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@ Skype for Business

Guia de inicio rapido

Contacts, and IM

Find someone

Connect with people in your organization, or with friendswho have a Skypeaccount.

1. Type anamein the Searchbox.As soonasyoudo, thetabsbelow theSearch field

changefromthis: to this:
Find someone or dial a number Q Fred x
GROUPS STATUS RELATIONSHIPS NEW 3+ MY CONRACTS SKYFE DIRECTORY

2. Ifthepersonisinyourorganization, stay on the MY CONTACTS tab. If not, clickon
the SKYPE DIRECTORY tab. It will narrow your search if you know theirfull name or
Skype user name.

Add a contact [ s v

MY CONTACTS SKYPE DIRECTORY

Once you finda person,add themto m Send an M i
your Contactslist forquick access. = l

Start a Video Call
Send sn Email Message

1. Right-clickthenamein the

Schedule a Meeting

sea rCh ) Share Information Using Live Meeting
results. ::p Conversations
2. Click Add to Contact List. f::; T o , M[} c‘mmf.mue
3. Pickagrouptoaddyournew ool |l
contact to. e ConctCard ===

View a contact card

1. Tap a contact picture.

2. Tapthe ContactCard buttonto open Contact Card.

- x
| : Royce Fryland
8 Available - Video Capable
©®0®e

Pacific Standard Time

|
’ WHAT'SNEW = MEMBERSHIP
k) o ° v ° c Current Time Zone =
] 211PM
[0

Microsoft Teams

Guia de inicio rapido

Contacts, and IM

Find someone

Connect with people in your organization, or with friendswho have a Teams pr Skype
for Businessaccount.

1. Type anameinthe Searchbox.Assoonasyoudo.

[c; Search of type @ command

Satya Nadella .
) Draft
Add a contact -
. Microsoft i
Onceyou finda person, add themto x[van.Jaramﬂ S Hn
your Contactslist forquick access & Add to favorite contacts
) & July Everg

1. Click... Unknown: £ @, Notify when available

2. Click to Add to favorite contacts sy SOPHIEH
Je te tiens 2 @ Discard
Sébastien Portarmmmmm———y 24

. . Satya Nadella f
Send a Chat or email or video call @' oo %
M ecen CEO 4
or ausio call RN e of the CEO

@ 1 34/5320
4

satyan@microsoft.com

1. Tap a contact picture.

|
2. Taponthecorrecticonto launchthetype of ®‘ g =2 & o
connectionthatyou want @ |

Mghsage Satya Nadella B

Chat Organization Audio call
Email Video call

NO
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Presence

Want to shut your

Want to shut your virtual office door? @ Royce Fyiand

— virtual office door? . Laurent Jouanneau
Presence is automatically set based onyour ° walene Change picture
. Busy . .
Outlook calendar, but you can changeit - ® Dot st Presence is automatically set © Available
temporarily if you want to. Presence statusis a pw—r Righack based onyour Outlook ® Busy
quick way for other people seewhetheryou'refree Off Work - calendar, butyou canchange it © Do not disturb
GROUPS al ogooe
to chat. Here arethe presencesettingsyou can Appear Away temporarily if you want to. Be right back
I FAVORITES Reset Status . . -

change: - Presence statusis a quickway Appear away 4 set status message

Sign Out

) for otherpeoplesee whether [ saved
Bt O Reset status )
’ @3 Settings
you're freeto chat.

Here are the presence settings you can change:
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Meetings Meetings

Schedule a Skype for Business meeting Schedule a Teams meeting *

(Thisis an Outlook task.) (This is an Outlooktask.)

1. Open your Outlook Calendar, clickthe Home tab, and
click New Skype Meeting. (If you are in Skypefor
Business (Lync) mode, this button still says New Skype

New Teams

1. Open your Outlook Calendar, clickthe Home tab, and Meeting
click New Teams Meeting.

meeting.)
2. Complete the E B & O ER Review Praduct Packaging Plan - Mesting o 2. Complete the Scheduiing Assistant  Insert  Draw  FommatText  Review  Help Q' Tell me what youwant ta
) MEETING | INSERT  FORMATTENT  REVIEW . x O a P o m !; ng th
meet|ng " meetlng Actons | join ing | Meeting | Atiendews | Opions | Tags | D | Offie | GIPAY Hew weights
: D o p @R © = e ~ e e I LD
requeStJu St | Actions. I Scheulng deson Join Skeype Meeting Live  Conference Mzz'(mq Antendees req u eS Ju s me Tt
. . Meeting Options ~ Meeting  Call MNotes - H
like you like you
normally 10 You haver st meving vstion o ) normally B
- | sammy@conssocom your attendees 9 Requeed
would. - would. D“
—
Reviw roaua ackasing Fan
T = Gettme | MonTpagots B 1200AM = [ Jaldsy 6 Tims gones
e [muznsaos ) [200m | 7 At oy event Edtme  Mon72a20i8 [ 1230AM = O hake Recuring
Tha 3192015 ) [za0m B
ociton | e Tess Mestiog 3, ko P
prototypes and the customer feedback, and we'll discuss next steps|  m—t— A your Add
your
agenda or
This is added automatically. gene . : This is added automatically. agenda or
Lol by oh meetlng Join Microsoft Teams Meeting
cin by phone - . - . ;
iz (odrmnc) Attendees will click the Join info 5809 France, Nentere 7ol Attendees will click the Join meeting
’ Skype Meeting link to join o 01255 851 4T Teams Meeting link to join info
Conferance 1D: 191 the meeting. o] the meeting.
Set meet|ng OptIOI‘\S Set meetlng optlons Meeting
You can set some meeting optionsin Outlook You can set some meeting optionsin Outlook *
before you even send the meeting request—like before you even send the meeting request—like
who will beableto getinto the meeting directly who will beableto get into the meeting directly Join Tea
iti i - . Meeting \Options
and who has to waitin thevirtuallobby. and who has to waitin thevirtual lobby. 9 \Op
Skype Meeting Teams Meeting
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Share your desktop or a program

Need to show everyone whatyou're talking about?

1. Inthe meeting window, clickthe Present
button.

2. Click Present Desktop to show theentire
contents of yourdesktop...

or...

Click Present Programs and double-clickthe
programyouwantto share.

3. Double-clicktheprogramyou
want to share.

4. Ifyoushareaprogram, it will
have a yellow borderanda Now Present Programs
Presenting tab on your desktop.

5. To stop sharing, click Stop
Presenting on thebarat
the top of yourscreen, or
atthetop of the
conversation window.

Present Desktop

Present Programs...
Present PowerPoint Files...
Add Attachments...
Shared Motes...

Ny Motes...

Manage Presentable Content
Manage Attachments

Manage Motes

3 -
[——=_]
=TE ]G]
P vE wi

Microsoft Teams
Quick Start Guide

Sharing and collaboration

Share your desktop or a program

Need to show everyone whatyou re talking about?

1. Inthe meeting window, clickthe Share
button.

2. Click Desktop to show the entire
contents of yourdesktop...

or...

Click Windows ofthatprogramyou
wantto share.

3. To stop sharing, click Stop
Presenting on thebarat the Slide 2 of 196 ‘ Stop presenting
bottomofyourscreen, oratthe
top of the conversation window.

NO
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Audio setup and making calls

Audio setup and making calls

Set up your audio device

First things first: set upyour audio deviceand check the quality. You can use your Set up your audio device
computer's micandspeakers, plug ina headset.

AL rorwaRomG o First things first: set upyour audio deviceand check the quality. You can use your

1. Click Select Your Primary Device in the lower- e e e e computer's micand speakers, plug ina headset.
left cornerof themain Skypefor Business ;'e::s:;wusaoc ) X
. - 1. Click on your picture.
window. W PC Mic and Speakers

. N N N Your computer's default setup 2. Click Settings.
2. Click Audio Device Settings.
g Audio Device Settings 3 Cle De 'ces
. . . . i Vi
3. Pickyourdevice fromthe Audio Check Call O
. . Audio device — . .
Device menu, and adjust the Selctth devie you want t se for udo cal: 4. Choseyour Audiodevices
speakerand micvolume. ;-E::;;ooussoc . 5. Choseyour Speaker
L .
e ' 6. Choseyour Microphone |7 @ e
2 2000 USB OC
4 PC Mic and Speakers 3 .
Your computer's default setup - Speskies (Bealtsk High D

Start a call

o
G Microphans Ay Massk Hgh Cufindion AudalSST

G Maka 2 st call

1 Hover on a contact’'s

O?’\°>° ° ° . picuntil thequick Start a call

menu appears.

2. Clickthe Phone

button. | Philippe Goanvic
f 1| | e ) 1. Hoveron acontact'spic.
Start a conference ca | PRIN CONSULTANT

CDD ACM Consult EMEA Franc 1... 2 C||ck the Phone button fora
| | PARIS-ISSY/Mobile .

1. InyourContactslist,

call
. A Send an |M Philippe.Goanvic@microsoft.com
select multiplecontacts . |
by holdi the Ctrl k Start a Conference Call Start Conferencedggliow Using - o & o
yholding the Ltrfkey, q  Starts Video Call P S
and clicki ng the names. (] Start Conference Call by Calling Me At

Send an Email Message |
Other +1 (425) 260-8601

2. Right-clickanyof the New Number... [
selected names, then click Start a Conference Call.

3. Click Skype Call.

Message Philippe Goanvic =
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Set up your video device

You need a camera to sharevideo of
yourself butyou don‘t need one to see
someoneelse’svideo.

« Fromthe main screen, click &~
Tools then Video Device Settings.

+ Ifyouseeyou, you'reset!If not,
make adjustments. Click Camera
Settings.

Start a video call

1. Tapa contact’s

Video device
Select the camera you want to use for video calls:

Integrated Camera W

[ [cmeasetys |

picture.
2. TaptheVideo button.

A message popsup on
the otherperson’s

screen askingif they want to accept your call. (To stop showing video of
you atany point, justclick the Video buttonagain.)

TIP Duringan IM or SkypeforBusinessaudio call, click the Video

buttonto makeitavideo call.

Microsoft Teams
Quick Start Guide

Set up your video device

You need a camera to sharevideo of
yourself butyou don‘t need one to see
someoneelse’svideo.

* Clickonyourpicture
* Click Settings
+ Click Devices

* Under Camerasection chose your
camera

Start a video call

1. Tapa contact's
picture.

2. TaptheVideo button.

Philippe Goanvic
Yesterday

1
PRIN CONSULTANT

CDD ACM Consult EMEA Franc 1...
PARIS-ISSY/Mobile

Philippe.Goanvic@microsoft.ca 1

Message Philippe Goanvic B

NO



