Set up Skype Meetings

Use this tutorial to set up a Skype meeting with another person.

Use the first set of instructions to create/ schedule a Skype Meeting, send the second set of instructions to all members of the meeting.

Instructions to Create a Skype Meeting

1. Open the Outlook desktop app.
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2. Click on the Calendar.

Send/Receive  Folder  View  Help  ADOBEPDF

icee E‘.. E' & $ iz e W ES Week ko ,@ m @ | dNewGroup |Search People
New

T Month =1 B+ 0 BrowseGroups [ Address Book

New ~New NewSkype NewTeams Today Next7  Day Work Open  Calendar  E-mail
Appointment Meeting ltems = Meeting Meeting Days Week PElScheduleView | Calendar~ Groups = Calendar &
New Skype Meet... Teams Meeti.. GoTo [ Arrange % Manage Calendars Share Groups. Find ~
<
‘ March 2018 > . & Today Tomaorrow
«» March 2018 Waskington, D+ T 12 Tomonon
oLl e Ry ST°F/50°F T3°F/61°F
% 27 28 1 2 3 4 MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAV SATURDAY SUNDAY 5]
5 6 7T &8 9101
26 Feb 27 28 1 Mar 2 3 4
12 13 14 15 16 17 18
12:00pm 11:00am
19 20 21 22 23 24 25 Synergetic Post Synergetic Post
- Training Catch Up;  Training Catch Up;
2 @l il = |E) & 51 Joan Smith 5t Joan Smith
Room; Sebastian... Room; Sebastian...
April 2018
= 5 6 7 8 9 10 11
MO TU WE TH FR SA SU
B
2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
12 13 14 15 16 17 18
23 24 25 26 27 28 29 D
30 1 2 3 4 5 6
4[m] My Calendars
8|t 19 20 21 22 23 24 25
[ United States halidays 11:00am Support
Staff Mecting
[ Birthdays Tuesday 11am;
Staff Common
Room: Sebastian...
[] Other Calendars
26 27 28 30 31 1 Apr

[] Shared Calendars

Items: 3 All folders are up to date.  Connected to: Microsoft Exchange 0o =B - +




4 0ayw2brigidine.gld.edu....
Inbox 98
Drafts
Sent ltems
Deleted Iterms 302
Archive 30
Conversation History
Employment
Junk Email
Outbox
R55 Feeds

I Search Folders

4 Groups
Synergetic Experts
IT Team

E.g [#] ===

ltems: 244 Unread: 93

. Click New Skype Meeting.
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. Enter the date, time, subject and address the email to who you are holding the meeting with.

ﬂ\"ou haven't sent this meeting invitation yet.
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- Join Skype Meeting

Trouble Joining? Try Skype Web App

Note it is not necessary to specify a location, click Send Anyway.
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5. To join your created meeting open Skype for Business:
Click on the Calendar tab.
Click Join to join the meeting.
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6. Skype for Business should pop up.
Ensure the top option is selected and click OK.
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You have now joined the meeting.

Instructions to Join a Skype Meeting

1. Open the meeting email sent to you.



2. Click Try Skype Web App.
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3. The link should direct you to a Skype for Business page and automatically begin downloading SkyeMeetingsApp.msi.
Once it has finished downloading click on it. - _
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@ Skype for Business

We're downloading the Skype Meetings
App

Click here if the download doesn't start automatically.

Click here for more help

Wait until the Skype Meetings App installer is downloaded, and
then open it to install the app.
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4. Letitinstall, once it has installed a window should pop up.
Enter your name into the space it provides and click Join.
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Sign in if you have an Office 365 account

Use my Skype for Business desktop app instead
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You are now in the Skype meeting
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