Skype for Business Usage
Tutorial for the purpose of
Distance Learning
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Skype for Business Client — Main Window

@ Skype for Business

What's happening today?

Ksasbeh, Anass
Ina meeting v
@

° Available

@ @ Busy
- Q Do Not Disturb

A Be Right Back
Find someor =9 Q

Off Work
GROUPS SHIPS
Appear Away

NEW et

People wh Reset Status ct will show up here. Add them to
your Contz y can contact you and see when
you're arot Sign Out

Exit

Step 1: Open your Skype for Business client,
sign-in and make sure that your status is
Available



Skype for Business Client — Groups Creation

@ Skype for Business

What's happening today?

Ksasbeh, Anass
Available ¥
Set Your Location ¥

- O @& A

Find someone Q
GROUPS STATUS RELATIONSHIPS NEW gi“
4 FAVORITES

4 OTHER CONTACTS (0)

Step 2: Click on the
Group icon and then
Click Create a New Group

Add a Contact in My Organization

Add a Contact Not in My Organization *

Create a New Group

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

Display Options




Skype for Business Client — Group Naming

Step 3: Rename the group to an appropriate title i.e. course section

Find someone

GROUPS STATUS RELATIONSHIPS NEW
4 FAVORITES
4 OTHER CONTACTS (0)
To add contacts, drag from another group or add from search.

4 New Group

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

Find someone Q
GROUPS STATUS RELATIONSHIPS NEW E°+
4 FAVORITES

4 OTHER CONTACTS (0)

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

b IT Services|




Skype for Business Client — Students Adding

Step 5: Search for your student list using their email
address ID, click on the name of the contact you
would like to add to the group and then select the
group name. This will add the contact to the group.

4
Ksasbeh, Anass
Available ¥
@2 Set Your Location ¥

- O &

MY CONTACTS SKYPE DIRECTORY

System Ac Send an IM ind Technology

hadi.et X

MY CONTACTS SKYPE DIRECTORY

Etawi, Hadi - Inactive 1 hour - Mobile

System Administrator, Center of Information Systems and Technology

Etawi, Hadi - Inactive 1 hour - Mobile

Call »
Start a Video Call
Send an Email Message

Schedule a Meeting
Copy
Find Previous Conversations

Add to Favorites

Add to Contacts List » IT Services
Tag for Status Change Alerts Other Contacts

Change Privacy Relationship »

See Contact Card

Step 6: Continue to add contacts until you complete your
student list.




Skype for Business Client — Starting your lecture

GROUPS STATUS RELATIONSHIPS NEW EE]+
4 FAVORITES

. 4 OTHER CONTACTS (0)
Step 7: You will see when your start

your Video Call, all of the group
contacts are included in the 4 ESERVEES @)
conversation, any message that is
sent within the conversation will be N
. art a Video Call

sent to all partICIpantS and any @ Sagallah, Zakaria - Inactive Send an Email Message
replies will also be visible to the -
whole group.

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

Send an IM

Etawi, Hadi - Inactive 1 hour Start a Conference Call

Schedule a Meeting

Copy

Find Previous Conversations
Move Group Up

Move Group Down

Rename Group

Delete Group

W ~ Create New Group




Skype for Business — Call Recording

a Conversation (3 Participants)

@ 3 Participants aill 019 8@

Once you start your Skype Video Call
(Lecture) you can record the Call by
selecting Start Recording from the
main conversation menu

Start Recording
Manage Recordings

IM Text Display Size
Change Font...

High Priority

Meeting Entry Info
Skype Meeting Options
End Meeting

Switch to Audio Only

Skype for Business Help




Skype for Business — Call Recording

After starting video recording, The red-dot-in-a-white-circle icon will show up, an indicator
that recording is underway.

q Conversation (2 Participants)

—

(;Eﬁ%;) 2 Participants

o




Skype for Business — Call Recording

The Stop Recording option ends the
recording process and begins
processing the file. Skype will notify
you when the file is ready for
viewing or sharing.

The Pause recording/Resume
recording icons lets you temporarily
stop and then restart a recording.

Pause Recording

Stop Recording
Manage Recordings

IM Text Display Size
Change Font...

High Priority

Meeting Entry Info
Skype Meeting Options
End Meeting

Switch to Audio Only

Skype for Business Help
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Skype for Business — Recording Manager

The Skype Recording Manager lets
you view recordings and/or prepare
them for sharing with others.

In the main Skype for Business
window, click the downward-facing
arrow next to the gear icon, then
Tools, then select Recording
Manager. You'll be shown a list of all
your recordings.

@ Skype for Business

What's happening today?
Ksasbeh, Anass
Available -

g@ Set Your Location ¥

- O &

Find someone
GROUPS STATUS RELATIONSHIPS
4 FAVORITES

4 OTHER CONTACTS (0)

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

4 T SERVICES (2)

Etawi, Hadi - Inactive 4 hours - Mobile

NEW

@ Saqa”ah, Zakaria - Inactive 55 mins - Mobile

e

File

Meet Now
Tools
Help

Show Menu Bar

Always on Top

Recording Manager

Audio Device Settings

Video Device Settings
Dial-in Conferencing Settings

Options




Skype for Business — Recording Manager

@ Skype for Business Recording Manager — |

File Help

Title Status Date . Size Length Location Play
1 H 1 Saqallah, Zakaria, Ksasbeh, Anass Completed 3:40 PM 3/15/20... 2MB 0:01:51 C:\Users‘\Anass.DE. ..

Wa It u ntl I p rocessil ng Of yo ur Saqallah, Zakaria, Ksasbeh, Anass Completed 1:58 PM 3/19/20... C:\Users\Anass.DE. . Browse...
H H 0, H Saqallah, Zakaria, Ksasbeh, Anass Completed 1.54 PM 3/19/20... 5MB 0:02:45 C:\Users“\Anass.DE...
recording is complete (100%) - this Publish.
can take some time if the recorded Rename

meeting is long.

Select the recording and use the
options to Play or Publish (Save) the
recording.

Delete




Microsoft Stream - Video Uploading

Microsoft Stream is a
corporate video-sharing
service (YouTube Like Sharing
Service)

Skype for Business video
recordings can be uploaded to
Microsoft Stream and shared
to All GJU users, certain GJU
users, Class teams etc.

1Ccrman Jordanian University Stream

(M Home o1 Discover v [ My content + Create v O search

Upload video

Group

Welcome back,

Channel

1.Skype Call Tutorial

Watch now

Learn how to use Microsoft Stream Don't show this again

Q

2

? Ksasbeh, Anass ‘




Thank You!



