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SKYPE FOR BUSINESS

Skype for Business offers multiple ways for participants to connect to the audio during
a meeting, call or event.

e Use the Skype for Business computer audio — direct from your computer or
tablet

e Connect via teleconference from your phone

Joining Skype for Business Audio

To join using your telephone

To connect with your telephone instead of the computer, there are multiple options of
connecting:

Dial into the Conference Call — use this function if you do not plan on logging on from your
computer or tablet, and want to just hear the

audio of the Skype for Business meeting. —~ Join Skype Meeting

Trouble Joining? Try Skype Web App

1. Inthe outlook invitation — under Join by

Phone dial into the conference number Join by phone

listed [PHSA] 604-675-4199 (PHSA) English (United States)
2. When prompted — enter the conference ID  Find alocal number

followed by #

; ) Conf ID: 56299133
3. When asked for a PIN - if you weren't onference

provided with a PIN in the meeting
invitation — do nothing and you will be
connected to the call.

Forgot yvour dial-in PIN? | Help

Use your computer video and dial in to the conference audio
— use this function if you tend to have difficulties with your

. Join Meeting Audio
computer audio.

® Use Skype for Business (full audio and video experience)
1. Click the Join Skype Meeting, or Try Skype Web Call me at:

App in your meeting invitation.
2. When prompted for audio, select Don't join

Don't join audio

aUdIO Don't show this again
FYl: Find these settings in Options under Skype Meetings.
3. Use your telephone and follow above
instructions for dialing into the conference call. R
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To join using your computer:

Follow these steps to join the conference with your computer headset.

1. Click the Join Skype Meeting or Try Skype Web App
2.Click Use Skype for Business (full audio and video experience)
3.Skype for Business should automatically connect to your default audio device set

up.
Skype for Business Headset Set Up ® e - 3
What's happening today?
To change the audio and video output on your Skype | <™ "
for Business. e
1. 0 ttings by selecting the wheel = ® P ®
. en your settings selectin e whee
. p y g y g Find someone \*
ICO n ' GROUPS STATUS RELATIONSHIPS NEW 2+
2. Go to Audio Device set up I

e From the drop down - select

the preferred headset to use.
Note: this could be the headset built
into your laptop, one that you have

Skype for Business - Options

General
Personal
Cortacts List
Status

My Picture
Phones
Alerts

Audio device
Select the device you want to use for audio calls:

Headset
Plantronics C520-M

Customize your device

plugged in, or if you have a headset " QP pese
built into the monitor it may select o — v @
this device. e soms £ veupne

e You can test your microphone Some Wetnge v —
and speaker with the arrow L e s

button once the headset is
selected
Once you are happy with the
selection, hit OK.
To adjust video device - follow the
same steps on the video tab.

| 4

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

Secondary ringer
Also ring:
[ Unmute when my phone rings

Stereo audio playbadk
Allow stereo audio playback when available

Ao J | concel

Learn More
( . ’

T22v-10 (Intel(R) Display Audio) w

Help

p

For more information on troubleshooting your Skype for Business Audio— visit
https://support.office.com/en-us/article/Set-Audio-Device-options-in-Skype-for-Business-
2533d929-9814-4349-8ae4-fca29246e2ff for videos and how to.
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