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Sign in to Skype for Business

To open Skype for Business:
® e _ o x
e Locate the Start menu option.

e Type Skype for Business in the search bar.
e Select Skype for Business.

Skype for Business

Sign in e

Sign-in address:

Sign-in to SFB Using a Computer in the CougarNet Domain

[Jeougar@central.uh.edu |

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

When a person is logged into a computer on CougarNet, upon Learn ore
launch, SFB will use the CougarNet credentials of the person pestemysamninte
logged into that computer. The sign-in to SFB is automatic as

Sign in as:
long as you enter the sign-in address & A
as CougarNetID@central.uh.edu.

Need help signing in?

Sign-in to SFB at Home Using a Computer Not in the CougarNet
Domain

@ Microsoft Carporation, All rights reserved,

e In the Sign-in Address field, enter your
CougarNetID@central.uh.edu.
e Click Sign In.
e Inthe User Name field that appears, enter CougarNetID@cougarnet.uh.edu.
e Inthe Password field, enter your Cougarnet password.
e Click OK.

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

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

Conversation Dial Pad Meetings

Status

Skype for Business

Rodriguez, Maricgla
Options

Location —____

o ; o
Contact & ® i O

Search Field

ind someone or dial a number Q

Sort By

P GROUPS STATUS RELATIONSHIPS NEW 28

People who've added you as a contact will show up here. Add them to
your Contacts list to make sure they can contact you and see when
you're around.

et -

Schwerin, Patricia - Available - Video Capable

Park, John J - Offline & days - Offline Messages Only
Aguinaldo, Donald - Offline 14 hours - Offline Message...
Contacts —=_ ﬂ‘ Tate, Danina M - Away 45 mins

Harvey, Matthew R -Ina call

Norgan, Mark A - inactive 10 mins - Mobile

A Hernandez, Ray - Available - Video Capable

—_
Select Audio Device . . )
T (3~ (> CALLFORWARDING OFF +— Call Forwarding

Add 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.

@ Skype for Business - 08 X
Note
Rodriguez, Maricela
Inaall ~
®  cetvourlocstion ¥
(4]
< O (5
tl @~
arr x
MY CONTACTS

Rafasl Arrown - Rosu

Send an [M

Call 3
ins

nd Support

Start & Yideo Call Irant Management

Send an Email Message
mins
Schedule a Meeting
Copy
\ Find Previous Conversations
Add to Contacts List »
Tag for Status Change Alerts
Change Privacy Relationship »
urs - Offline Messages Only
See Contact Card
Roberson, Anneka - Busy -

Q - c-b = 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.

® - o x
To create a Contact Group: Note
9 Rodriguez, Maricela
Available
e (Click the Add a Contacticon. ©  setiourtotion ~
o o

& O ®-
e From the menu that appears, select ——
Create a New Group. GROUPS  STAIUS  RELATONSHIS  NEW /
4 FAVOR Add a contact, create a group, and customize the Contacts IiEtl-

Arroyo, Rafael C - away 19 hours - Offline Messages Only

e A New Group heading appears at the

bottom of the window. o Eirkine, Robert -ina confeence ca
Carroll, Tom A - Available
. © AtWork...,
e Click on New Group then type the
desired name for the new group. Chance, Ron - Away 10 hours - Offline Messages Only

Davis, Ivey - Available - Video Capable

Dooling, Brian J - Out of Office 19 hours
* Dooling, Brian J is currently Away. -

Q - (—) - CALL FORWARDING OFF
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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.

One-Click Calling

To call a Contact with one click:

~
e Hover your mouse over a
Contact’s picture. @
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: J Cougar
+1 (713) 743-1411
e Click the left Phone icon to answer the call. is calling you
e C(Click the middle Phone icon to send the
call to voice mail or to set the status to BT Voice Mail
Set to Do Not Disturb. R h .
e Click the right Phone icon to send the wg Setto Do Not Disturb

call directly to voice mail.

Send an Instant Message

To send an Instant Message (IM):

/
e Hover your mouse overa Contact’s @/. . . @
picture.

e Click the IM button that appears.

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 More Options icon below the
message input area to change the font
style, size or color. Click the emoticon
(smiley face) to choose from an array of
emoticons that accurately conveys your
emotional state.

=] Chance, Ron

Chance, Ron
MGR, ITAC, Away 11 hours - Offline Messages Only
245 2 Participants

& 1

CQ0®

- 0O %

s °Q

More Options

g

Set-up Voice Mail

To set-up voice mail:

e Click the Keypad icon.
e Click the Voice Mail options icon.

e Select Set Up Voice Mail fromthe menu that

appears.

Note: The first time you call the Voice Mail system, you will be asked to create a Voice Mail PIN.

@ Skype for Business

Note

Rodriguez, Maricela
Available =
(] Set Your Location ™
o
wes
g O

Find someone or dial a number

1 2 3
= ABC DEF
4 5 6
GHI JKL MNO
7 8 9
PQRS TUV WXYZ
* 0 #
+
Redial %, Call
My number:

(713) 743-4747 34741
VOICE MAIL

aeperale@central.uh.edu
Skvoe Call
View More in Outlook
€3~ (> CALLFORWARDING OFF

N

Call Voice Mail
9/18/201
Change Greetings

Set Up Voice Mail

|
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Listen to Voice Mail in Outlook

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

To listen to your voice mail in Outlook:

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

e C(lick the blue play button to listen to a message.

Fri 10/18/2019 9:57 AM
Microsoft Outlook on behalf of J Cougar
Voice Mail (9 seconds)
To © Cougar, J
jl -
You received a voice message from ] Cougar at 7137431411

Caller-1d: 713-743-1411

Voice Mail Preview isn't available for this message.

This voice message can't be transcribed. Either the audio quality is poor or the caller left the message in a language that couldn't be recognized.

Listen to Voice Mail in Skype for Business

To listen to voice mail in Skype for Business, choose one of two options:

15} Skype for Business - O x
e Click the Dial Pad. Your voice mail Nete
appears at the bottom of the window. 9 Iﬁlzt:rig_luez Maricela
Hover your mouse over the picture of | Sorin = /
the person who recorded the e G)o oM
message. Click the Play button. F— Q
l 2 3
o Type 713-743-6200 in the Search field, press T A:C D:
<ENTER>. Skype for Business dials the Voice G;‘ J;L M;“°
Mail system. Follow the prompts. S
Redial %, Call
N
E MAIL =~
- HNONONO, )
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View Missed Calls in Outlook

When you have a missed call, a missed call notification appears in your Outlook Inbox.
To view missed calls in Outlook:

e Go to your Outlook Inbox.

J Cougar

Missed Call 8:59 AM
You missed a call from J Cougar at 7137431411 <tel: 7137431411> .

e Open any email with
Missed Call inthe subject.

Wed 10/9/2019 11:54 AM
MO  Microsoft Outlook on behalf of (713) 743-1411

Missed Call
To @ Cougar, )

You missed a call from 7137431411

Caller-1d: 7137431411

View Missed Calls in Skype for Business

To view missed calls in Skype for Business:

e Click the Conversationsicon.
o Click Calls.

Skype for Business

Rodriguez, Maricela

Available ¥

Set‘rourLociV

ALL MISSED CALLS

Qv +1(713) 850-1600 6:58 AM

Phone Call

Che

Qv +1 (B00) 442-4757 6:57 AM
= Phone Call
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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 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
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Schedule a Conference Call 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.

To schedule a phone conference or Skype for Business

meeting in Outlook:

e Open your Outlook Calendar.
e Click New Skype Meeting on the toolbar.
e Set the meeting date and time.

e Click Send.

File Home
1
L o2 T
Mew Mew Mew

Appointment Meeting ltemns -

MNew

Send / Receive F

Mew Skype
Meeting

Skype Meeting

File Meeting

Insert

m =] Appointment
Deete 5 [ Scheduling Assistant
Adtions Show
®\‘ou haven't sent this meeting invitation yet.
To..
E Subject

Send

Location Skype Meeting

Start time Mon 10/21/2019

End time Mon 10/21/2019

Format Text

Review

® B

Join Skype Meeting
Meeting Options

Skype Meeting

| | &30 am
=] | %00 AM

Help Q  Tell me what you want to do
Eﬂ ﬁ [B] Address Book
X oa
 Check N
Mesting Cancel £ -/ECENAME

Notes Invitation E Response Options ~

Meeting M. Attendees

w | [] All day event

-

¥
EShowAs: DBUW . | &2 Recurrence EE e
@ Time Zones Cateqorize |
X - ategorize
D. Reminder: |15 minutes ELRmm Finder z
Options B Tags

Room Fin... ¥ *

h Rooms...

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20[21]22 23 24 25 26
27 28 29 30 31

4 October2018  »
Su Mo Tu We Th Fr Sa

8 0
Dictate View

© Templates

Voice | My Templates| -~

12 3 4 5

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

Skype for Business

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

click the Options button then click 9 Rodriguez, Maricela
Call Forwarding in the Options dialog @ setvourLocation ~
box.
- O o

Turn off call forwarding — calls will ring in Skype oo ot g2 momber [Options|
for Business and your desk phone.
Forward my Ca"s to - Skype for Business - Options X
sends calls directly to voice -

General Call forwarding
mail, another number, a Personal O Turn off call forwarding Lear uore

I gtoal;ﬁ;cts List Calls will ring you at work and not be forwarded.

Contact, or a Delegate. e RE ®Forward my cals A7) 5= 1k =

Phones Voice Mail

Calls will be forwarded immediately
Alerts Cougar, J
New Number or Contact

M / %“‘ @I E TS AT My Delegates
" L —
Ringtones and SV Calls will ring you at work and also

Audio Device
. . Video Device
SImu'taneously ri ng —Ca ”S & R Your current call forwarding settings:
. . . . File Saving
Wi I | rl ng N Skype fo r Bu Siness Recording Calls will be forwarded directly to +1 (713) 743-1411,

Shkype Meetings

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.

These settings will apply: All the time

Edit my team-call group members

Edit my delegate members

Send IMs when consulting to confirm transfers

Cancel Help
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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

Rodriguez, Maricela
Available ~
(] Set Your Location ™
wes
< O i

Find someone or dial a number

GROUPS STATUS RELATIONSHIPS NEW
s Farooq, Omar - Away 1 day

Johnson, David W - Inactive 2 days - Mabile

Jonason, Greg - Away 2 days
Greetings.

Lieu, My-Dung N - Inactive 2 days - Mobile
Its a Great Day!
I Call Forwarding is Off

Jffline Messages Only
Incoming Calls

c-) Turn Off Call Ferwarding
I - Mobile
_)

¢

| (+ Simultanecusly Ring »

) . lins
Call Forwarding Settings
O - g% ¢ | CALL FORWARDING OFF

Forward Calls To 3
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Transfer a Call

To transfer a call:

e |n the Conversation Window,
click the Transfer button.

e Select Another Person or Number
or Park the call.

e Click Transfer Now.

Maricela Rodriguez

2 Participants

n ¢ £ 0

Hold Transfer Consult Devices

Transfer Call

Choose a contact or conversation, or type a name.

ITSC Hotline - Work +1 (832) 842-1989
ITSC Hotline - Skype Call

ITSC Hotline - Veice Mail

Transfer Now
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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.
¢ In the Skype for Business options dialog box, click Personal then select
the desired settings.

e Click Ok.

Skype for Business - Options

yd

Skype Meetings

General My account
Personal Sign-n address: joougar @central.uh.edu Advanced...
Contacts List
Status Automatically start the app when I log on to Windows
My Picture
Phones Start the app in the foreground
Alerts
M Exchange and Cutlook integration
Ringtones and Sounds MNote: Integration is controlled by your admin.
Audio Device
= : ;
Video Device Sync contact info between Skype for Business and Exchange
Call Forwarding Update my presence based on my calendar information
File Savi
F-::cofd“i.ll'lngg Show meeting subject and location to contacts in my Warkgroup privacy relationship

Show my Out of Office info to contacts in my Friends and Family, Workgroup, and Colleagues
privacy relationships

Save IM conversations in my email Conversation History folder

Save call logs in my email Conversation History folder

Location

[m] share my location info with other programs I use

Show pictures
Mote: Clearing the box turns off all pictures in the app induding yours.

Show pictures of contacts

Goncal | [t
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Set a Picture

Skype for Business 2016 can be used to hide a picture. To upload a picture login to
Office 365.

To hide your picture:

¢ 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.
Skype for Business - Options *
General My picture
Personal )
Contacts List () Hide my picture Preview
Status Mote: People will still see your picture on the contact
card and outside of Skype for Business.
Phones
Alerts
M _
Ringtones and Sounds ® show my picture
Audio Device People will see your picture. If you change it, they
Video Device might not see the new one right away.
Call Forwarding
File Saving - -
) Edit or Remove Picture
Recarding
Skype Meetings
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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:

TSTEETIrS,
In the lower-left corner of Select Your Primary Device
. - Mobile
the Skype for Business & Handset
window, click the Select a Polycom CX600
. . Headset apable
Primary Device button, and Dlontronee 720
antronics C720-M
select Audio Device Settings 4 Custom Device Loie
from the menu. Configured in Audio Device Settings
Audio Device Settings
X X Check Call Quality
In the Options dialog box, Q% (5 - CAL FORWARDING OFF
click Audio Device or Video
Device.
Select the desired settings.
Click Ok.
Skype for Business - Options
General Audio device
Personal Select the device you want to use for audio calls: Learn Mare
g::ans List Headset
us oni 720-M ™
My Picture Plantronics C720-M
Phones Customize your device (changes will apply to your next call):
Alerts .
M CI:]:I’*I Speaker
Ringtones and Sounds '
Audio Device -
Video Device
Call Forwarding @ Microphone
File Saving
Recording ' I:l
Skype Meetings
i
é Ringer Headset Earphone (Plantronics C720-M)
v >
Make a test cal to hear how you sound Check Call Quality
Secondary ringer
[ also ring: Speakers [ Headphones (Realtek Audio)
Unmute when my phone rings
Stereo audio playbadk
Allow stereo audio playbadk when available
Cancel Help
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Set Your Presence

To change your status:

e Click the Status field.
e Select a Status from the menu.

Skype for Business

Mote

Rodriguez, 45
Available ™
(] Set Your Location ™
@
-—

To indicate your location:
e Click the Location field.

e Type your location.
e Press Enter.

Change Your Personal Options

To change your Personal options:

O

&
k

Skype for Business

e Click the Options button. Rodriguez, Maricela
9 Available =
e Inthe Options dialog @ settourtocation ~ /
box, select the options °®
- O
you want to change.

(11}

FEEE
e

o

| Options k-
Find someone or dial a number
e Click Ok.
Skype for Business - Options X
Personal [[]Reopen my conversations when I sign in
g::acts List Show call contrals when Skype for Business is in the background
us
My Picture Help us improve
Fhones
Aerts Skype for Business can send info to Microsoft, such as error logs, device configuration, and info about
M how you use the app. This info helps us fix problems, and improve this and other Microsoft products.
Ringtones and Sounds Send Skype for Business Improvement Program info to Microsoft Learn More
Audio Device
Video Device Help your support team help you
Call Forwarding
Flle Saving Logging in Skype for Business: Full ~
Recarding [ Also collect troubleshooting info using Windows Event logaing Learn More
Skype Meetings

Application window
Minimize to the notification area instead of the task bar

cocel | e
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Self Help

To access Skype for Business Help:

e C(lick the arrow next to the Options button.
e Select Help -> Skype for Business Help from the menu.

Skype for Business

Rodriguez, Maricela
Available =
o Set Your Location ™
Q HH - -
= O i 5 &
| File 3
Find someone or dial a number Meet Mow 3
1 Tools 3
1 2 3
2 ABC DEF Help 4 Skype for Business Help
4 5 6 Show Menu Bar Privacy Statement
GHI JKL MNO About Skype for Business
7 8 9
PORS TUV WXYZ
* 0 #
-
Redial %, call
My number:
(713) 743-4741 X34741
VOICE MAIL =~
Anonymous Caller 10/18/2019 =
Other -
View More in Outlook
(3- (>~ CALLFORWARDING OFF

19 Using Skype for Business 2016



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
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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 window of the

current call.

To escalate a call to a conference call:

+1(832) 247-2360

2 Participants

During a call, in the
Conversation window, click

the People button. n ¢ £ 0

Hold  Transfer Consult Devices

In the box that appears, select
Invite More People.

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

Click Ok.

Note: Drag and drop a Contact from the Skype for Business window to the Conversation
window is another way to create a conference call.

Invite by Name or Phone Number

Choose a contact or type a name or phone number,

Bhakta, Anita - Presenting
Technical Sves Specd, Technology Services and Support

Moon, Andy - Away 15 mins
Technical Sves Spec 4, Technology Services and Support

(-}

@ Dooling, Brian J - Away 15 mins
(-}
(-}

Analyst, Telecom 3, Technology Services and Support

Huynh, Dung M - Available - Video Capable
Analyst, Microsystems 2

Trippel, Diane - Available - Video Capable

Cancel
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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 In the Search field, using
your keyboard, enter a
domestic long-distance
number or 011 followed by
an international long-
distance number. n o =

i Press <ENTER>' Hold Transfer Consult Devices

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.

+1 (832) 247-2360

2 Participants
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Add a Long-Distance Number to a 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 previous section to dial a long-distance number. The
conference call is automatically put on hold.

e In the Conversation window of the long-distance call, click More Options (ellipsis).
e From the menu that appears, select Merge This Call Into -> the desired call.

Maricela Rodriguez

2 Participants

» & = 0
Resume Transfer Consult Devices

Manage Recordings
IM Text Display Size

Change Font...

High Priority

Merge This Call Into +1(512) 475-9400
This call is on hold. Resurne Call
Skype for Business Help -

9
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Start a Video Call

To start a video call:

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

/
® © & @ 6

To share your desktop or a specific program:

e During a call, in the Conversation window, hover over the Share
button.

e From the box that appears, select Desktop.

e When you are done sharing, click Stop Presenting.

Arroyo, Rafael C

2 Participants

Share your Desktop...
Share a Window..,
Share PowerPoint Files...
Add Attachments...
Shared Notes...

My Notes...

More...

Arroyo, Ral

Manage Content
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Transfering a File

To transfer a file, choose one of two options:

e Using your mouse, drag and drop a file onto the Conversation
window.

e Thefile is sent to everyone in the conversation.

e Click the Paper Clip and select a file from your hard drive.

e Click Open.

e Thefile is sent to everyone in the conversation.

= | Arroyo, Rafael C
©) Send a File to All Participants X
L] Arroyo, Rafael C « v <« Desktop » T Tools Receipts v | @ | SearchIT Tools Receipts el
ACA - HOURLY, Available
£3% 2 Participants Organize « New folder =~ [ @
MName )
7 Quick access
I FW_ T-shirts
B Deskto - -
P 05 AM10032019sm 5250 UH IT
* Downloads * @ Houston Main Quote for Webinar 100
Documents  #  ( piza fall 2019 receipt 3
| Pictures #  [Ed Piza fall 2019 receipt 2
2019 Maricela Rodri @ Pizza fall 2019
IT Tools Receipts @ Chick Fil A Fall 2019
Skype for Business gs-w-zownmy Ma McAlister
UIT Pens
Software
@ SPS5 FY20 Invoice 08 15 2019
| . @ OneDrive @ 5P55 License Invoice - Academic CVO Addendum for quote® 18409506
¢ ' £ O e _ [Ea CFI Shirts 022109
E This PC

@ 0012409306 International Business Machines Corporation

|:_} Metwork @Academic CWO Addendumn for quote® 12409506
E I 5AS Invoice 70005436 CN18862 (002)

@ SAS Invoice 70003436 CN18862

T Custoraer Rill RiTINNIRRTA Profarma Anaelini Niamond Solutions -/
£ >

File name: | ~| | Al Files ) v

ca n ce'
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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.
To start recording an active meeting:
Click More Options and select Start Recording from the menu.

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

stop recording

Conversation (2 Participants)

2 Participants

Arroyo, Rafael C

- 4

Stop Sharing

Rodrie

Start Recording
Manage Recordings

IM Text Display Size
Change Font...

High Priority

Meeting Entry Info
Skype Meeting Options
End Meeting

Skype for Business Help

Recording has started.
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e Click 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.

(&) Skype for Business Recording Manager - ] X
File Help
Title Status Date - Size Length Location Play
Amoyo, Rafael C, Rodriguez. Maricela Completed 311PM 10/21/2... 3IMB 0:00:50 CUsers'\mrodri53nV .. [ —
Moon, Andy, Parshi, Srinidhi, Rodriguez, Mari... Completed 9:.02 AM 7/29/20... 92MB  0:31:53 C:\Users'mrodr53WV... Browse...
Publish... |
Rename
Delete
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
Skype for Business.
Rodriguez, Maricela
Inameeting =
(] Set Your Location ™
$ O i @~
Eile 3
Find someone or dial a number Meet Now 3
GROUPS  STATUS  RELATIONSHIFS  NEW ook g Always on Top
Hel 3 .
4 EAORITES Help Recording Manager
Show Menu Bar Audio Deyice Settings
Arroyo, Rafael C - Busy Video Device Settings
Call Forwarding Settings
Birkline, Robert - Away 15 mins Dial-in Conferencing Settings
Report a Call...
Carroll, Tom A - Available Response Group Settings
@ AtWork.., Qptions
Chance, Ron - sway 1 hour - Offline Messages Only
Davis, lvey - Away 15 mins
Dooling, Brian J - Away 55 mins
Don't Panic -
€3- (- CALLFORWARDING OFF
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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

28 Using Skype for Business 2016


http://windowspbx.blogspot.com/2011/09/usa

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.
To set-up a Delegate:

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

e Inthe Options dialog
box, click Call
Forwarding.

e Near the bottom of
the dialog box, click
Edit my delegate
members.

e Inthe Delegates
dialog box, click Add.

e Select the person(s)
you want to assign
to be a Delegate.

e Click Ok.

Skype for Business - Options

General
Personal
Cortacts List
Status

My Picture
Phones

1M

Ringtones and Sounds
Audio Device

Video Device

File Saving
Recarding
Skype Meetings

Herts Vg

Call forwarding
(®) Turn off call forwarding
Calls will ring you at work and not be forwarded.

%’ (") Forward my calls to:

Woice Mail

Calls will be forwarded immediately and not ring your work number.

%"’ (C) Simultaneously ring: Select from this list

Calls will ring you at work and also ring another phone or person,

Your current call forwarding settings:

Calls will ring you at work +1 {713) 743-4741%34741.

Unanswered calls will go to:  Voice Mail in 30 seconds

Edit my delegate members

[#]5end TMs when consulting to confirm transfers

Learn More

Cancel

Help
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To rescind Delegate permission:

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.

Call Forwarding - Delegates X

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

Receive Calls Delegate
2 Dooling, Brian 1

¥

Ring your delegates after this many seconds: 5 w

OK Cancel

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.
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To view which Response Group, you are in:

e In the Skype for Business window, click the arrow next to the Options button.

e Select Tools
e Response Group Settings.

e Sign-in with your CougarNet username and password.

Skype for Business

Rodriguez, Maricela
Available =
Set Your Location ™

o

e 0

Find someone or dial a number

GROUPS STATUS RELATIONSHIPS MNEW

4 FAVORITES

Arroyo, Rafael C -inaall

Birkline, Robert - Offline 13 hours - Offline Messages Only

Carroll, Tom A - Offline 3 hours - Offline Messages Only
At Wark....

Chance, Ron - Away 18 hours - Offline Messages Only

° Davis, Ivey - Available - Video Capable

Dooling, Brian J - fway 14 hours
Don't Panic

0 - (—L - CALL FORWARDING OFF

ok

Eile

Meet Mow
Tools
Help

Show Menu Bar

Always on Top
Recording Manager
Audio Device Settings
Video Device Settings
Call Forwarding Settings

Dial-in Conferencing Settings

Response Group Settings

Options
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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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