot be done. | am still testing. However,
the online web application works Great on a MAC. Also, | did find an app that makes it easy to
enter/attend/open a meeting on a MAC by inserting the URL in a simple dialog field.

Open

The following image shows the app that can be installed from iTunes app center.

Barbara Knight Chamberlain | East Tennessee State University | Information Technology Services

8



iTU nES PI'eVi EW Overview Music Video

Skype for Business (formerly Lync 2013) View More by This Develop
By Microsoft Corporation

Open iTunes to buy and download apps.

Description

Skype for Business, formerly Lync 2013 for i05, extends the power of Lync and Skype to your favorite mobile device
voice & video over wireless, rich presence, instant messaging, conferencing, and calling features from a single, eas
to-use interface.

Microsoft Corporation Web Site »  Skype for Business (formerly Lync 2013) ...Mo
Support » Application License Agreement ¢

What's New in Version 6.2.5
1. Simplified meeting .jn n Expe-'ie-m.ce for guest %lsers

2. Manage your Favorite contacts right from their contact cards
This app is designed for 3. Bug fixes and stability improvements
both iPhone and iPad

Skype for Business on a MAC from 365.

Open your calendar. Select Skype Meeting. Add the details and participants via email
addresses.
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Additional Information

Once you have added Contacts or Groups, those participants online status will appear. The
recent conversations and synch options in this dialog box do not appear to communicate with
our Exchange Outlook Software at this time. Although | have set up several test meetings
successfully from the Skype Meeting option on my desktop Outlook Software and from my
online Outlook Web 365 application and from the web Skype option, none of this meetings
appear in my Skype for Business log in dialog box.

El L LA
File Meet Now Tools Help

What's happening today?

knightb@etsu.edu

Available =
Set Your Location ™

- 0 3 -

Find someone Q
GROUPS STATUS RELATIOMNSHIPS MNEW A"'
4 FAVORITES

4 PEOPLE I MANAGE CALLS FOR

This information is a work in progress from Information Technology Services. Let’s work
together to share information. If you discover something related to 365 let us know. Let’s get
the most out of Microsoft Office 365.
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