Skype For Business

Quick Setup Guide



From your classroom computer locate the Skype
application...
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Skype for Business

Skype for Business
Enter your student email address and click the Sign In

button. After validating the email address you will be
asked to enter your Password. Finish by clicking Sign In
again.

Sign in

Sign-in address:

| tom.sawyer@trios.com

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

Learn More

Password:

REREEE

[#] Save my password

Signin as:
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Skype for Business 9 - 0O X

i What's happening today?

tomsawer@trios.com
Available =

Set Your Location ~ When Skype for Business first loads you will have no
contacts in your profile. You will need to locate those

- 0 = )
/ people by using the search feature.

Find someane

S5TATUS RELATIOMNSHIPS NEW

4 OTHER CONTACTS (0/0)

To add contacts, drag from another group or add from search.
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Skype for Business 9 =

S What's happening today?

tom.sawyer@trios.com

it A In the box labeled Find Someone, enter the name of
. PO your facilitator. Found names will appear below. Locate
- the correct individual, right click on his/her name and
La select Add to Favorites.

MY CONTACTS

Lori Fillier - Offline

eastern

Lori Gosse - Offline
eastern

Lori Isnor-Dobrucki - offline
trios

Lori Mann - offline 2 hours
Medical Tran Send an IM

Lori Patric Call
eastern Start a Video Call

Lori Whitt Send an Email Message
+ Administratiy Schedule 3 Meeting

Loribeth k Copy

trios Find Previous Ccny
Lorie Doh Add to Favorites

eastern Add to Contacts List 3

Lorie Fern Tag for Status Change Alerts

trios Change Privacy Relationship *
See Contact Card
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tom.sawer@tfios.com
Available =
Set Your Location ™
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Skype for Business

Find someone
= GROUPS STATUS RELATIOMNSHIPS

= 4 FAVORITES

Lori Mann - Offline 2 hours

" 4 OTHER CONTACTS (0/0)

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

To begin a chat session, simply double-click the

individual’s name. A chat window will open on your

screen.

Lari Mann

Lorli Mann
MEDICAL TRANSCRIPTION FACILITATOR, Offline 2 hours
@ 2 Participants
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