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Skype for Business Connection Instructions

For instructions on how to use Skype for Business, please see below.
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A. Connecting to Skype for Business

1. Follow instructions to connect to the Library’s network.

2. Click on the icon in the system tray to open the application. If this icon is not in your system tray,
open the Start Menu and search: Skype for Business 2016.

3. Onthe sign-in screen pictured, enter your Library email address and click Sign In:

® Skype for Business -0 %

Skype for Business

Sign in o

Sign-in address:

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

Learn More
Delete my sign-in info

Sign in as:
© Available~

4. The app will recognize your Library credentials and allow you to sign in. Your home screen will display:

Whal's happening today?

Bxailable *

Sel Your Locatson ¥
& 0 3 -
& ;
|
GROUPS STATLIS RELATICMSHIPS REW -t
I HMORITES

fd OTHER COMIACTS (1)

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

Back to document menu




B. Set Skype to Launch on Startup

Skype will not start automatically when you log in to your computer unless that setting is manually selected.
There are two ways to do so:

In Skype Application: Set Skype to Launch on Startup

1. Click the Settings o~ icon in your home screen.
2. Inthe left-hand menu, click Personal.

3. Check the box next to Automatically start the app when | log on to Windows to set Skype for Business
to launch on startup:
Skype for Business - Options *

General My account

Rersonsl . Sign-in address: | Advanced...
Contacts List

Status [] Automatically start the app when Ilog on to Windows ‘

Skype Meetings

My Picture

Phones Start the app in the foreground

Alerts

M Exchange and Outlook integration

Ringtones and Sounds Note: Integration is controlled by your admin.

Audio Device

Video Device Sync contact info between Skype for Business and Exchange
E‘ZS;\::QQ Update my presence based on my calendar information

[#]Show meeting subject and location to contacts in my Workgroup privacy relationship

[]Show my Out of Office info to contacts in my Friends and Family, Workgroup, and Colleagues
privacy relationships

Save IM conversations in my email Conversation History folder

Save call logs in my email Conversation History folder

Location

[m] Share my lacation info with other programs T use

Show pictures

Mote: Clearing the box turns off all pictures in the app including yours.

Show pictures of contacts

4. Click OK to save your updates.



In Windows Settings: Set Skype to Launch on Startup

1. Click the Settings icon from the Start Menu.

2. Inthe Windows Settings window, click the Apps option:

L1 System

@ Network & Intemet
Wi-F sirpla

R Accounts

people

(1 Easeof Access

Narrator, magnificr, hig

3. Inthe Apps and features menu, choose Startup in the left-hand column:

e Settings

) Home

Windows Settings

Devices Phone
o AR "
] Pesonslzation E= Apps
d, k e i all, deda
(T,  Time & Language @ Gaming
AT Sp h ] te Game bar, captures,
Gome Modé
Privacy 77 Update & Security

Apps

= Apps & features

= Default apps
M Offline maps
3] Apps for websites

3 Video playback

Startup «

+0

Apps & features

Apps & features
Manage optional feature

Manage app execution aliases

Search, sort, and filter by drive. If you would like to uninstall or move an
app, select it from the list.

[ Search this list

Sort by: Name v Filter by: All drives

0016_1985_Core_Adobe AdobeReader 2019.02120... 563 MB

- 0017_1704_Core_IrfanSkiljan_IrfanView_4.50 6.50 MB

u 0022_1705_Core_WinZip_WinZipEnterprise_22.0 364 MB

I ! 0023_1411_Core_LOC_LogonScriptService_1.1.0



4. To configure Skype to start when you log in, locate Skype for Business in the menu and slide the status
bar to On:

Startup
. Registry Console Tool m On

Microsoft Corporation Low impact

E Send to OneMNote Tool (D Off

Microsoft Corporation Low impact

E Skype for Business Q On

Microsoft Corporation High impact

Back to document menu




C. Display your Availability Status

1. After logging in to Skype for Business, choose your availability status from the dropdown menu on the
home screen:

!-3 Skype for Business
What's happening today?

Available ¥

[~] Avyailable

@ susy

- Q Do Not Disturb
Be Right Back
Off Work

GROUPS HIPS NEW
Appear Away

(]

Find someor

[> FAVORITEY Reset Status

4 OTHER CC Sign Out
Exit

To add ¢ r group or add from search.

2. To set alocation and/or contact information, click on Set Your Location on the home screen:

Skype for Business.

‘What's happening today?

Available ¥

Set Your Location v -«

- 0 3= o

Find someone Q
GROUPS STATUS RELATIONSHIPS NEW &t
[> FAVORITES

4 OTHER CONTACTS (0)

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

3. Type in the information you want to share and hit Enter on your keyboard to display your status:
@ Skype for Business

What's happening today?

Available ¥
Working remotely. Contact: 202-707-1111 A
0 ot
- 0 Ej -
Find someone Q
GROUPS STATUS RELATIONSHIPS NEW &"
I> FAVORITES

Back to document menu




D. Find Contacts and Chat

1. To search for a contact from the Library Staff Directory, type their name into the Find someone dialog
box on the home screen:

Available =
Set Your Location ¥

L) L)
- 0 > Q-
Find someane Q

GROUPS STATUS RELATIOMNSHIPS MNEW at

2. To begin chatting with a contact, double click their name. A new chat window will open. You may have
multiple chat windows open at once.

3. To invite more people to the chat, click the @ icon in the top right corner of the chat window:

9 Lastname, Firstname - 0O X

Lasthame, Firsthname @

Inactive 5 mins

©

4. Up to 250 attendees can join a single Skype chat, video call, or audio call. To set up a Skype meeting with
multiple attendees using Outlook, see instructions below on how to Schedule a Meeting with Outlook
and Skype for Business.

5. If you would like to host an external video conference, online meeting, or webinar, please follow WebEx
instructions to do so. Skype is intended solely for Library staff and contractors whereas WebEx can
accommodate both internal and external attendees.

Back to document menu




E. Respond to a Chat Alert

1. If you are logged into Skype for Business, other users may start a chat conversation with you. When
someone else starts a new chat conversation with you, an alert will appear on your desktop screen:

2. To see the message, click anywhere on the photo area to accept it. The chat window will open to display
the message.

3. To reject the message, click Ignore.

4. If you do not want to receive message alerts, set your availability status to Do Not Disturb.

Back to document menu




F. Create a Group

2.

- 0 3
GROUPS STATLY RELATIONSHIPS

FAVORITES

# OTHER CONTACTS (0)

R~

From the menu options, click Create a New Group:

GROUPS STATUS RE

ELATIONSHIPS

2
m

FAVORITES

4 OTHER CONTACTS (0)

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

A New Group box will appear on your home screen
choice:

d OTHER CONTACTS (0)

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

d Title of New Grc-upl

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

1. To create a group of contacts, select the g+ icon on your Skype for Business home screen:

O

Q
-

. Rename it by writing in a new group name of your

4. To add contacts to your group, search for a contact’s name in the Find someone dialog bar.



5. Right click your contact’s name and scroll down to Add to Contacts List in the dropdown menu. Then
click the name of the group to which you would like to add your contact.

warren

MY CONTACTS

Bridgett Warren - oOffline 3 hours

Send an |IM
e a »
Bernard, !
Richards,
Sch 3 |
Copy
Stephens .
d P s Conversations
Warren, B Add to Contacts List L4 Other Contacts
Tag for Status Change Alerts Test Group
Change Privacy Relationship »
Warren, C o

See Contact Card

6. To rename or delete a group, right-click the group name and choose an option from the dropdown
menu:

4 TEST GROUP (I

To add conta

Move Group Up

Move Group Down

Rename Group
=~ Delete Group

Create New Group

Back to document menu
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G. Make an Audio or Video Call

1. To begin a new video ° or audio e call, open a new chat window. Select the corresponding icon:
© : rarticipant

Q00 ©

Note: These options may not be available to you if you do not have an existing microphone or camera on
your device or laptop. The Library will not provide external cameras or microphones.

2. Foran audio call, select the o icon and click Skype call to dial your contact:

Q00 ©

3. Foravideo call, select the ° icon, and click Start My Video to begin a video call with your contact:

Last messagq

Back to document menu
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H. Adjust Your Audio Settings

1. To check and adjust your audio settings, click the audio/video [« - icon on the bottom left of your home
screen:

e

Available v
Set Your Location ¥

a 0 3

Find someone

GROUPS STATUS RELATIONSHIPS
l> FAVORITES

I> OTHER CONTACTS (0)

.

2. Inthe menu, select Audio Device Settings:

Select Your Primary Device
&4 PC Mic and Speakers
Your computer's default setup

Audio Device Settings

-
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select PC Mic and Speakers:

3. Select your device from the Audio device dropdown menu. If you are using your Library-issued laptop,

v >

Make a test call to hear how you sound Check Call Quality

Secondary ringer

Also ring:

General Audio device
Personal Select the device you want to use for audio calls: Learn More
Contacts List .
Status ) PC Mic and Spgakem .
My Picture == Your computer's default setup
::::1":5 Customize your device (changes will apply to your next call):
M c(]] Speaker Speakers/Headphones (Realtek(R) Audio) ~
Ringtones and Sounds
Audio Device | >
Video Device
File Saving é\
Recording Microphone Microphone Array (Realtek(R) Audio) ~
Skype Meetings '
L1
= Ringer Speakers/Headphones (Realtek(R) Audio)
’ >
Make a test call to hear how you sound Check Call Quality
Secondary ringer
Also ring
Unmute when my phone rings
Stereo audio playback
Allow stereo audio playback when available
OK Cancel Help
4. Make sure the sound on your computer is turned on.
5. Click the play icon on the Speaker settings to test your audio:
Skype for Business - Options
General Audio device
Personal Select the device you want to use for audio calls: Learn More
Contacts List
PC Mic and Speakers
Status ﬂ ) " “
My Picture Your computer's default setup
ilhc::es Customize your device (changes will apply to your next call):
erts
M o Srmly Speakers/Headphones (Realtek(R).Audio)
Ringtones and Sounds
Audio Device '
Video Device
File Saving @
Recording Microphone Microphone Array (Realtek(R) Audio)
Sope et L | —
@
Ringer Speakers/Headphones (Realtek(R) Audio)



6. Speak into your microphone, and you should see the Microphone sound bar move when it hears your
voice. Adjust the volume as appropriate:

Skype for Business - Options

General Audio device
Personal Select the device you want to use for audio calls: Learn More
Contacts List
PC Mic and Speakers
Status @ “
My Picture Your computer's default setup
ZT]D;ES Customize your device (changes will apply to your next call):
lerts
M Diﬂg) Speaker Speakers/Headphones (Realtek(R) Audio)
Ringtones and Sounds
Audio Device ' »
Video Device
File Saving ﬁ
Recording Microphone Microphone Array (Realtek(R) Audio)
St v |_—
@
Ringer Speakers/Headphones (Realtek(R) Audio)
' L d
Make a test call to hear how you sound Check Call Quality
Secondary ringer
Also ring:
Unmute when my phone rings
7. Click OK to save your settings:
Skype for Business - Options X
General Audio device
Personal Select the device you want to use for audio calls: Learn More
Contacts List ;
Status ’/% Cther Device .
My Picture & Sennheiser SC60 Control
::'ET:S Customize your device (changes will apply to your next call):
™M afy
Ringtones and Sounds S
Audio Device ] >
Video Device
File Saving 2
Recording Microphone
S v -
o
Ringer Speakers (Sennheiser SC60 Control)
v >
Make a test call to hear how you sound Check Call Quality
Secondary ringer
[ Also ring: Speakers/Headphones (Realtek Audio)
Unmute when my phone rings
Stereo audio playback
[/] Allow stereo audio playback when available

Back to document menu
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I. Send a File or Image in Chat
1. To send a file or image to someone in a chat window, you can:

= Dragand drop a saved file or image into the text input area
OR

= Click the icon in your chat window. Double-click the file or image you wish to share.

2. The recipient will get a notification in their Skype Window of content being made available that they can
then open and save.

Back to document menu
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J. Share a Program, Presentation, or Desktop Screen

1. To share your desktop screen, a program on your desktop, or a presentation, click the @ icon in your
chat window and select an option from the dropdown menu:
e 2 Participants

Present Desktop.
Present Programs...
Present PowerPoint Eiles
Co-Author Office Doc..,
Add Attachments...
Shared Notes..

My Notes.,

More.,

Manage Content

Q00O O,

2. Click Present Desktop from the menu to show the entire contents of your desktop. If you have a dual-
monitor setup, you can choose to select all monitors, the primary monitor only, or the secondary
monitor.

Present Desktop

All Monitors Primary Monitor Monitor 2

16



3. To share a specific program on your desktop, click Present Programs in the dropdown menu. Select the
program window(s) you want to share and click Present:

Present Programs

- 8
o 3 g
LC's Digital Future & You

Outioak ‘Word Library Senvices Training

Note: The program you wish to share must already be open on your desktop to display among the
selection options.

4. Click OK when prompted with an additional dialog box notifying you that you are about to begin sharing:

Skype for Business

FYl: People will be able to see all the open
windows of the program you chose.

Using Windows 87 Viewers might be able to see
your desktop and apps if you use the Windows
peek feature. Also, windows overlapping an app
you're presenting might appear as black
rectangles.

Don't show this again
oK Cancel

Note: To turn off these notifications in, check the box next to Don’t show this again and then click OK.

17



5. Click on the display icon and then click More in the dropdown menu to access other presentable content
items such as Whiteboard and Polling:

We savi * din the
What would you like to start?
We say]  grmmmmmmmn s b in the
®
Whiteboard Poll Q&A

Last message received on 3/12/2020 at 10:49 AM.

. —
& 1 © 7

00 €

6. When you share a program file or desktop, the window you are sharing will have a yellow border and a
Now Presenting dialog bar will display on your desktop:

i Currently presenting

File Edit View Window Help

Home Tools Library-of-Congress...

8 2 Q @@ Page3 | Bof11 |3 @ O® wx - H @ %] . (OS] V74

WE WILL THROW OPEN N
THE TREASURE CHEST

The Library’s content, programs, and expertise are national treasures — we are
dedicated to sharing them as broadly as possible. The growth of the Library's
digital content, which includes our collections, has increased exponentially every
year. We will make that content available and accessible to more people, work
carefully to respect the expectations of the Congress and the rights of creators,
and support the use of our content in software-enabled research, art, exploration,
and learning.

Exnonentiallv arow our collections 2l

7. To stop your presentation or screen share, click Stop Presenting in the top right of the presentation
dialog bar.

Back to document menu
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K. Schedule a Meeting with Outlook and Skype for Business

1. To schedule a meeting with Skype for Business, start as you normally would by going to your Outlook
calendar.

2. Click the New Skype Meeting icon on the top navigation bar:
& o |-

Send / Receive Folder View Enterprise Vault ADOBE PDF "-';3' Tel

F B ol @ |EFEEEEHBE

New New New |J New Skype | Today Next7 Day Work Week Month Schedule
Appointment Meeting ~ Items -~ ] Meeting Days Week View
MNew Skype Meeting Go To I Arrange [

3. Inthe meeting request window, a meeting link to Skype will be automatically generated and added in.
Type in the attendee(s) and date/time information as you would for a standard meeting:

Untitled - Meeting

File ESUNN et FormatText  Review O Telln

— [ Appointment ) L ddress Book ) ]
x e 8L @' Zshow As [l Busy 8, o ‘s. =I\
ES Scheduling Assistant &, Check Names ==
Delete ¢ . Join Skype Meeting  Meeting  Cancel Reminder: 15 minutes - Recurence Time Room| Categq
¥ , " & ") Response Options = A
Meeting Options  Notes  Imvitation & Respor Zones Finder -
Adtions Show Skype Megting  Meeting Notes Attendees options
@ You haven sent this meeting invitation yet.
Te.
end
Siype Meeting oms
Tue 127172020 = [z30m
Tue 12712020 =/ [eoorm

Join Skype Meeting
Trouble Joining? Try Skype Web Apy

Help

4. Click Send to deliver the meeting invitation.

5. Once the meeting request is created, you have access to the Meeting Options feature in the Outlook
event navigation bar. To open the event, double click the entry in your calendar:

Format Text & wh U Wa
T — [Clappointment Ir G 1 Address Book
x & :—'1 _ € ; e = e Zshowas: M Busy - O ]
[S! Scheduling Assistant 2 Check Names ==
Cancel (4. B Join Skype]Meeting | Meeting  Contact ) Reminder: 15 minutes - Recunence Tim
Meeting 1 Tracking Meeting ons | Notes  Attendees - «] Response Options * Zon|
Actions Show ype Meting __ Meeting Notes Attendees Options
@ No responses have been received for this meeting.
To
- Test Outlook/Skype Meeting
Update
Skype Meeting
e |Tue12np020 =
Tue 12/1/2020 = 4s0em

Join Skype Meeting

Trouble Joining? Try Skype Web App

Help
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6. To view or change guest permissions, click Meeting Options in the Outlook event
from the left-hand menu:

Skype Meeting Options x
Where do you want to meet online? Help me decide
About

(® A new meeting space (I control permissions)

Each meeting I create is held in a new space with unique entry info. I choose who
gets in and what they can do in the meeting.

(O My dedicated meeting space (less secure)
All meetings I create are held in the same space with the same entry info. People
from my company can get into the meeting at any time as presenters.
These people don't have to wait in the lobby: Why do I use this?
Anyone from my organization ~
Who's a presenter?
Anyone from my organization ~  Choose presenters
Presenters can share content and let people into the meeting.
Do you want to lmit participation?
[Jisable ™
[[IMute all attendees

[]Block attendees’ video
Presenters can share audio and video.

Remember Setiings Cancel

7. Click OK to save any updated permissions.

8. When it is time to join the meeting, you can do so by:
=  Opening the meeting event in your Outlook Calendar and clicking the Sky
= Joining directly via an Outlook event reminder pop-up on your desktop;

= Clicking the meeting name under the =y icon on your Skype for Busines

Avdlduie ¥
(] Set Your Location ¥

a 0 B

TODAY

Back to document menu

. Select Permissions

pe meeting link;

s home screen:



L. Adding Skype for Business to Your Library-Issued Mobile Device

1.

To download Skype for Business on your Library-issued iPhone, make sure you have strong signal or are

connected to the LOCDeviceWiFi network.

()

On your iPhone, select the LoCAppCatalog application. The logo will appear as: m;i

In the application, search for Skype for Business. The logo will appear as: @

MaaS360 Browser
App Store: Business
Skype for Business
App St isiness
6.26.1 (18-Nov-2019)
ServiceNow Classic
App Store: Business
6.5 (11-Nov-2019) ot

““.". National Book Festival
App Store: Book
MaaS360 Secure Editor
App Store: Business

o
L. .6 & di

m CWTSato To Go
A
us
* T Q ®

Featured

Note: Installation will take a few minutes.

Once the application has installed, tap the Skype for Business @Iogo on your device to launch the
application.

On the Sign in screen, enter your Library email address (name@loc.gov) and tap the sign-in arrow
logo to continue:

S

Sign in

Advanced options

Sign-in help
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7. Ensure your Library email address is entered on the Sign in page and type in your Library password:

S

Sign in

name@loc.gov

Save Password @

Advanced options

Sign in

Sign-in help

8. Tap Advanced Options:

S

Sign in

nameE o goy

:
Save Passwoed (._,

Sign in

9. Inthe Advanced Options window, type in LIB\username the User Name bar and tap the X at the top left
of the window.

X Advanced options

LIB\username

Auto-Detect Server @

HTTP Proxy

Logging

About

22



10. Tap Signiin:

Sign in

name@loc.gov

Save Password @

Advanced options

Sign-in help

11. The first time you sign in, enter your mobile device phone number:

Skip

We need your phone number with
country and region codes:

+1

This lets you make and get work calls, and join meetings
from Skype for Business.
(If you use VolIP, and it's unavailable, this is your backup.)

Normal carrier charges apply to all calls.

12. Read and swipe through the tutorial:

We've merged some calling
features with your phone

®

Answer calls from your lock screen with
better reliability

You can turn this off in Settings
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13. Click Got it to confirm:

We've merged some calling
features with your phone

Calls are logged in your Phone app, which
makes returning calls faster

You can turn this off in Settings

Back to document menu
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