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Sign in to Skype for Business

To open Skype for Business:

e C(lick Start.

e Select All Programs. Skype for Business

e Select Microsoft Office 2016.

e Select Skype for Business 2016. Sign in &

Sign-in address:

ur arganization - not a Skype Name

To Sign-in to Skype for Business 2016:

Delete my sign-in info

e Type your full Exchange email address (not analias) P
in the Sign-in Address field. An Exchange email

address ends with central.uh.edu.
e Click Sign In.

If someone other than you is logged into the computer you are
using, Skype for Business requests your CougarNet password
for verification.

© Microsoft Corporation. All rights reserved.
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he Skype for Business Window

The Skype for Business window is your gateway to all of the communication tools that are
available.

Conversation Dial Pad Meetings

Status ®

Skype for Businews

Wear a smile - one size fits all.

T~ | @ jecnayalii Chandu
A\ Availablg ™
Set Your focation ¥

Contact > e 6
-

location

Search field———— |
*d someane or dial a number

/’/‘!‘ROUPS STATUS  RELATIONSHIPS  NEW &
Sort by o

-
Q Barrantes, Rita -Ina call

Catata Nina, Elizabeth A - Away 45 mins

Dooling, Brian J - Available
& Don't Panic

Faroog, Omar - Out of Office 1 day - Mobile
contacts _< ® Tam out of the office 5/4/2017 to 5/5/2017. If you requi.. ™

Gillit, Rex - Away 20 mins
G5B-106

Schexneider, James - Away 45 mins - No IM

Spaunhorst, Anamari - Offline 20 hours

@ Stratton, Brandon M - Available - Video Capable
— (]
TPy (- caurorwarniG o — Call forwarding

Select audio device

dd a Contact

‘

Create a Contact entry for people that you communicate with often; it makes

communicating easy. For example, a call can be placed to a Contact with one click of a
mouse.

To add a Contact:
e Type a name in the Search field.
e The person’s contact information appears in the area below the Searchfield.

e Right-click the name of the person you want to add as a Contact.
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e From the menu that appears, select Add to Contacts List.

e Select the desired Contact group.

S] Skype for Business. - 0O x

Wear a smile — one size fits all.

Meenavalli, Chandu

% Available ¥,
7@ setvougtbcation ¥
0 o 5

doa x

MY CONTACTS

Dooling, Brian J - Away 12 hours - No I
Analyst, Teleat Send an IM

call v
Start a Video Call

Send an Email Message
Schedule a Meeting

Copy

Find Previous Conversations
Add to Contacts List »
Tag for Status Change Alerts
Change Privacy Relationship »

See Contact Card

‘Q - c—) ~ CALL FORWARDING OFF

Create a Contact Group

Create groups to help you organize your Contacts. Create as many groups as you need for

college, department, project team, students, family or friends.

®
To create a Contact Group: R

g Meenavall, Chandy

1] Araladle ¥

e Click the A Contacticon.
ddacCo 2 0 ¥ B
e From the menu that appears, select | .. st
Create a New Group. "
Barrantes, Rita - Avladle - Video Capable
° A NEW Group heading appea rs at Catata Nina, Elizateth A - Otthne 2 dept
the bottom of the window.

Docing, Brian J - Ay 1286w - e M

Farooq Omar - ssstasie - video Capasie

e Click on New Group then type the @ o=
desired name for the new group.

Schexneioer, James « ey 1| nowr < No M

Spaunhorst, Anamari - Oftine 3 G
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To move or copy a Contact to a group:

e From the menu that appears, right-click a Contact and select Move or Copy.
On-Click Calling

To call a Contact with one click:
e Hover your mouse over a 6/
Contact’s picture. e T o e °
P ©

e C(lick the Handset button
that appears.

Answer a Call

When you receive a phone call, a Call Invitation alert appears
in the lower right corner of your screen.

Choose an answering option:

e Click anywhere on the alert. B Voice Mail
e Click Ignore to send the call to voice mail. B Reply by IM
e Click Options to send the call to voice mail, to your & Setto Do Not Disturb

mobile phone, reply with instant message (IM) or set

status to Do Not Disturb. Options ~ Ignore |

Send an Instant Message

T send an Instant Message (IM):
e Hover your mouse overa
Contact’s picture.
e Click the IM button that appears. © e' ° e 0

e Enter the desired message in the message input area of the IM window that appears.
e Press <ENTER> to send the message.
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e Click the Options icon ©’ below the message input area = Gl = 8 =

to change the font style, size or color. Click the © Gillit, Rex @
. . SENIOR IT BUSINE... , Available - Video...
emoticon (smiley face) to choose from an array of © 2rarticpants

emoticons that accurately conveys your emotional state.

X

g ' @ w

@000V

To set-up voice mail: 7 e o B
Wiéhat's happening today?
IT Test Prone
o Click the Keypad icon. BT,
: . . . . S O i 0@ o-
e Click the Voice Mail options icon. = :
. . e eiorob i Q
e Select Set-Up Voice Mail from
the menu that appears. o | |
Note: The first time you call the Voice Mail system, | |

you will be asked to create a Voice Mail PIN. ‘ /
Tednal L ca
i pin R Check

VOICE MAn Lo
+1 (866) 2656761 wzm MOt /
Othes e

+1 (424) 233-2943 11747201

Othee

Listen to Voice Mail in Outlook

When you receive a voicemail, the message the appears in your Outlook inbox

© riay & Piay on Phone 1 Edit Notes

To listen to your voice mail in Outlook: .
Microsoft

Voice Mail

2utlook on behalf of UNIV OF HOUSTON

seconds)

e Go to your Outlook Inbox.
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e Open any email with Voice Mail in the subject.

o Click the blue play button to listen to amessage.

Listen to Voice Mail in Skype for Business

To listen to voice mail in Skype for Business, choose one

[ .
of two options: - © = @
e Click * .Your voice mail appears at the bottom of the
window. Hover your mouse over the picture of the — @

person who recorded the message. Click the Play

button. @ ° e @ ° B

e Type 713-743-6200 in the Search field, press <ENTER>. Skype for Business dials the Voice
Mail system. Follow the prompts.

View Missed calls in Outlook

When you have a missed call, a missed call notification
appears in your Outlook Inbox.

IT Test Phone e
Missed call from IT Test Phone 10:20 AM
You missed a call from IT Test Phone at
To view missed calls in Outlook:
e Goto your Outlook Inbox. Missed call from IT Test Phone

Meenavalli, Chandu
Microsoft Qutlook on behalf of | IT Test Phone
Mon 5/8/2017 10:20 AM

e Open any email with Missed Call inthe - w

su bJeCt' You missed a call from IT Test Phone at |d_31110@central.uh.edu
Caller-1d: ld_31110@central.uh.edu
‘Work: 713-743-1110
E-mail: Id 31110@Central.UH.EDU
IM Address: ld 31110@Central.UH.EDU

Sent by Microsoft Exchange Server 2007
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View Missed calls in Skype for Business

Two view missed calls in Skype for Business: EE—

ar a smile — one size fits all.

o Click the Recenticon.

ALL MISSED CALLS

(4 © IT Test Phone 1019 AM
Missed Call

Information for Skype for Business Meetings and Conference Calls

There are four classifications for meeting participants:
Organizer — the person who schedules a meeting or conference call.
Leader — the first person to dial-in to a conference call from a Skype for Business phone.

Presenter — can invite others to an active meeting or conference call. During a meeting, a
Presenter can change the classification of other Presenters to an Attendee. Only a Presenter
can record a meeting, distribute files and share items, such as the desktop, a program,
whiteboard and conduct a poll. By default, all faculty and staff members are a Presenter. If
desired, the meeting Organizer can change the permissions level of any participant from
Presenter to Attendee before the Meeting Invitation is sent. This is done using Meeting
Options. For information on accessing Meeting Options, see UIT document Conferencing
Quick Reference for Windows.

Attendee — can initiate instant message (IM) conversations and view items that are shared.

By default, meeting participants who dial-in from a non-Skype for Business must wait in the
lobby until a Leader dials-in. The first person to dial-in from a Skype for Business phone
becomes the Leader and anyone waiting in the lobby can be given access to the meeting.

If you want to be a Leader or need to be (for instance, if all other participants are not
affiliated with UH) and you dial-in from a non-Skype for Business phone, you must enter your
Dial-in PIN to become the Leader. The Dial-in PIN is identical to the Sign-in PIN for CX600
phones. If you cannot remember your Dial-in PIN or if you never received a Dial-in PIN, go to
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dialin.central.uh.edu to reset your PIN or obtain your first PIN.

Before sending a Meeting Invitation, the Organizer can change the Meeting Options. It is
very important to change Meeting Options before sending the Meeting Invitation because
changing the options can potentially change the meeting link and Conference ID. The
Conference ID is assigned by Skype for Business and appears in a Meeting Invitation. Meeting

options include:

e Everyone waits in the lobby except the Organizer
e No one waits in the lobby
e Only the Organizer is a Presenter

Schedule a Phone Conference or Skype for Business Meeting in Outlook

A Skype for Business add-on is installed in Outlook that allows you to invite others to a
phone conference or Skype for Business meeting. You can even invite people who are not
affiliated with UH and are not a Skype for Business user.

B S -

FILE HOME SEMD / RECEIVE

To schedule a phone conference or Skype for Business meeting in o e Flgnore
. &0 E 7 Clean L
Outlook. Mew  New MNew & ke

Email Items~ Meeting
MNe 1 E-mail Message

Appointment

e Open your Outlook Calendar.
e Click New Skype for Business Meeting on the toolbar.

Meeting
Contact /
i Task
e Set the meeting date and time. U il Message UG »

More Items 3

® Clle Send. @y Skype Meeti
K Skype Meeting

SEHEMm

|

4 may, 2017 »
Su Mo Tu We Th fr Sa
i 225 TS YA 1B 1
7089 1011 1213
thme | Mon 82017 400 P v AR Say event 1415 16 17 18 19 20
21022 232425 262

2 29 30 3%

All attendees will receive a phone number to dial-in and a web address. Non-Skype for

10
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Business users may choose one of two options to join a meeting: Skype for Business Web
App or Skype for Business Attendee. For more information, see UIT document Using Skype
for Business Web App or Using Skype for Business Attendee.

Call Forwarding

There are three call-forwarding options. To
access all three options, click the Options

button then click Call Forwarding in the

Options dialog box.

L4
) Meenavalli, Chandu

Available ¥

|
] Set Your Location ™

Turn off call forwarding — calls will ring in Skype for Business and your desk phone.

Forward my calls to — sends calls
directly to voice mail, another
number, a Contact, or a Delegate.

Simultaneously ring — calls will ring
in Skype for Business and your desk
phone, while also ringing at another
location that you set. Simultaneous
ring must be selected to use the
Skype for Business Mobile App.

Skype for Busines

s - Options

General
Personal
Contacts List
Status

My Picture
Phones
Aerts

M
Ringtones and Sounds
Audio Device
Video Device
Call Forwarding
File Saving
Recording
Skype Mestings

Call forwarding

() Turn off call forwarding

Calls will ring you at work and not be forwarded.

Learn More

(@ (@ Forward my calls to:
Calls will be forwarded immediatel

Voice Mail v

New Number or Contact
My Delegates

/ %/ Calls wil ring you at work and also ring another phone or person.

These settings will apply:

Edit my delegate members

Your current call forwarding settings:

Calls will be forwarded directly to Voice Mail.

Edit my team-call aroup members

[ OK ][ Cancel H Help.

11
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Note: All Call Forwarding options can be accessed by
clicking the Call Forward button at the bottom of the Skype
for Business window. Select the desired option from the
menu.

Skype for Business
file Meet Now Jools Help

Wear a smile - one size fits all.

Meenavalli, Chandu
Available ¥
Set Your Locabon ¥

- 0 # B3 o-
Q

GROUPS STATUS RELATIONSHIPS NEW at

4 FAVORITES

Q Barrantes, Rita - in 2 meeting

® Catata Nina, Elizabeth A - available JAideo Capable
O Dooling. Brian J - Away 12 heGrs

Call Forwarding is Off

s Incoming Calls
(> Tum Off Call Forwarding

& fo

12
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Transfer Call

To transfer a call:

° 17 Test Phone

2% 2 Participants

¢ |n the Conversation Window, hover over the
Call Options button.

e Click Transfer Call.

e Select Another Person or Number or Park the
call.

IT Test Phone

Transfer Call

© Dooling, BrianJ - work =1
© Dooling, Brian J - Shpe Ca

© Dooling, Brian J - Vore Ma

Saved Conversations

If you have a UIT Exchange account, all of your IM conversations and phone logs are stored
in Outlook, in a folder named Conversation History.

To manage how your IM conversations and phone logs are stored in Outlook:

e In the main Skype for Business window, click the Options button.

e Inthe Skype for Business options dialog box, click Personal then select the desired
settings.

e Click Ok.

13 Using Skype for Business 2016



My sccunt

Personal Sign-in address:  cmeenava@central.uh.edu
Contacts List
Status Automatically start the app when I log on to Windows
My Picture Start the app in the foreground
Phones
Alerts Exchange and Outlook integration
M Note: Integration is controlled by your admin.
Ringtones and Sounds
Audio Device Sync contact info between Skype for Business and Exchange
(\:I::r:o[:::;;g Update my presence based on my calendar information
! | File Saving Show meeting subject and location to contacts in my Workgroup privacy relationship
Recording 1 [¥] Show my Out of Office info to contacts in my Friends and Family, Workgroup, and Colleagues
Skype Meetings privacy relationships

Save IM conversations in my email Conversation History folder

Save call logs in my email Conversation History folder

Location

Share my location info with other programs I use

Show pictures

Note: Clearing the box turns off all pictures in the app induding yours.
Show pictures of contacts

Set a Picture

Lync 2010 for Windows must be used to add a picture to your Skype for Business contact
card. Skype for Business 2016 can be used to hide a picture.

To hide your picture:

e In the main Skype for Business window, click the Options button.
e In the Options dialog box, click My Picture.
e Select Hide my picture.

e Click Ok.
x
Genersl My picture.
Pewns = &
Contacts |List o,
Status Other pecple wil be able 1o ser your picture, Sometimes when you change your piciure, peopie
T ot Deoeonentansy.
Phones
«
Nerts Hde my pichure
Ringtenes and Seunds Doe't show my picture to others,
QU ONck Note: Propie might st be able to see your pichre outside of Lync. Use Edt or Remave Fickure t
Yelto Davice TEMOVE YOur pichure completaly,
Call Forwardng
e Saving L% cr Kenove Pature I
Preview
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Audio Video Device Settings

The Options dialog box is used to adjust audio/video settings and check audio quality.

To access audio/video device options: To add contacts_dran from anather aroun or add from search.
Select Your Primary Device
"8/ Custom Device
e In the lower-left corner of the Skype for Configured in Audio Device Settings
Business window, click the Select e

] : . /V Check Call Quality -
Primary Device button, and select Audio MY (5 - CALL FORWARDING OFF
Device Settings from the menu.

e Inthe Options dialog box, o o B
CI ICk AUd Io DeVIce Or Eml ::I::::::vice ‘you want to use for audio calls: Learn More
. . Contacts List ustom Device

e Video Device. — R0 e el -
Phones Customize your device
ﬁ‘nm 'Iﬂv)) Speaker e (IDT High Audio CODEC) _~|

. . Ringtones and Sounds

e Select the desired settings. v )

Call Forwarding 2‘ Microphone | Microphone Array (IDT tigh Definition Audio CODEC) -]

Fie Saving

ing ) ]

e Click Ok. ] - | o
Ringer Communication Headphones (IDT High Definition Audio
’ )
Make a test call to hear how you sound Check Call Quality

Secondary ringer
[ Also ring: Speakers / Headphones (IDT High Definition Audio CODEC)
Unmute when my phone rings

Stereo audio playback
] Allow stereo audio playback when available

[oc J[ concel J[ b ]

Set Your Presence

To change your status:

@ Skype for Business

[ ) Cllck the Status ﬁeld_ Wear a smile - one size fits all.
e Select a Status from the menu. :

Available ¥
Set Your Location =

To indicate your location: 2 0 (= o

e Click the Location field.
e Type your location.
e Press Enter.
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Change Your Personal Options

To change your Personal options:

Click the Options button.

In the Options dialog box, select the
options you want to change.

Click Ok.

Pemonsl
Contacts Lis
Status

My Picture
Phones

Aens

nM

Ringtones and Sounds
Audio Device
Video Device
Call Forwardng
File Saving
Recording
Skywe Meetrigs

®

Skype for Business

Wear a smile — one size fits all.

Meenavalli, Chandu
Available ¥
Set Your Location *

Skype for Busiess - Optio - i ]

My sccount
Sion-in address:
[¥] Automatically start the app when I log on to Windows
[7]Start the app in the foreground

e er— |
| Advanced,

cmeensvacent al.uh.edu LcAdvanced.vy o

Exchange and Outiook integration
Note: Integration ks controled by your admin,
[¥]5ync contact info between Skype for Dusiness and Exdhange
| Update my presence based on my calendar information
| Show meeting subject and location to contacts in my Workgroup privacy relationship

V| Show my Out of Office info to contacts in my Friends and Famiy, Warkgroup, and Coleagues
pewvacy rel

(] Save tM

inmy ema C Hestory folder
|| Save call logs in my emall Conversation History folder

Location

|l shace my location info with other programs 1 use

Show pictures
Note: Clearing the box twirns off &l pictures in the app ndudng yours,
[7] Show pictures of contacts

To access Skype for Business Help:

Click the arrow next to the Options button.

Select Help -> Skype for Business Help
from the menu

® P

Weax & smile - one size Fits all

GROUPS STATUS RULATIONSIEPS

* yavoRrmms

Skype for umness Help

Catata Ning, Elizabeth A - cetine 1 nour
Dooting, Brian ) - kvstsble

@ Don't Panic
Farooq, Omar - Available - Video Capadle

e Gillit, Rex - Away & hewn
GsE-106

. Schexneider, James -3 a mesting Inagtive § mins

Spaunhorst, Anamart - Awsy 3 mos

16
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Advanced Skype

for Business
Features

This section covers advanced Skype for Business features. In this section, you will learn how
to:

Start a Conference Call Start a Video Call

Share Your Desktop or a Program Transfer a File
Record Video

Use a Federated Contact List Assign a Delegate
Response Group Dialing 911

17
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Start a Conference Call

If you are on a call and you decide that you need to have a conference call that includes the
person to whom you are speaking and additional

participants, this can be done in the Conversation ° T et e

window of the current call.

‘&% 2 Participants

To escalate a call to a conference call:

e During a call, in the Conversation window,
click the People button.

¢ Inthe box that appears, select Invite More Id_31110@central uh edu
People.

- W B2

e Inthe Invite by Name or Phone Number dialog box that appears, select a Contact or
enter a phone number.

e Click Ok.

Invite by Name or Phone Number
Note: Drag and drop a Contact from the Skype for Cheose  contact o type  mame ofphone number

Business window to the Conversation window is another | Q
way to create a conference call. Spaunhorst, Anamari - sy 40 min: =

ES Network Administrator 2, Technology Services and Support
Dooling, Brian J - Available
& Analyst, Telecom 3, Technology Sewvices and Support
"W\ Stratton, Brandon M - Available - Video Capable
“ @ ESNetwork Administrator 3, Technology Services and Support

Catata Nina, Elizabeth A - Offline 1 hour
Instructional Assistant, Technology Services and Support

Prasad, Govind - Presence unknown

Instructional Assistant, Technology Services and Support -

Cancel

18
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Dial a Long-Distance Number

Your long-distance authorization code must be ——
entered using the Skype for Business keypad.
To dial a long-distance number:

e Inthe Search field, using your keyboard,
enter a domestic long-distance number
or 011 followed by an international
long-distance number.

e Press <ENTER>.

e In the Conversation window of the
long-distance call, click the Call Options
button.

e After the long-distance number is
dialed, one or two beeps can be heard.
After hearing the beep(s), enter your
long-distance authorization code using
the keypad. If you enter your long-distance code too soon, the call will fail.

&% 2 Participants

IT Test Phone

19
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Add a Long-Distance Number to Conference Call

Adding a person with a long-distance number to a conference call must be done by making a separate
call and merging the two conversations together.

To add a long-distance number to a conference call:

e Follow the steps in the e
previous section to dial a 8 5 participants
long-distance number.
The conference call is
automatically put on
hold.

e Inthe Conversation
window of the long- bianage Recording:
distance call, click More i
Options (ellipsis).

e From the menu that AEREELR, (R
appears, select Merge
This Call Into -> the
desired call.

Conversation ( Participants)

Start a Video Call

To start a video call:

e Hover over the picture of a Contact.
e From the icons that appear, click on Video.

\ /

@oo0caa

Start a video call with bjdooling@central.uh.edu

20 Using Skype for Business 2016



Sharing Desktop

To share your desktop or a specific program:

e Duringacall, in the Dooling, Brian J
Conversation window, hover
over the Share button.

e From the box that appears,
select Desktop or

e Program.

". : ’ gt
e When you are done sharing, v t‘\
T ‘ ‘

2 Participants

click Stop Presenting. :

Present Desktop...
Present Programs...
Present PowerPoint Files...
Add Attachments...
More...

"Dool ing, I

Manage Content

- /g =i

2 (©) Send Fle 1o Ax Pricpaens - )
To transfer a file, choose one of (=) | O3t » e » 9 =T 5
two options: i 0
e Using your mouse, drag -ntl I
and drop a file onto the Lo [ B
Conversation window. wram R
e Thefileis sent to \ | s
everyone in the v oe [ G || Bira
conversation. = K Conpat —
e Click the Paper Clip and ©® @00 O o
select a file from your hard . =
drive.
e Click Open

e Thefileis sent to everyone in the conversation.
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Present Desktop

Make a Video Recording of a Meeting

Recording a Skype for Business Meeting captures audio, video, and everything that is shared.
Any Presenter can record a meeting. The recording is saved to their computer.

Note: You must be a Presenter to a
record meeting.

e To start recording an active
meeting:

e Click More Options and select
Start Recording from the
menu.

e While recording, controls
appear at the bottom of the
window to pause, resume or
stop recording

&\ Recording has started. x

22
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e C(lick the Stop button at
the bottom of the window
to end recording.

Skype for Business Recording

Manager appears after recording
ends.

Skype for Business Recording
Manager is used to play your Skype for
Business recordings or to publish
recordings in MP4 format to share
with others.

To access the Skype for Business
Recording Manager at any time:

Click the arrow next to the Options
button. From the menu,

e Select Tools

e Recording Manager

{Z) Skeype for Business Recording Manager =
| Fide  Melp
|| Tee Setin Oote Ste  lewh  Locatin iy
Docing, Ban 4. Moerava Chandy Pracrsang 23PN OME 00000 C'\Users\omeensva
Doclng. Giian | Masravak Chandu Comoldsd 2UPNSA/NT  IME 0201 C \Users \Graenava Erowse.
Putlis
Rename
Dalete
— —— = =
® Skype 10t Buiiness - 8 x
Weat & semibe - one sae fits all,
Meenavalli, Chandu
In & conterence ot >
®  sevourtoation ™
° 3 £
- 0 B @3 o
teet
GROUPS AIVS (LATIONSHIPS W Took A Tog
Help

4 NORTM WEST (1)
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Federated Contact List

The Skype for Business federation lets you communicate faster and more effectively
with those outside of the university, such as partners, suppliers, vendors or other
universities.

Being federated allows you to:

e Add a user from another organization as a Skype for Business Contact.

e Send instant messages to federated contacts.

e Exchange presence information.

e Escalate person-to-person instant messages to multi-person conferences.

UH is openly federated. You can use all of Skype for Business has unified communication
tools to communicate with someone who is at an openly federated organization. Skype
for Business supports federation with Microsoft Messenger public instant messaging
(IM). The federation makes audio calling and instant messaging possible between Skype
for Business and Skype users.

Note: At the address below, you can see which organizations are federated. Almost
5,000 organizations around the world have joined.

http://windowspbx.blogspot.com/2011/09/usa-microsoft-Skype for Business
-federation- directory_0
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Administrative

Work Group

Assign a Delegate

A Delegate is a person with permission to receive calls, messages and schedule meetings
on behalf of another. Deans, directors and department heads commonly use a Delegate,
as well as department phones where a back-up person is needed to answer the phone. If
a phone must be answered at all times, delegation provides a solution by routing
incoming calls to multiple phones. Using Outlook, Delegates can also have access to voice
mail and missed call messages. For more information on delegation including how to
delegate an Outlook mailbox, see UIT document Delegate Access in Skype for Business.

TSkope for Business ™ Op_ ]
To set-up a Delegate: Gl o e
ersonal @ Turn off call forwarding Learn More
‘;:E“s - Calls il ing you at work and not be forwarded.
My Picture ) Forward my calls to: Voice Mail
e Inthe Skype for Business %:;es /ﬁnﬂz:;rizmmedlamV::{r:o:or:gmy::;:vorknumber.
W| n d OW, CI | Ck th e O pti ons :n;g:g: ::d Sounds K Calls will ring you at work and also ring another phone or person.
Video Device §
button. e
. A . Recording Calls will ring you at work +1 (832) 842-4777 X24777.
e In the Options dialog box, click AE Urarovered o vl gt e 20 ot
Ca” ForWardIng, | These settings will apply: Al the time
. Edit my team-call aroup members
e Near the bottom of the dialog e
box, click Edit my delegate
members.
e In the Delegates dialog box,
click Add. A o) (o ] (o )

e Select the person(s) you want
to assign to be a Delegate.
e Click Ok.
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To rescind Delegate permission: et vt - o .

Delegates can schedule Skype Meetings, make calls, and receive calls (if the box is checked) on your behalf.

e Use the steps listed above to access —
the Delegates dialog box.
e Check the box next to the Delegate you
no longer want to be a Delegate.

e Click Remove.
e Click Ok. R G (et
e

Response Group

Response Group is a unified communications application that is used to create and configure
workflows. Workflows can route and queue incoming calls to designated groups. An agent
group is a collection of agents who handle incoming calls from the Response Group. When
an administrator creates an agent group, he or she can select the agents that are assigned to
the group and specify whether the group requires agents to sign in and out. A person will be
considered either an informal agent or a formal agent, depending on whether you are
required to formally sign in to your agent group to begin receiving calls.

Informal agents are agents that have been assigned to an agent group that does not require
them to sign in and out. Informal agents are automatically signed in to the group when they
sign-in to Microsoft Office Communications Server 2007 R2. If you are an informal agent, you
can receive calls routed to your group by using Microsoft Office Communicator 2007 R2
Attendant or Office Communicator 2007 R2.

Formal agents are agents that have been assigned to an agent group that requires them to
sign in and out. Formal agents must be signed in to the group before they can receive calls
routed to the group.

To view which Response Group, you are in:
e Inthe Skype for Business window, click the 0 .
arrow next to the Options button.
e Select Tools
e Response Group Settings.
e Sign-in with your CougarNet username and
password.
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Dialing 911 With Skype for Business

Your Skype for Business hard phone and the soft phone on your computer offer an amazing
amount of flexibility. One of the most powerful features of Skype for Business is the ability to
make calls from any location through the internet via your laptop computer. Unfortunately,
the technology of the Emergency 911 system has not kept pace with Skype for Business
technology, so even though you can place work calls from home, hotels, or even a cybercafé,
the 911 system will recognize the call as being placed from your office. This problem is not
unique to Skype for Business. It affects Skype, Vonage, and other IP phone service providers.

Please remember, if you place a 911 call using your Skype for Business soft phone (the Skype
for Business client), the 911 system will connect to the Houston emergency services and
dispatch responders to your office location that is associated with your phone number. If you
must place a 911 call from an off-campus location using Skype for Business, you must
specifically notify the first responder of your actual location. When possible, it would be
preferable in those situations to use a local phone or a cellular phone for 911 calls.
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