(S) Skype for Business

Share your desktop or a program

Need to show everyone what you're talking about? Quick Start Guide

1. Inthe meeting window, click the
Present Desktop...

2

Present button. Logging in from your desktop for the first time

Present Programs...
2. Click Present Desktop to show My Notes...
the entire contents of your
desktop, or click Present.

Programs and double-click the

1. Open your Windows Start Menu e and select All Programs.

Manage Content

2. Find Skype for Business 2016 and open the application.

3. Enter your primary UHN email address and select Sign In.

program you want to share.

Add a contact ~
You can connect with anyone at UHN! oi@ S =
¢ »

Call
Start  Video Call

Share a PowerPoint presentation

1. Type a name in the search box and
right click on the colleague’s name
you're searching for.

1. Inthe meeting
. . Send 2n Email Message
window, click the Schedule a Meeting
&) shareInformation Using Live Meetin;
Present button. T

Copy

Find Previous Conversations

Prototype Focus Group

Click Present
PowerPoint Files.

Browse to the file
you want to present

Click Add to Contact List.
3. Pick a group to add your new
contact to.

Add to Favorites
Add to Contacts List
Tag for Status Change Alerts
Change Privacy Relationship

See Contact Card

&C
> h Contoso Accou:

Friends and Family
» Other Contacts

Peter FTE

Analysis and recommendations

and click OK. Create a group

Set up a group for each team you work so you can quickly connect and
communicate with the colleagues you work with regularly.

=@

1. Click the Add a Contact

Advance to the Show thumbnails of the - —
next slide slides and select the next button. Add a Contact in My Organization
one to present 2. Select Create a New Add a Contact Not in Organization »
Group. Create a New Groupé

3. Type your group’s name. ’ Display Options ‘

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

Done presenting? Click the at the top of your

conversation window.

4  New Group
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View a contact card

1. Tap a contact picture.

2. Tap the Contact Card button to
open Contact Card.

.
J- Royce Fryland
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Send an instant message

WHAT'S NEW ~ MEMBERSHIP
° Current Time Zone =)
211PM
1

Use instant messaging (IM) to touch base with your contacts right away.

1. Inyour Contacts list, point to
the contact you want to IM.
If you want to IM with more
than one contact, hold down
the Ctrl key and click each
contact name.

2. Click the IM button or
double click the contact name.

3. Type your message and
press the Enter key on
your keyboard.

Need to add someone to
the conversation?

%
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Hey, Peter wants me to write the MGCBNS report this month. 1:37 PM

Urnm...stupid question, but what does MGCBNS stand for?

Nota stupid question at all. Management Group Coundl 1:37 PM
Brand Networking Statistics.

i@ Ohmy. 1:37 PM

Last message received on 3/4/2015 at 1:37 PM.

Or, as we liketo call it: Magic Beans. "' Let me know ifyou need any help. P've done it in
the past, 50 | know the gotchas. Like don't trade your cow for it Seriously, if you need any
help, just ping me.

¢ ' O 7

a. Select the Invite button @ in your conversation window.

b. From the main Skype window, drag a contact pic onto the

conversation window.
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1. Open your Outlook Calendar, click the Home

2. Complete the

Add audio, video and share files in an IM conversation

° 900 ¢

Addvideo Addaudio

Moreoptlons

Share your desktop, or a
program like PowerPaint

TIP: Make sure you have a webcam and microphone. To order one,
submit a Hardware Order Form on the UHN Corporate Intranet.

Schedule a Skype for Business meeting

tab, and click New Skype Meeting.

E B % 1+ ¢ & s Review Product Packaging Plan - Meeting
MEETING | INSERT  FORMATTEA  REVIEW

[E] Appeintment [ = -
. x e b @88 B =
meet'ng ES) Scheduling Assistant e & - -
Actions Join Skype Meeting Live  Conference Mesting  Attendees
- Meeting  Options  Meeting  Call Notes -
request as you show sparueng | comuncag | gt

OYuu haven't sent this meeting invitation yet.

[Fom- | offcesssoumne —Add your attendees

‘wa, i

normally would.

supject |Review Produdt Packaging Plan
Locstion [Skype Meeting

Starttime [Thu 3872015 | [200em
& [2s0mm

ANl day event

Engtime  [Thu3nszons

s and the customer feedback, and we'll discuss next steps|

Add your agenda

B or meeting info
= Join Skype Meeting

This is added automatically.
Click this link to join the same
conversation window with your attendees.
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