Skype
for Business



Installation:

In order to use the skype for Business Mobile app you must first download it from the app store of your
device, links to these apps are listed below:

(This is guide is tailored towards Android and 10S devices, Windows phone devices may have different

settings and options)

Google Play Store:
https://play.google.com/store/apps/details?id=com.microsoft.office.lync15&hl=en

Apple App Store:
https://itunes.apple.com/us/app/skype-for-business/id6058417317?mt=8

Microsoft Store:
https://www.microsoft.com/en-us/store/p/skype-for-business/9wzdncrfibb2

Logging in:

When opening the Skype for Business app for the first time you will need to login to begin use. In order to
complete the login process enter your NID in the following format:

NID@UCF.edu

Afterwards select the arrow below to move to the next step.
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You will then be prompted to read through the EULA, please read and select “Accept” to agree to the
EULA and move forward in the login Process.
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Terms of use

MICROSOFT SOFTWARE LICENSE TERMS
MICROSOFT SKYPE FOR BUSINESS FOR
ANDROID

These license terms are an agreement
between Microsoft Corporation (or based on
where you live, one of its affiliates) and you
Please read them, They apply to the software
named above. The terms also apply to any
Microsoft

+ updates,

« supplements,

* Internet-based services, and

+ support services

for this software, unless other terms
accompany those items. If so, those terms
apply.

BY USING THE SOFTWARE, YOU ACCEPT
THESE TERMS. IF YOU DO NOT ACCEPT
THEM, DO NOT USE THE SOFTWARE.

If you comply with these license terms, you
have the perpetual riahts below.

DECLINE  ACCEPT

In the following screen enter your password (This is the same password as your Email account) and
select the arrow below to Login.
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The App will then ask for your Cell number, your number will be used if you decide to limit how much data
the App can use and select the cellular option. More information on this topic can be found in the VolP
Data settings section of this document.
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What's your phone number?

+ 1407 ###

After logging in the first time you will be greeted by a few helpful slides that may help you get the best
experience with Skype for Business. Select the right arrow on the bottom right after considering the
slides presented.
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Main Page:

After logging in you will land on the main page of the application, here you will find upcoming meetings
aswell as a search bar for person lookup within the UCF address book.
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Service-Now Skype Activation Tasks

The app has three buttons on the upper right hand corner of the screen, in order they are:
Calendar, Dial Pad, and Contacts

Selecting these buttons will take you to their respective options.

Calendar:

Selecting the calendar function on the main page brings you to the calendar.
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Within the calendar page you can see meetings for the day aswell as future meetings. If these meetings

have Skype meetings associated with them you may join them through the app by selecting the “Join”
Button on the meeting.

(if you select "Open Calendar” this will open your OS’s default Calendar app)
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Tomorrow Friday,
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¢ Service-Now Skype Activation Tasks
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¢ Check Pinnacle Preorders & Workorders

Open Calendar

Dial Pad and Voice Mail:

When selecting the Dial Pad option on the Main Page, you will be presented the dial pad the skype app
uses to make calls.
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The dial pad can be used much like your smartphone, dial numbers directly using the whole number or
use extensions if you are calling internal to UCF numbers.

€ Dialpad and Voicemail ‘
Dialpad Vioicemai |
a
1 2 3
ABC DE
4 5 6
GHI JKL MNO
7 8 2
PQRS TUV WXYZ

The voicemail button will show you voicemails that have been left by callers. Selecting a voicemail plays
the message back to you.
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Roxana Aranda

Raymond Anadio

+1 (407) 823-0979

Doreen Goulding
© 0044

Aida Encarnacion

Michael Reaves

o014

+1 (407) 680-6154




Contacts:

Selecting the Contacts button on the Main Page, brings you to your saved contacts screen. Here you can
see the status of your contacts and call or message them with a simple tap of the screen.
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(Contacts may show as Updating while your device loads their status)
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€ Contacts Q
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Adam Lucas Andrew Cumbie Austin Lowe
Updating Updating. Updating.

Bobby Walton Daniel Sagendorf  Gloria Martinez...

Updating Updating. Updating...
Kevin Brown Keith Honaker Mark Crowe
Updating. Updating Updating.

Nathaniel Dennis Ross Cooper Ryan Roupe



Menu:

Selecting the profile picture Icon on the upper left hand of your Main Page will bring up the Menu within
Skype for Business.
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Joel Diaz

Nap all day. Sleep all night. Party N...

© Available A

Profile

¢ Call forwarding

Do Not Forward

& Settings
? Help & Feedback
1 About

Sign out




Menu > VolP Data Policy:

From within this menu you can change how much Data the application uses by selecting “Settings”.
Within this page there are multitudes of options including Data related options.
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< Settings

Calls and meetings
Phone Number

Voice Settings

salls will use Wi-Fi when available - then your

Require Wi-Fi for video calls
Wi i Il al over Wi-Fi, We'll never '.

Require Wi-Fi for App Sharing @

Audio Options Prompt
S meeting audio options before joining a .

Exchange
Ente

sour exchange credentials

HTTP Proxy
Enter your proxy settings

Sync contacts
Add Skype for Business contacts to your device

phonebook

Within this page you may change the VolP Data usage in the “Voice Settings” page. Here you can
choose between the following options:

VolP always: Always use WIFI or data when making calls depending on what is available

VolIP over WI-FI only: Only use VolP when on WIFI, if a call is made or received off WIFI the application
will dial your provided cell number to complete the call.

Cellular Only: The application will never use Data and rely on calling your cellular number to complete
the call both inbound and outbound.
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