How to Schedule Meetings with Skype for Business

You can schedule a Skype for Business meeting with someone even if they don't have Skype for
Business.

Schedule Skype for Business meetings using Microsoft Outlook

1. In your Outlook Calendar, click on New Skype Meeting
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2. Fill out the fields as you would for a standard Outlook meeting (To, Subject, Time, etc.)

Mleeting Format Text

—l [

x & Calendar E | -ET:} ESE!',
Delete 3 Forward - Appointment Scheduling Join Skype Meeting
Assistant Meeting Options

Actions Showw Skype Meeting

ﬂ YWou haven't sent this meeting inwvitation yet.

To... Luis Macdiel; Victor Herrera;
’ Subject Test 123
Send
Location Skype MMeeting
Start time rMon 3/23,/2020 E=]| |2:00 P
End time rMon 3/23/2020 FEl| | 230 PMm

Join Skype Meeting

Trouble Joining? Try Skype Web App

Join by phone

[(FE0O) S9B-2661 x5999 (Coachella) English (United States)

Find a local number

Conference ID: 123456

Forgot your dial-in PIN? | Help




You can use the Skype Meeting Options to control who is a presenter and who has active IM
(chat), audio, and video. Additionally, you can change the security permissions to ensure the
"conference ID" is renewed every time a new meeting is created.
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1 E:rmlssmr‘ls Where do you want to meet online? Help me decide
one

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.

() 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 getinto the meeting at any time as presenters.
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These people don't have to wait in the lobby: wWhy do I use this?

Anyone (no restrictions) ~
Callers get in directly
[] Announce when people enter or leave

WwWho's a presenter?

Anyone from my organization e Choose presenters

Presenters can share content and let people into the meeting.
ite

Do you want to limit participation?
] bisable 1M
CImMute all attendees

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

Remember Settings (a4 Cancel

Once you finish selecting the desired options, close the window, and click Send.

'n' You haven't sent this meeting invitation yet.

To... Inwvites
Subject Sample r‘neetingl
Send
Location Skype MMeeting
Start time Tue 4,21 ,2015
End time Weed A422,/2015

To start the meeting, go back to the calendar, find your meeting, and click "Join Skype

Meeting." The skype application will open automatically. If prompted, click "Admit Guests
from Lobby."



	How to Schedule Meetings with Skype for Business
	Schedule Skype for Business meetings using Microsoft Outlook


