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More "

“TIP

Skype for Business is
probably installed on
your computer. Ifitisn’t,
talk to IT Services at your
campus.

If you’re using a different
setup -- for example, if
you’re using a phone or
a Mac to access Skype
for Business -- your
options may look
different. Talk to your
campus IT Services tech if
you have problems or
guestions about using
Skype on your system.

search for it



How do | change my personal options?

Open the Skype for Business app.
Click on Tools to see your options.
You can also use Tools to check
your audio.
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Skype for Business - Options

General
Personal
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Status

My Picture
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Alerts

I

Audio Device

Skype Meetings

Audio device

Select the device you want to use for audio calls: Learn More

PC Mic and Speakers
[ v

Your computer's default setup

Customize your device

Diﬂ’i' Speaker |Speakers [ Headphones (Realtek High Definition Audia) w |

ﬁ Microphone |I'~'Iicrophone Array {Realtek

@ Ringer Speakers [ Headphones [RealbekHigheﬁniﬁon Au
v » Ifthe bars move
when you speak

your mic is working.

Also ring: w

Secondary ringer

Unmute when my phone rings

Stereo audio playback
Allow stereo audio playback when available

ok | Cacel || Hep




What if | don’t have the app?!

Many students won’t have the app. That’s ok.
They won’t need it to join your meeting. Instead,
they can use web-based Skype for Business.

€ @ @ | hitpsy//webpooldm10b03.infralync.com/iwa/WebPages/LwaClient.aspx?legac

Skype
for Business

& Q Search wBe 9 % A ©

English

Skype Meetings App

Guest, type your name below

[} Remember me

Install Skype Meetings App plug-in

By joining the meeting, | agree to the plug-in Terms and Conditions.

With the plug-in, you can share your screen in the meeting. You can't participate
in video of the meeting or join meeting audio from your computer,

Join the meeting

Sign in if you are an Office 365 user

If someone doesn’t have Skype for Business
installed on their computer, they can use a
web-based Skype for Business. They’ll see
a window like this when they click the link
to your meeting.

They’ll be asked to download a
plug-in. This takes a few minutes.



How do | set up a meeting?

You can do it in your Outlook calendar. In this guide, we’ll show you
how to set up a meeting in Office 365. If you’d like to give it a try, start
by logging in to the Office 365 portal here: hitps://portal.office.com

portal.office.com/ & Q Search % E 4+ H &
WO000000@campus.nscc.ca

] Office 365 your NSCC password

Work or school account

Verbinden  os«¢

. b Bk
Connect { -3 et leomenne@e . T
] r_._';._,- P o L =
F it pevezae | v [ ! [ Keep me signed in
M= ST ®

Can't access your account?

® 2016 Microsoft B® Microsoft
Terms of use  Privacy & Cookies




How do | set up a meeting?

Go to your Outlook calendar.

Office 365

¥ Install Office 2016

Good morning

|Search online documents

Use the online apps




How do | set up my first meeting?

L

@ MNew W Add calendar ¥

Calendar event ‘

Email message

Birthday event

H save

2,

il Discard ﬂ Attach a Skype meeting ¥

Add Skype meeting
Details ‘

create a new meeting

add Skype to your meeting

You can invite up to 250
NSCC staff or students to
your session.




How do | log in to my meeting?

Just join your session by clicking the link in your Outlook meeting.

: “TIP

Join online meeting ‘ click CTRL + click to
open the link.

Conference 1D
| Help

click the link in your Outlook invite
to join a Skype meeting



How can other people join my meeting?

There are lots of ways to invite people to your meeting.
Here are a couple of options.

L

H save [ Discard ﬂ Attach ) Skype meeting ¥  Charm ¥  Categorize ¥ i}

Details People f&) Scheduling assistant
| ] ‘ How to log in to our Skype session ~

— suggested contacts Posted Nov 8, 2016 11:34 AM

@ Conrad,Scott
Start © Scott.Conrad@nsce.ca Hl everyone’
Tue 2076-12-06 v | 11:30AM - ” Hire, Shelley
© shelleyHin We have our first Skype session on Friday from 10:30 - 11:30 am.
Tue 20161208 ~ | [1200PM - i‘} Mockford,Lorraine . o .

Aicsy [ Frvate © LomineMockiord@nscc.ca Make sure you are logged in to Office 365, then click this link to log in.

Repeat Save to calendar ﬁ Kulpers Rach9| . . .
Never «| | catender - Rschel Kuiper Join online meeting
Reminder Show as s Doucette-Wallace Michelle . Y . .
15 minutes - ey - © Michelle Doucetie@nsec.ca Before our session, it's important that you try logging in to test your system.
Add an email eminder Let me know if you have any problems!

Show All News ltems

You can add people to your

Outlook meeting
Or, you can share by cutting and

pasting the link — for example, in
your News in D2L



What does a meeting look like?

-] ‘Conversation (1 Participant)
Participants
PARTICIPANTS x = c
& 1 Participant

See Wh O ’ S i n Presenters (1)
. @ Campbell,Caralyn
your meeting ?

»

| Invite More Peaple ‘ | Participant Actions

The “stage”
You can present PowerPoint slides, create
a poll or sketch on a whiteboard

Profile
Here’s where you
see video or a
CONVERSATION x . Looks like you're the only one on the ’ .
' cal picture of the
people in your

Chat meeting. (Once
Send a you present
message to content, only you
the group and the person

speaking appear
on the screen)

Use a webcam, microphone,
manage the content on the stage



How do | manage my meeting?

Conversation (1 Participant)

Click the Participants
button to see a list of i 1 Participant s

people in your meeting ’

Your profile picture
Click the Chat button Feel free to start presenting. will be visible to

to see the chat. participants when
they log in and
when you speak

“TIP

You may need to
remind students to
do the same so
they don’t miss the
conversation!)

-




How do | talk or start my webcam?

1,.Sharen

Start My Video

2 0O@ -

Use your webcam and
turn on your mic
(You can preview your video
before it goes live)

I & 0 ’
Hold Transfey Devices

If you’re having problems
with your headset, you
might try switching.

*TIP

Most times, you
won’t need a
headset to use
Skype for Business.



How do | manage my session?

Participant Actions

PARTICIPANTS
Presenters (3) & (=] -
® Campbell,Carolyn 9 4 1l MutcAudience | No MestingIM No Attendee Video
' You can mute = ging A
® Conrad, Scott a i 11l m , i
Unmute everyone S MIC Or
MacPherson,? = ff ,
r 1 . g
® Mockford Lor Remove from Meeting ‘ tum O everyone S 2 0 =
h*l.al-:r:aErE:r:nter Vldeo from Hide Mames Everyone an Attendee Invite by Email

© Simpson,Jim
Lock the Video Spotlight “PartiCipant Actions”

Pin to Gallery

1 [&=] 5ee Contact Card

Invite Mare People ‘

Notice the icon

Right-click on an that tells when a
attendee’s name or click mic is muted?

on “Participant Actions” to
see your options.

Conrad,Scott




How do | share content?

You can present PowerPoint
slides, take a poll or give
students an opportunity to
brainstorm on a whiteboard.

*IMPORTANT

Your options may look
different than the ones you
see here. For example, if
you’re using a Mac, your
options may look different. If
there are options you need
but don’t see on your
computer, contact your
campus IT Services tech.

Present Desktop...

Present Programs...

Present PowerPoint Files...

Co-Author Office Doc...
Add Attachments...
Shared Notes...

My Notes...

More...

Manage Content (1)

&y B

Share your desktop

Present slides

Share files

Click “More” to:

Create a poll

Create a whiteboard
Create a moderated chat

(Q&A)



How do | present PowerPoint slides?
Conversation (1 Participant} % %* TIP

:2 1 Participant il 18020 You can upload your slides

days before your meeting.
They’ll be there when you log in.

& Once you upload your slides,
students will see them on the

can Uou hear me? stage. When you're done, click
the “Stop Presenting” button.

-

' Let me know in the chat

> E— ) [rT— 5 Navigate your slides with the
Welcome! . " B .
il a — “thumbnails” to navigate using

p p— N oo THUMBNALLS = NOTES pICtureS Of your S“des




Can | draw on my slides? (Yes. And so can students if you let them.)

Click the pen to see your options

4

Can you hear me? g

-A -~ Select and type
7 -/ Pen
# .| Highlighter
_ Eraser
Let me know in the chat

' v - Stamp
~ ~|  Draw a shape
Insert a picture (you can cut & paste, too)

*TlP You can give students the option to annotate slides, Delete
too, if you change your Skype Meeting Options. " | More options (including saving the screen)



How do | set up a poll?

L

Present Desktop...

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

My Motes...

Mare...

Manage Content 1)

]
click the “Present

Content” button and
then choose “More”

What would you like to start?

=

Whiteboard

choose “Poll”

Create a Poll

Paoll narme:

[Poll #1: Using Skype —
Question:
How are you going to use Skype? _

Choices
. |Presenting and sharing

|

[chat s |

[ ] |Interacti\re whiteboard o |
|Rec0rding ? |
|

|

|

|PDII5

‘ Create ‘ ‘ Cancel ‘

name your poll, add a question
and choices, then click “Create”



ow do | share my desktop?

7 Participants

Present Desktop... Request Control
22 Homepage - Mows Scotin.. % |

& D

3_U_v|| n_Id‘ Gﬂln:zlwd

Present Programs... e ——

HSCC D2 begin page

Present PowerPoint Files...

nscc
Author Office Doc..,

Don't Forget...

Desire:

vzl durng this sme:

isreguarly

Add Attachments.

| My Courses

Shared MNotes.

f Hotes..,

Last 10 Accessed Courses

1168 - LISR Intreduction b Managerment in Libraries -

More...

| - 1168 - GENLE300 - Reviow of Concepts and Compitencies (Fall
rﬂanage = 018)
Customised
168 - s
Fall 2016, H

Ly and Cormmuriity Nursing - Hancy Harman

1168 — Designing for Learing using DIL - Carolyn, Cara, Stott &
Jeff
Fall 2016, Community Callage Education Diploma Frogram

1161 - LIBRI00S - Information Services |1 - Joanne Hodder (ended

P —

| | Highicht 8 Mueigs G

Actual Size

Getting Started

NSCC uses DIL to deliver courses

® Take a Tour Video
@ DIL Go to Guide
@ Give DL a try!

How o get your textbook(s)
and ather resources

Technical Help

Contact us:

Emalt:  oline.leaming nsce ca
BT 491-67T4

Tolt-free: 1 1-6774

Office Hears:

NSCC Info =

Attendees can request control.

Log Out

the 219 Sunday of each menth from 2:00 am o B:00 am Attantic Time. Access to 2L wil be




How do | set up a whiteboard?

Whiteboards are blank screens that you
and students can write or draw on.

Conversation (1 Participant)

1 Participant

Present Desktop...

Stop Presenting

Present Programs...

Present PowerPoint Files...

Co-Author Office Doc. What would you like to start?

The whiteboard uses the same ‘
Z B tools as you use to annotate
Whiteboard PowerPoint slides

Add Attachments...
Shared Motes...
My Motes...

Vore...

Manage Content 1)

choose
“Whiteboard”

click the “Present Content”
button and then choose “More”



How do | record a session?

9 Click “Start Recording” to ...

Start Recording

Manage Recordings Q

IM Text Display Size 9
Change Eont...

High Priarity Once your

TR — recording is done,
Skype Meeting Options it’s saved to your

End Meeting computer and will
appearin “Manage
Recordings”.

Skype for Business Help

%2

]

o Click the Options button

well ... record.

& Skype for Business Recording Manager — O
File Help
Title Status Date
Flay
Maving from Collaborate to Skype ... how d... Completed 201 PM 10/1772...
Browse. ..
Fublish...
Fename
< > Delete

Recordings are saved as .mp4 files. They
can be saved, edited, copied and even
uploaded to D2L if they’re not too big.




How do | upload my recording to D2L?

You can post your video to News or even upload to your course content in D2L.

Start Recording

Manage Recordings <j
IM Text Display Size

Change Font...

High Priority

Meeting Entry Info

Skype Meeting Options

End Meeting

Skype for Business Help

Click “Manage
Recordings”

{8 Skype for Business Recarding Manage — O
File Help
Title Status Date Size Pl
ay
Welcome to Skype for Business Completed 12:35PM 11/25/.. 1MB
Browse...

Pubish. « (2)

e click “Publish”

Save and Publish X
Recording file name:
| Welcome to Skype for Business - Friday, Movember 25, 2016 12.35.17 PM.mp4 | — 9

Save to:
|C:llJJSEFSIII\ﬁJ'DDE435|3IIDESk1DD Browse... name and Save your
Conce - recording to your
computer or OneDrive
< > Delete




How do | upload my recording to News?

o

To upload your session to News,
create a new News item, click
the “Insert Stuff” button and
upload your video.

New ltem

General
Headline =

Our Skype Session

Content

5w |[La] % v | Paragr ~ ||B | 7 | U |~

¥
18]

i= ~ FontF + Size

Here's the recording we made of Friday's Skype session. Enjoy!

Insert Stuff

= My Computer

Course Offering

Files
B ePortfolio

F Video Note
Search

&5 YouTube

oe Flickr

@ Insert Link
@,  Enter Embed

&8 My Computer

Select the file tr' from your computer:

Browse... | Mo file selected.

Choose a location in which to store the file:

Jfcontent/enforced/6784-Sandbox_carolyn_campbell/

Choose Destination




How do | upload my recording to Gontent?

To upload your session to a D2L module,
go to Content, go to the module, click
“New” and then “Video or Audio”

Skype Sessions

Add dates and restrictions...

Add a description...

m Add Existi '“IES v < Bulk Edit

2 Video or Audio

& Upload Files

" Create a File

& Create a Link

=5 Add from Manage Files
= New Checklist

@ Mew Discussion

O New Dropbox

?] New Quiz

| here to create and|

Add Video or Audio

.

Upload

Drop your video or audio file here to upload

4

Cancel

or

Browse... «

You can upload files up to a maximum of 1 GB.




Can | get my session ready a few days before? (Yes!)

Everything you create is

stored in the Content for N
. . resent Frograms...

your session. You can go in - Content

a feW hours or even days Present PowerPoint Files...

before your session to

Present Desktop...

Co-Author Office Doc...

Add Attachments...

upload and prepare' chared Not . Whiteboard - Brainstorming Activity Mow Showing
Shared Motes... ’ Me

My MNotes... Everyone can download

Your slides, files, polls and

whiteboards will be there e § y
When yOU |Og in. Manage Content (1] @ ® @

Just CliCk the “Present Poll - How do you use Skype

Content” bUtton and then r[;qti;'ler presenters can download

“Manage Content”.

OO0 P

PowerPoint - Skype Orientation. pptx
Me
Other presenters can download




That's it.
Now log in and have some fun.

Check out Skype for Business
Quick Start Guides at Microsoft
https://docs.com/OfficeTraining/9869/
skype-for-business-quick-start-guides

And if you need help, contact
IT Services at your campus.


https://docs.com/OfficeTraining/9869/skype-for-business-quick-start-guides
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