UNIVERSITY OF HARTFORD
FACULTY CENTER FOR LEARNING DEVELOPMENT

Skype for Business

Skype is a free service that allows users to chat using video, audio or instant messaging. Calls to
other Skype users are free, but for a small fee it is also possible to make calls to regular
telephones. Skype is available for both PCs and Macs, and can be downloaded as a free app on
many smartphones.

What is the difference between Skype and Skype for Business?

Skype for Business allows additional features such as scheduling meetings from your Outlook or
Outlook Web App, as well as Whiteboard, Polling and Q&A features. Skype for Business allows
users to share files and show desktops, and it is a useful tool for instructors who want to have
virtual office hours, individual conferences or “tech support” for both online and face-to-face
classes.

Getting Started with Skype for Business

To use Skype for Business, you will need a microphone or headset. A webcam is optional.
Skype for Business may come pre-installed on computers that have Windows 10 or Office 2016.
If your computer does not have Office 2016 installed, log into your account at
https://portal.office.com, using your university email and password. You will then need to click
the Install Office apps button and then click on Office 2016.

Install Office apps

Office 2016
\L Inclu@ Outlock, Onelrive for Business,

Word, Excel, PowerPoint, OneNote, and more.

Install Office 2016 if not on your Computer

Creative Ways to Use Skype in the Classroom

e Collaborate With Other e Faculty Office Hours and
Classrooms/Schools Around The World Student/Faculty Conferences

e Practice a Foreign Language (Pen Pals) e Tutoring

e Collaborative Group Projects with e Virtual Career Exploration Day
Classmates e Extracurricular Projects

e Expert Interviews and Guest Speakers e Book Groups and/or Clubs

e Music Lessons Online e Individual Presentations/Meetings for

e Virtual Field Trips Online, Hybrid or Face-to-Face Classes
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e Set Up Polls/Whiteboard/Q&A

Logging in

To log into your Skype for Business account:

Open Skype for Business

A wbh e

Skype for Business

rainwater@hartford.edu

Use the sign-in address for your

Skype for Business - O X

use your full University of
Hartford email address

Enter your full University of Hartford email address, then click Sign In.
Enter your regular email password and click Sign In.
The first time you login on a computer, you must choose whether or not you want to save

your Skype for Business sign-in info.
e Save if you are using a personal computer

e Do NOT save if you are using an office, library or classroom computer.

N

Do you want us to save your Skype for Business sign-in info?

Would you like us to save this info and sign you in automatically next time?

- |

»

5. You will also get a pop-up asking if you want to help make Skype for Business better,

choose yes or no.
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CSJ Skype for Business. - 8 X
What's happening today?
Rainwater, Bevin
Available ¥
@ set Your Location ¥
= = -
aa 0 o
Find s-:ume-i:ne Q

GROUPS STATUS RELATTUNSHIFS
4 FAVORITES

4 OTHER CONTACTS (0)

Search by name, email address, or Skype Name and location. 7

To add contacts, drag from another group or add from search,

NEWY —

dding Contacts

1. For each person you want to add in Skype for business, the easiest way is to start by

typing in their University of Hartford username (the first part of their email) into the Find

someone box.

2. Right click on the person you want to add.

3. Choose either Add to Favorites or Add to Contacts List.

@ Skype for Business - 0O x
What's happening today?
Rainwater, Bevin
Available ~
(] Set Your Location *
- o &=
- a -
nanna x
MY CONTACTS SKYPE DIRECTORY
Rob Nanna - offline 2 hours
University of Hartford Send an IM
Call »

Mannapaneni, Saineeth - Presence |
Student

Start a Video Call

Send an Email Message
Schedule a Meeting

Copy

Find Previous Conversations
Add to Favorites

Add to Contacts List

Tag for Status Change Alerts
Change Privacy Relationship #

See Contact Card

Once added, your contacts will show up in your list (as shown).
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EE} Skype for Business

What's happening today?

Rainwater, Bevin
Available =
(] Set Your Location ™

- 0 3 o~

Find someone I Q
GROUPS STATUS RELATIONSHIPS NEW 2t
4 FAVORITES

Boisvert, Eric - Offline 3 days

Rob Nanna - offline 3 hours

Wilson, Lorelle - Offline 1 day

4 OTHER COMTACTS (0)

Adding External Contacts

To add an external person, click the person+ icon in the upper right, then clickAdd a Contact
Not in My Organization, then choose: Skype for Business, Skype or Other.

@ Skype for Business - 0O x

What's happening today?

Rainwater, Bevin
Available ™
(] Set Your Location =

- 0 B -

Find someone Q
GROUPS STATUS RELATIOMNSHIPS NEWY e &

4 FAVORITES Add a Contact in My Organization
{8) Skype for Business Add a Contact Not in My Organization
Boisvert, Eric - Offline 3 £ Skype Create a New Group

Other E}

Display Opticns

Then type in the users email address or Skype username to add them.

Creating & Organizing Groups

You may want to organize your contacts by Group (e.g. by class).
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To create a group, click on the person icon in the tabs menu, then click Create New Group.

®

Skype for Business

What's happening today?

@

Rainwater, Bevin
Available ™
Set Your Location *

o >

Find someone

GROUPS STATUS

RELATIONSHIPS MEW

I FAVORITES

4 QOTHER CONTACTS (0)

To add contacts, drag from another group or add from search.

Add a Contact in My Organization
Add a Contact Not in My Organization »
Create a New Group

Display Options

1. Add contacts to your group by right clicking on their name in your Favorites List and
then click Copy Contact To - Choose your Group Name.

Boisvert, Eric - Offline 3 days

Rob Nanna - Offline 3 h Send an IM

Call

Wilson, Lorelle - offlin Start 2 Video Call

4 OTHER CONTACTS (0]

Schedule a Meeting

To add contacts, drag from anotk
Copy

4 FCLD (0)

To add contacts, drag from anoth Copy Contact To

Remove from Favorites
Remove from Contacts List
Tag for Status Change Alerts

Change Privacy Relationship »

See Contact Card

Send an Email Message

Find Previous Conversations

4 FCLD

2. Added contacts will now show up in your group.
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Boisvert, Eric - Offline 3 days

Rob Nanna - Offline 3 hours

Wilson, Lorelle - Offline 1 day
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Begin a Skype Conversation
1. Double click on the person you would like to call to open an instant message box. Here
you can begin typing a message. Click Enter to submit the message. The message will
appear in the window.

5 Wilson, Lorelle

o Wilson, Lorelle @
DIRECTOR, Available

9 2 Participants

é v ®

® Q00 O

2. To begin a voice call, click the phone icon, then click Skype Call.

m@!@v
Q00 O

3. The window will appear and you will be connected and can carry on a voice
conversation.
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Wilson, Lorelle

2 Participants

3

Wilson, Lorelle

5. You will now be able to see each other (provided both callers have webcams activated).
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Wilsan, Lorelle

2 Participants

Wilson, Lorelle

=]

6. To start recording the session, click in the ... in the lower right, then click on Start
Recording.
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Sharing Screens

Present Desktop... *

Present Programs...
Present PowerPoint Files...
Co-Author Office Doc...
Add Attachments...
Shared Motes...

My Hotes...

To share screens, click the monitor button, then choose what you
want to share (Desktop, Programs, PowerPoint Files, Co-Author a Word Document, Add
Attachments, Shared Notes, My Notes, and More).

There are three main choices for sharing screens:

e Present Desktop
e Present Programs (choose which program you want to share)
e Present PowerPoint Files
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Sharing the Desktop

If you have more than one monitor (and a smart board), you can choose which screen to share or
share both, then click Present.

Present Desktop

All Monitors Primary Monitor Monitor 2

NOTE: People will be able to see everything on your screen. Do not display sensitive
information. If you want to share just one program, select that from the list instead.

You can add additional participants by click in the person+ icon in the upper right.

To stop presenting, click the Stop Presenting button.

9 Wilson, Lorelle

‘& 2 Participants

Stop Presenting

Clicking on the chat bubble in the lower left opens up the chat panel so participants can type
answers.

CONVERSATION

(8 Connected toI’\.’i\:on, Lorelle
Ipwilson@hartford.edu).
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Polling, Whiteboard and Q&A

In addition to Video or Instant Messaging chat, Presenters/Instructors can also take advantage of
Polling, Whiteboard and Q&A tools in Skype for Business that are not available in regular
Skype.

To begin, while in the call, click the Screen icon and then click More.

More... *

Manage Content (2)

Show Stage

3
What would you like to start?

(4

Whiteboard

You will then see options for:

e Whiteboard
e Poll
e Q&A

Whiteboard

When you choose Whiteboard, the Conversation Window will change into a Whiteboard screen:
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“a* 1 Participant

Stop Presenting

The Tools are on the left side of the screen and include (from top to bottom order):
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4

SN

Laser Pointer: A virtual laser pointer. Click and drag the pointer across the
page. A blue circle appears in the meeting indicating your name.

Select and Type:
Selects an area to type. You can change font, size, and color by clicking the arrow next to
the Select and Type to open the menu.

Pen: Draws freehand. Click and start writing or drawing in black, or click the down arrow next
to the button, and then select another color.

Highlighter:
Highlights a specific area of the current slide.
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Eraser:
Removes specific annotation you choose.

Stamp:
Inserts a stamp on the page: Arrow, Check, or X. Choose an option from the menu, then click on
the whiteboard to stamp.

Shape:
Draws shapes such as lines, arrows and squares. Click the down arrow next to the button to
select another shape or color.

Insert Picture:
Inserts an image on the slide from your computer.

Delete Selected Annotations:
Removes the annotations that you’ve selected.

More Options:

Provides options to select the annotation, undo, redo, copy, cut, paste, paste as image, Save As,
and Send to OneNote.

To stop using the Whiteboard click the Stop Presenting at the top of the whiteboard screen:

1 Participant all s7os  &F

Stop Presenting

LA v

Poll

When you choose Poll, you will be prompted to enter the poll Name, Question and possible
Answers. Then click Create when finished.
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Create a Pol

Poll name:

|IreEreaker poll

Question:

\What type of student are you?

Choices:

[ ] |Commuter

On Campus
| P

] |On|me|

| Create

Cance

The Poll will be open immediately for use and percentages of answers will be visible:

‘&~ 1 Participant

What type of student are you?

Commuter

Pall A

Poll is apen | Results are hidden from attendees

Stop Presenting

Click the Stop Presenting button to stop the poll.

Q&A

IceBreaker p

oll

OE . -0 x

all 1otas At

Q & A drives engagement by asking your attendees to submit an answer to a question. This also
temporarily turns off the Chat (Instant Messaging feature).

Skype for Business
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& 1 Participant

Machole M Gladky

* To make everyone an Attendee, click on Participants > Participant Actions > Everyone an
Attendee.

When you choose Q & A, you are prompted to ask a question. As soon as the presenter answers
it, everyone will see it.

1 Participant

What is the answer 10 life, the universe and everything?
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To save this question to use at a later time or for another session, click Save As.

Present Desktop...

Present Programs...

Present PowerPaoint Files...

Add Attachments...

Shared Motes...

My

More...

Manage Presentable Content (2 )
Manage Attachments

Manage Notes

Hide Stage

To stop the Q & A click the Stop Q & A button.
Finding and Saving your Presentable Content to use during your Online Meeting / Webinar

If you created Whiteboard content, Polls, and Q & As either prior to your online meeting or

during a previous meeting, you can find them by clicking on the screen icon @ and then
clicking on More > Manage Presentable Content.

Finding Your Content
Click the Present Now button to edit or present the whiteboard, poll or Q & A to your audience.

x
Presentable Content
m== [ceBreaker poll
: Me
&% Other presenters can download
Stop Presenting Permissions ~ More ~ Remove
5 » Whiteboard [1]
— Me
#22 Everyone can download
Present Now Permissions ~ More ~ Remove

Saving Your Content
Click on More ¥ to Save, Send to OneNote or Rename your content to access later.
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Presentable Content

[ » Whiteboard [2]
i
= Me

235 Everyone can download

Stop Presenting Permissions ~ More ~ Remaove
=7 Whiteboard [1] Save As..
— Me Send to OneNote...
2gs Everyone can download Rename
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Scheduling Skype for Business Meetings from Outlook

You can use your Outlook or Mail calendar in Office 365 to schedule Skype for Business
meetings, the same way you normally schedule meetings, but with only a few extra clicks.

Enable the add-in

1. Open Outlook - File - Options - Add-ins
2. Find in the list “Lync Meeting Scheduling Outlook Add-in” and select it, then click Go.
3. Inthe COM Add-ins box, check the “Lync Meeting Scheduling Outlook Add-in” and

then click OK.
COM Add-ins
Add-ins available:
:|Acrobat PDFMaker Office COM Addin I’

id| Adobe S5end & Track for Microsoft Outlook - Acrobat Cancel
Conversation History Add-in for Microsoft Office 2016

= eting Scheduling Cutlook Addin Add
k Add-in for Data Collection and Publishing ="
[ | Microsoft Exchang

:‘ Microsoft SharePaoint Server Colleague Import Add-in Remove
:| Microsoft VBA for Outlook Addin W

Location: Ch\Program Files (x86]\Adobe\Acrobat 2001 5"PDFMakerMailOutlook\SendAsLinkAddin.dll
Load Behavior: Load at Startup

4. Close Outlook and then open it back up.
5. Go to your Outlook Calendar and you should now see New Skype Meeting on the Home
Tab.

Scheduling the Meeting

(&

Mew Skype
Meetin

=

Open Outlook, and go to your calendar.

2. On the Home tab, in the Skype Meeting section, select New Skype Meeting. If you don't
see the Skype Meeting section, then you need to install Skype for Business.

3. Set up the meeting as you typically would:

a. Inthe To box, type the email address of each person you’re inviting, separated by

semicolons.
[ ]
)
Room
. . Finder
b. In the Subject box, type a name for the meeting.
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c. If you’ll have in-person attendees, either select Room Finder, in
the Options section on the Meeting tab, and then find a room, or in
the Location box, type a meeting location, such as a conference room.

d. Select a start time and end time.
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Notes:

To look for a time that works for everyone, select Scheduling Assistant, in the Show section on
the Meeting tab.

In the meeting area, type an agenda. Be careful not to change any of the Skype for Business
0

Scheduling
Aszistant

meeting information.

Important

« [0

loin Skype| Meeting
Meeting | Options

Scheduling a meeting with the default options, like we just did, is suitable Skype Meeting
for small, internal meetings, such as casual meetings with a few coworkers. If you have a
meeting with people outside your company, or you’re scheduling a large event, change the
meeting options before sending the invites to better fit your meeting requirements. In the meeting
request, on the Skype Meeting section on the Meeting tab, select Meeting Options, and then
select the appropriate options.

(Optional) Preload your meeting attachments. That way, when participants join the meeting,
everything is ready to go. See Preload attachments for a Skype for Business meeting.

(Optional) In the Show section of the Meeting ribbon, select Scheduling Assistant to make sure
you have the best time for the meeting.

You're almost done. Just double-check the information and select Send.

Set up an Online Meeting using the Outlook Web App

To create a Skype for Business meeting request in Outlook Web App, you have to:

1. Log in at https://portal.office.com with your University of Hartford full email address and
password.
2. Select Outlook to go into the mail app.
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Good morning [ —

Docurnents

Recerd  Piored

Apps ar
o fxm}j | [ ] | | |
o
[ | | [ | ]

3. Click on the calendar icon in the lower left pane.
4. On the calendar page at the top, select New - Calendar event.

ok
@ Meaw v [+] Add calendar v ? nteresting calendars J Share = Print
Calendar event
& v
Email message
Birthday event Monday Tuesday

UNIVERSITY
OF HARTFORD

Wednesday

5. On the Set up an appointment page, select Add Skype meeting.

Office 365 Outlook

b save il Discard E] Attach  § Add Skype meeting  Charm ¥

Categorize ¥

G

6. Fill in the meeting title, location (if you'll have in-person attendees), and the start and end
times. Choose the people to attend, add the agenda or other meeting information, and

then select Send.
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Details W Feedback People 8= 1

Lo
I Required v
. Rainwater, Bevin
Online meeting = X Eree
400°P M All d
14/2018 4:30 PM - Private

& Timezone ¥

15 minutes

Add an email reminder

W ©@| B 1 UM A B A DS Z€3x v
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Getting Help with Technology at the University of Hartford

Faculty Center for Learning Development (FCL D)

FCLD provides consulting and instructional support to faculty and staff who are using
technology in teaching and learning. The FCLD Faculty Lab in Mortensen 203a is available for
faculty support and use and is equipped with instructional technology- related equipment
including: PCs, Macs, scanners, and projectors as well as support staff. Faculty and Staff
needing support with Blackboard or other instructional technologies, should contact FCLD.
Phone: (860) 768-4661 Email: fcld@hartford.edu

Website: http://www.hartford.edu/fcld

Student Blackboard Support

The following is student support for Blackboard only. All other support technical support issues
need to be addressed to the Office of Technology Services (below).

Phone: (860) 768-4636 Email: bbsupport@hartford.edu

FAQ/Submit a Ticket: http://www.hartford.edu/studentbbsupport

Information Technology Services (ITS) Help Desk

For general computer and Internet/network support questions (not directly related to the
classroom but rather passwords, Internet/email problems, Banner/Self-Service, campus
Facebook).

Phone: (860) 768-4357 Email: helpdesk@hartford.edu

Website: http://hartford.edu/ots

Media Technology Services (MTS)

Faculty should contact MTS for assistance scheduling or implementing classroom technology (2-
Way interactive video classrooms, Smart Podiums, laptops, etc.), for setting up WebEXx
accounts, or for scheduling and instruction for a wide variety of media equipment and resources
like LCD data projectors, CD/cassette players, TVs and VCRs, digital video, and more.

Phone: (860) 768-4357 Website: http://www.hartford.edu/mts
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