Choose your view

1. Inthe conversation window, click the Pop out
video gallery arrow.

o @ Skype for Busines

Quick Start Guide

Meetings

2. Click the Pick a layout button and choose a view:

- Gallery View shows everyone’s video streams

+  Speaker View shows only the presenter’s.

+ Content View shows only the meeting content.

+  Compact View shows pics of the participants in

S e Schedule a Skype for Business meeting

o Conversation 3 (Particpants)

3. Click Full Screen View for [ 2o et S : (This is an Outlook task.)
a large view of the video | 1. Open your Outlook Calendar, click the Home tab, and

streams. IH — g click New Skype Meeting. (If you are in Skype for
4. C(lick Pop in the video Business (Lync) mode, this button still says New Skype
gallery to show the gallery in the conversation window again. meeting.) o
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Join a Skype Meeting—There are so many ways! meeting = i e e B =
& [5) Scheshating Assistant = .
request just At g Mesing v Coremoce Mg ientes
In the main window, click the Meetings tab, then like you e H:........_.! ..“H........ o
v ) 12 I
double-click the meeting you want to join. O o men e s meetng st
normmilly oy | e | weeoaen — - Add your attendees
would. Py T A )
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| W:w“:m “mmw_.:m request, click Join B il K e
pe Meeting. e A R
* d
This is added automatically. w:mMm:gM o
| i 0 Redmand Attendees will click the Join i 9
| ; Skype Meeting link to join
N\Conferance 10: 191 .
the meeting.
In a meeting reminder,
click Join Online.
. , Set meeting options
Which Skype should | use? gop 3
You can set some meeting options in Outlook e
Skype for Business is for connecting with a co-worker or business associate. i — : :
@ kyp g wmdﬂoa.vac even send ﬂ_..,m meeting request like Join Skypk (Mectitg
@ Skype is for connecting with your grandma, or chatting with friends while gaming. who will be able to get into the meeting directly Meeting \Option
and who has to wait in the virtual lobby.
Skype Meeting
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