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Using Skype for Business

For Oregon WIC Local Agency Staff
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What is Skype for Business?

e Skype for Business is an internet-based
conference call system that allows participants
to view speaker presentations and chat with
others during the call.

e Skype requires no special software.
J e You access Skype for specific conference calls
from your computer by clicking on a link

provided by the person setting up the call.

 WIC does not use the video or camera option
for Skype.



What you can do on Skype for Business

* Join conference calls — most state WIC program ")
conference calls use Skype for Business.

e Skype for Business allows you to see the presenter’s
computer screen on your computer.

 You can listen on your computer headset or call in B

separately on your phone.




What do | need to use

e A computer with internet access or a SMART
phone with the Skype for Business app

e A computer headset or a phone

e
* A headset is preferred for the best
experience '



Recommended Headset

e The state WIC office provided 2
Logitech headsets to every local
agency.

* If you use another type of headset
it must include both a microphone
and earphone.

A USB connection to your
computer is best.

e Get to know your headset mute
button and how to mute and
unmute yourself

.



Test your mic and speakers.

Normal earphones or
earbuds don’t work as well.

It is difficult to listen with
your computer speakers
and you can’t talk without a
mic.




Headset not required: You can call in using your

phone

* You can see the visuals on your computer and listen on your
phone. We have found lower sound quality and more frequent
dropped calls with this option.

* If you don’t want to see the visuals (or don’t have access to a
computer) you can call in.

* If multiple people are watching a computer together, you may
find the best option is to use your phone to call in.

e Please remember to mute yourself when listening in, and do
not put the call on hold.



To participate in a Skype call

 The meeting organizer will send you an Outlook
appointment, an email or a meeting agenda that
will contain a link and a phone number with an
access code.

e You do not need to do anything ahead of time to
participate. Just use the link and/or the phone
number and access code at the start of the
meeting.




A Skype appointment looks like this

- Join Skype Meeting Click this link to join on the computer.
Trouble Joining? Try Skype Web App

Join by phone
+1(503) 934-1400 (US Region) Only dial this phone number if you are not using a headset.

Find a local number

Conference ID: 6080451 Use the conference ID if calling on the phone.

s 3
Forgot vour dial-in PIN? | HEW You don’t need a PIN!

For technical assistance, DHS and OHA employees please contact the OIS Service Desk; guests, please click the "Help" link above.
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27 Yiew on Google Calendar
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Skype works on e _
MicrOSOft Or h; Norton Jameela™
Google based P e

email platforms

- Join Skype Meeting
Trouble Joining? Try Skype Web App

Join by phone
+1 (503) 934-1400 (US Region) English (United States)

Find a local number

Conference |1D: 6017806
Forgot your diakin PIN? | Help




This is what you’ll see when you click the link

If you have problems
or if your agency has

highly restricted Skype for Business

internet settings, try @ You are joining the meeting.

“Join Using Skype for You may close his web page now
Business Web App

instead” using Skype i gy R
Microsoft Edge or for Business i )

Explorer




How to join the meeting audio

Join Meeting Audio

Use the full audio and video if you are using a
computer headset.

() Call me at:

Use “Don’t join audio” if you are calling in by
phone. You will get feedback if you have
both computer speakers/microphone and
the phone on at the same time.

() Don't join audio

|| Don't show this again

® Use Skype for Business (full audio and video experience)

FYL Find these settings in Options under Skype Meetings.

OK

Cancel
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What does each Skype icon do?

The video cameraicon is for video calls. We don’t
use video calls. You don’t need a camera.

Click this ICON to use the instant message feature.

Click this ICON to mute or unmute yourself. If you are not using the

Logitech headset, you may need to mute and unmute in two places- this
button and on your headset.

Click this ICON to leave the call.




You can see the first several people on the call

Guest

Guest RANNO Bonnie

MNorton Jameel:

This s Wh.at it Thispersoniision This person has a
looks like if the picture in their

person is on the the computer but ook erotla
phone isn’t talking. p .

Big pictures show
who is talking.




Click the Participants button to see a list of
who is on the call

‘& 3 Participants

PARTICIPANTS x

Presenters (3)
® ARNOLD Diane
@® Mcgee Kimberly O

@® Norton Jameela

0090
o
A48

ARNOLD Diane

You can see who is available via chat, who has a

working microphone, who is talking, who is sharing
a screen, or who is on the phone.




Use the instant message feature

B . - O %

CONVERSATION * “a~ 2 Participants

Stop Presenting

Bonnie can you hear me?

I just unmuted you

You can ask TS ——
questions or Perhaps I need to be unmuted.
communicate with

the presenter

without using your
microphone.

The call host will
monitor the chat.

KANMNO Bonnie
Last message received on 10/26/2017 at 9:59 AM. L=

=)



When the presenter is sharing their screen

e Person sharing their
screen has the bigger B S Choose 17/ JE1 T1g0v

United Statas Department of Agricullure

°
p I Ctu re . MYPLATE AUDIENCE HEALTHY EATING STYLE FHYSICAL ACTIITY ONLINE TOOLS POPULAR TOFICS

e A pop-up appears if
the presenter sends a
message.

e You can respond to
the message by
clicking the speech
bubble.




When you leave the call

CONVERSATION * ‘a» 2 Participants

* You can rejoin the call
at any time if you exit
or hang up by -

Look at the amazing

a C C I d e n t choosemyplate.gov site!
[ ]
Dog pics are the best pics
Skype for Business

Need to leave? Don't worry, the meeting wi
continue for anyone who's still here.

* Your link keeps
working and you can
rejoin from the
original email link.

5t messa received on 10/26/2017 at 11:09 AM. h !
Last message received on 10/26, atll M B Vou'velefithecall. | Rejoin - ®




Troubleshooting problems



Avoiding problems from the
start

* Make sure your most recent computer
updates are installed (restart your computer if
you’re not sure)

e Try to log into a Skype For Business meeting—
if there is a problem with your test, you might
need to ask your technology department for
permissions.



Which browser are
VOou using?

e Skype works best with a Windows
browser like Internet Explorer or Edge.

 |f Skype is having you enter as a guest
or asking for your log in information, cut
and paste the link from the invite into
your Edge or Internet Explorer.

e Try “Join Using Skype for Business Web
App instead.”



It you have problems,
try leaving the call
and rejoining. This
solves many
problems.

Rejoin -

M A A




If you can’t hear

Check your volume settings.

Check your computer Audio Settings .
* You may need to enable your headset.

* Your local tech support can help with this.

Leave the meeting and rejoin.

If you can see but can’t hear, you can call into
the number listed on the invite.

(7~

1]
Flayback Recording Sounds Communications

Select a playback device below to modify its settings:

‘!’ P Headset Earphone
DI Speakers

] Cancel



e Check the mute button on your
headset.

e Click the mute/unmute icon on
Skype.

 To unmute yourself on a phone

If you can’t be heard oress *6.

e Occasionally state staff will mute
everyone if we're hearing a lot of
background noise.



If you get audio
“teedback” or an echo

 Make sure that you only have one device
turned on in your office. If you have both the
phone and the computer speakers or
microphone on, they will “squeal” or cause
audio feedback.

e Mute your computer speakers and
microphone if you are using a phone.




If you get this error...

FIRETS]
3D3Q

i Try a different browser resources ORM 4

Open URL:lyncl15 Protocol?

* Check the “Remember”
check box

* Then click the “Open
URL...” button

Remember my choice for URL:iynclS Protocol links

Open URLIyncl> Protocol

Skype for Business

Have you successfully joined the meeting? Feel free to close this page.
OR

Join Using Skype for Business Web App instead



e Here’s a video tutorial for other helpful tips
Learn more https://www.youtube.com/watch?v=7 c4z

about Skype Vl739M



https://www.youtube.com/watch?v=7_c4zVJ739M
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