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Getting Stared with Skype for Business
HOW TO INSTALL SKYPE FOR BUSINESS

1. For Mac users, please go to

a. https://url.uog.edu/skypemac

b. Double click the PKG image file

c. Follow the on screen instructions
2. For Windows users, please go to

a. https://url.uog.edu/skypewin

b. Double click the exe file

c. Follow the on screen instructions
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HOW TO CALL WITH SKYPE FOR BUSINESS

1. Open the Skype for Business app
2. Enter your university email address and password and click on Sign In

@ Skype for Business - 0 X

Skype for Business

Sign in @~

Sign-in address:
universityofguam@triton.uog.edu

Change
Use the sign-in address 101 your organization - not a Skype Name
or Microsoft account

Learn More

Password:

Save my password

Sign in as:
° Avadable ~
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© Microsoft Corporation. All rights reserved.
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3. Click on the Meeting tab and then, click on Meet Now
@ Skype for Business = 0 X

What's happening today?

o | University of Guam
o= Avadlable ¥
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Meet Now

TODAY

Y
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4. A new window pops up. Click Use Skype for Business (full audio and video
experience) and then, click on OK

x

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

Call me at:

Don't join audio

| Don't show this again
FYl: Find these settings in Options under Skype Meetings,
5. Click on the ellipses (three dots)
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6. Click on Meeting Entry Info

1 Participant

Looks like you're the only one
y y
on the call Stagt Recordng

Manage Recoedngs
M [ ext Dusplay Saze
Change Fort
High Prionty

. Meeting Entry |nfo

FYPe Meeting Options

University of Guam Eng Mecting

Skype for Business Melp
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7. Copy the Meeting link and share it to designated users

X

Meeting Entry Info

Conversation

+1206453139%4
Conference ID: 944689305

Find a local number

Meeting link:

https:/’/meet.Iync.com./uguamliveuog-triton/m.

Organizer:
University of Guam

Copy All Info Close
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HOW TO RECORD WITH SKYPE FOR BUSINESS
(Note: For Windows PC only)

1. Click on the ellipses (three dots)

2. Click on Start Recording

- Start Recording

Manage Recordings

IM Text Display Size
Change Font...

High Priarity

Meeting Entry Info
Skype Meeting Options
End Meeting

Skype for Business Help

3. To stop recording, click on the ellipses (three dots) and then, click on Stop
Recording

Pause Recording

S5top Recording
Manage Recordings

IM Text Display Size
Change Font...

High Priority

Meeting Entry Info
Skype Meeting Options

End Meeting

Switch to Audio Only

Skype for Business Help
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4. A Skype for Business Recording Manager window will appear for management of

recordings
(&) Skype for Business Recording Manager — O X
Eile Help
Title Status Date Size Length Location Play
)
Erc\ €
Publish
Rename
Delete

5. Recording will be saved in the following directory
a. Windows: C:\Users\[YOUR USER]\Videos\Lync Recordings
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