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Forward

This guidesupportghe Army Enterprise Service Desk (AESD) helpdesk to troubleshoot and

diagnose problems that users may have with Skype for Business Online or Client. This guide

offers recommended practices as a strategy to regwves eproblems This document

supprtst he mi ssi on of AThe Service Desk to provic
the Army IT users and the Army IT servidesing provided O

Some of the contenh this document waetrieved fromthe Microsoft supportvebsitefor

Skype for Business 2015 fatttps://support.office.com/eas/skypefor-businessUtiliz ation of

the Skype for Business application is considered a government information system and as such
is subject to monitoring and recording per AR28&nd DoDI 850.01.

Back to Table of Contents
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Section 1- Signing into Skype for Business

1.1 Sign into Local or Telework Personal Computer PC)

The ArmyEnterprise Service DegRESD) usesthe SingleSignOn (SSQ of theuserto log
into local desktof’Csor r emot e t ellyeuva® unablertogogiR with your SSO,
please contact AESD for assistance.

1.2 Verify installation of Skype for Business on PC

1. Navigate towindows Symbolon Task Bar located otihe bottom(most cases), left, right,
or top ofthescreen 2 0D € © m

2. dick onE to showPrograms and Applications. Scroll dowith mouse tai S category
to find Skype for Businesslf missing, contacyour PC supporteamto installit.

PowerPoint 2016

Publisher 2016

QuickBooks

ReglSte Desktop

Seagate

Server Manager
Settings

Skype

Skype for Business 2016
Sticky Notes

Sway

1.3 Adding Exception Site List in JAVA

1. Openthei Co nt r odnyo&raompeutedandhendoubleclick theJavaiconto
openthe JavaControl Panelor Programs and Click on JAVA Configure JAVA

2. Once in the JAVA Contid?anel, select Security Tab
3. Add the 3 sites below to the Exception Site List

a. https://www.dmdc.osd.mil

b. https://pki.dmdc.osd.mil

c. https://idco.dmdc.osd.mil

4. Click Apply/OK Back to Table of Contents
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1.4 Activating your PIV Certificate

1. Before accessing Skype for Business, you must first d@agnfour PIV certificate.
Go to:https://www.dmdc.osd.mil/self_service/

B
e Bl iy v e s entop ettt e PP TR e »

Elvommeoe |
x@wenlo  IETMO

RAPITIS Sell

i of famify members, oreation of Form DD 1172 2, ar refssuance of famly

1. Click Sign

H 3 Need Assistance?
N Sign In
e . For Issuss with your 10 cond ar
Ak protdems kh spocsor o femlly
Family ID Cards CAC Maintenance member dokn, pleese contact a
ocal I care offe.
Heneweplace armly (L Carcs Updke ‘our bmal Address -
Ul Your Contac. Tnformetion Dl dighiations ==
Upcioke a Fermily Mambars Cortart Iréarmation activate the FLV Authentication Certfcate ;, vy proEieans nlE
Ao Famly M A Pt UPH el et
- ; ! Cowustin ]

— |

[ TP T T R P E——

L p- ®

a 8 i i
(]

i o e b Mo

@- 1D Cad O Onne

Selt Service Consent to Monitor

Yo e actmssing a U5, Gavsmmant [US5] [obormation Systm (15 that 1 proidud for USG baneficlary self darvice aulbarized uss oaly,

Iy g s 15 (e s any Gevica atached o this 151, ou consent o he folning condors:

+ The UK rewtinel intereagts and moniers communicasies oo this 15 for purposss inciding, but not imited b, penetration testing, COMSEC manioving, netwerk: operatire and defenza, persoomel mizzanduct (7, L enforcement (L], sed 2 . CIICk
tounlerteliggnce (C1] irestiptions, K

o At any tirs, the LS may inspect and scloe dota stored an this 1S,

o Whi all parsonsl idanttying nfarmation [PIT] dats seared en this 15 s pretected undar the Privacy Act of 1074, 2ll communkestans using this 15, and the dsts caturad to suppart thiz 1S 3ra ok private, ara subject tn reatisg menltoring, inkersaption, and
snaith, and ey b dsckoed o uved for ary VGG dullerand paposs

 Thia 15 Incla pecry maseures (1.3, Buehesication has aceass ezabrle) b protectUSE nbareate-at o your persanal aneft o pivacy,

# Mskrdaraading tha abera, (sing thl IS s nat ennetituti consant 1o PH, LF or C bsvastiative saarching or mantarig of tha eontant of prilaged camanleatisnt, o7 work ridict, raatad 1 pararyl FRETAGRATANGN BF sinAtia by Jthemiy.
pyehetherapists, or rieny, and thalr assistants, Such comvmenirations and wark product are pilvata and corfidsntial, Sae liser Aareemant for fetalls,

0c || ez tim

(Z)Heip Center ) (=i/+)

DS LOGON @&

Department of Defense
Self-Service

3. SelectCAC Login e—— i

DS Logon Password

Forgot DS Logon P

==

CAC @

Coemmen Access Card

More DS Logon Options

Phishing Alert: We do not initiate contact with beneficiaries via email or telephone to request

L2 } private parsonal (Name, SSN, DOB) or sansitiva DS Logon account Information (usernamae,
password, challenge questions). If you think vou provided personal or account information in
response to a fraudulent email, website or phone call, be sure to change your password and
challenge questions immediately.

Back to Table of Contents
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RAPIDS Self-Service

4. From t he
click Activate PIV

Certificate CAC Maintenance

Note that if you have
more than one CAC (i.e.
Civil Service and

Reserve), multiple CAC | | [ (0wt
information boxes will sbeadonnau

Email: john.r.doe.mil@mail.mil

Affiliation

Card Pairing

Agency/Department Code

Card Expires

2021)an13

Army

display. Click the action change crcemai @

Activate PIV certificate ]@

in the box associate with - 1@ sdrcconven |
the CAC that you want tq print ramiy st )@
update. S

——
[ [ ===

Reading CAC for Activate PIV Certificate
To activate the PIV Authentication certificate, information must be read from your CAC.

This can take several minutes.
Please do not refresh the screen or dlick the browser's back button.

The PIV Authentication certificate was added in support of FIPS 201. This certificate, in conjunction with the PIV End Point applet, allows access to federal websites which require PIV authentication.

(C1 =

UHITED STATES UNIF

&E

(SECTE

5. Click Proceedo continue activating the PIV Authentication
certificate associated with your CAC. Click Update CAC if
prompted. The progress of your task is displayed. Once 1D(
has completed process, the screen will notify you of succes

Contact DM || Accesibity/Section 508 | | USAgov | | Ne Fear Act ofice | | Privacy e Secuity otice

ATTAP-A018-1-A
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1.5 Signing into Skype for Business
Enter the email address fraime Welcome letter/email foanewuser of SfB in theroper
format. It should look something likkrst.last. mil@usa.army.mil. Be sure to use your
organization credentials, not ygoersonalSkype Name or Microsoft accournter it in the
Sigrrin address block.

Note: If you are signing into Skype for Business for the first time, enter youssign-in

address click Sign In, enter your CAC PIN, and click Sign In again. Make sure that SfB
starts automatically when you log on to Windows (see 2.2 Personal to verify).

Sign in o~

Sign-in address:

1. Entersignin address ithe
Sign-in addressblock

first.last. mil@usa.army.mil

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

Learn Maore

Ll

2. EnterCAC PIN inthe Password:
Passwordblock [
| Save my password
Delete my sign-in info
Need help signing in?
Signin as:
O Available -

3. ClickSign In. )___r

Make sure that SfB startsautomatically when you log on to Windows (see 2.2 Personal to verify).

1.6 Verify Entries in Registry

Check for thdollowing two registry keyentriesontheu s eegupsent.

REG ADDHKCU\SOFTWAREMicrosoftOffice\15.0Commonidentity /v EnableADAL
/t REG_DWORD /d 1

REG ADD HKCUWSOFTWAREBMicrosoftOffice\15.0Commonidentity /v Version /t
REG_DWORD /d 1

If the entries are missing,@eBowerShelto enter the following commandsd then reboot.

#4{EnableADAL | REG_DWORD 0x00000001 (1)
ab|FederationProvider REG_SZ Global

o SchemeAwareCredStoreValueCache REG_DWORD 000000002 (2)
el Version REG_DWORD 0x00000001 (1)

Back to Table of Contents
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1.7 Check DLL File Version

The client version oBkype for Businessequires DLL versions 15.0.4771.1001 and above for
Modern Auth. Thisapplies to MSO.DLL, CSI.DLL, Lynce.exand ADAL.DLL requires
version 1.0.2016.624 and above.

The DLL files are located in the following.

MSO.DLL
C:\ Program Files <(x86) or (x64Y€ommon FiletMicrosoft Share\OFFICE15\MSO.DLL

CSI.DLL
C:\ Program Files <(x86) or (x64Y€ommon File®Microsoft SharedDFFICE13CSI.DLL

ADAL.DL L
C:\ Program Files <(x86)r (x64)>\CommonFiles\Microsoft SharedOFFICE13ADAL.
DLL

Lync.exe
C:\Program Files <(x86) or (x64)Microsoft Office\Office18lync.exe
1 You can verify the version numbers of each file using Windows Explorer and hovering
your mouse over the file to display file details or by rglitking the file, selecting
Apropertieso and then going to the fAdetail
1 If your file versions are above the minimal requirement, please consult your designated
IT Support Staff.
1 If the file versions ARE NOT above the mirum requirementyour designated IT
Support Staff will need to push updated .DLL versions to the PC.

1 You must rebot the equipment when the.DLL files are updated.

1.8 Running Repair on an Installed Copy of Skype

Your IT Support staff must log in to equipmerg aradminto complete this task.
Open Control Panel and.select APrograms an

SelecttheSkypepr ogram and. 6el ect ARepair

= =2 = =

Once completed, reboot the equipment.

Back to Table of Contents
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1.9 Check Communication with Port 49443

Open Windows PowerShell and run the following commarahéxk port 49443.
TestNetConnectionComputerName sts.usa.army.niilort 49443
You want to get a return of TRUE fdhis APing
needs to be reported to AESD or your local NEC and they will act accordingly.

1 Once AESD oyour local NEC reports this issue is remedigpelase go to section 1 and
try to sign back into skype.

EN Windows PowerShell

Windows PowerShell
Copyright (C) Microsoft Corporation. All rig

sts.usa.army.mil
ed

TSmOt
ARC0OVUL

ComputerName

RemoteAddress

RemotePort

InterfaceAlias : Ethernete
SourceAddress - e
PingSucceeded : False
PingReplyDetails (RTT) : © ms
TcpTestSucceeded : False

1.10 Resettingthe Sign in password

If you recently changed yo@AC PIN, youwill need to enter your ne@AC PINin Skype for
BusinessAs astandardequiremenfor companiesemployeesnustchange passwords
periodically for security purposes.

1. Openthe Skype for Business sign in screen.

Note: If you are stuck at "Contacting server and signing in," click Cancel n-In.

Back to Table of Contents
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@ Skype for Business - 0 X

Skype for Business

Sign in o~

Sign-in address:

| Kfirst.last.mil@usa.army.rﬁil |

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

Learn More

2. Click onDelete my
Sign-in info * Delete my sign-in info

sign in as:

= :
& Available =

© Microsoft Corporation. All rights reserved.

Want us to forget this sign-in information?

We'll delete the Skype for Business sign-in and account infofor-

3. In the window that

appears, click/es
§ EES Nﬂ

Back to Table of Contest
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@ Skype for Business

Skype for Business

Sign in

Sign-in address:

L -

| [first.last.mil@usa.army.mil

or Microsoft account

Learn Mare

Sign in as:

@ Available -

4. Click Sign In.

b [

€ Microsoft Corporation. All rights reserved.

Use the sign-in address for your organization - not a Skype Mame

Sign in

Sign-in address:

| first.last. mil@usa.army.mil

Change

or Microsoft account

5. UnderPassword
enter youtCAC PIN.

Use the sign-in address for your organization - not a Skype Mame

Delete my sign-in info
MNeed help signing in?

Sign in as:

:J Available -

6. Click Sign In.

Learn More
Password:

FmERRR R
Save my password

ATTAP-A018-1-A

Back to Table of Contents

16|Page



1.11 Checking Installed Version of Skype for Business

1. Operthe Skype for Business main window, click thptions button @ and selecHelp,
thenAbout Skype for Business

®

Skype for Business

What's happening today?

Quantum Dynamics
Available ¥
Set Your Location ¥

P QUANTUM DYNAMICS (1)

s 0 3
an -
Find someone Q
GROUPS STATUS RELATIONSHIPS NEW ot
4 FAVORITES
P OTHER CONTACTS (1)

ATTAP-A018-1-A

v

File 4

Meet Now

Tools 4

Help U Skype for Business Help
Show Menu Bar Privacy Statement

About Skype for Business

Back to Table of Contents

17|Page



Section 2- Checking Skype forBusiness Settings

2.1 General

In Generabptions thewindow allowsseting up formatting for instant messages, help

Microsoft improve Skype for Business, help your support staff troubleshoot issues, and set

where Skype for Business is available from when closed.

Accessing theGeneral options window:
1. In the Skype for Businesmain window, click th®ptions button 2! and selecGeneral.

Or click the arrow next to th@®ptions buttonon the right 184~ and selecTools > Options

®

Skype for Business

What's happening today?

Quantum Dynamics
Available =
Set Your Location ™

- 0 B o-

Fmd someone Q

GROUPS STATUS RELATIONSHIPS NEW 2
4 FAVORITES

[ OTHER COMTACTS (1)

b QUANTUM DYNAMICS (1)

2.0n theOptions page, seledBeneral.

@ |

File 4

Meet Now

Tools 4 Always on Top
Help ' Recording Manager

Show Menu Bar

Or

Audio Device Settings

Video Device Settings

ngons

Dial-in Conferencing Settings

Skype for Business - Options

Personal
Contacts List
Status

My Picture
Phones

Merts

1M

Ringtenes and Sounds
Audio Device
Video Device
File Saving
Recording
Skype Meetings

Conversation window
[]Reopen my conversations when T sign in

Show call controls when Skype for Business is in the background

Help us improve

Skype for Business can send info to Microsoft, such as error logs, device configuration, and info about
how you use the app. This info helps us fix problems, and improve this and other Microsoft products.

[[] 5end Skype for Business Improvement Program info to Micrasoft Learn More
Help your support team help you

Logging in Skype for Business: Full

[ Also collect troubleshooting info using Windows Event loaging Learn More

Application window

Minimize to the notification area instead of the task bar

—

ATTAP-A018-1-A
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Conversation window preferences
The onversation windovgelections determine whether Skype for Busipesserve your
conversation display between sessions and what hapfemsSkype for Business moves
the background during an active conversation.

11f you want Skype for Business to remaen which conversations are in the tabbed display
whenever you sign out and automatically redisplay those conversations the next time you sign
in, selectReopen my conversations when | sign in

1 To display shortcut call controls if your active SkypeBaoisinessneetingis movedto the
background, sele@how call controls when Skype for Business is in the background

Help improve Skype for Business

Selecting this optioautomaticallysend error information to Microsoft specifically about
Skype for Bugiess such arrar logs, device configuration, and info about how the
applicationis used This information can helfix problems and improve the product

T To contribute Skype for Business error information, sebectd Skype for Business
Improvement Program info to Microsoft.

Set logging options to helgyyour support team

System log$elpto analyze problem3 heorganizatiors technical suppoiieammight

occasionally ask you to collect logs to help with troubleshooting. If they want you to collect log
information about Skype for Business, thelp your support team help yousection is where

you caninitiate log collectiors.

1 To change the logging\Vel, in theLogging in Skype for Businesdist, select-ull creates a
log file that contains detailed informatidrght (default) records summary information and
gathers info about specific errpm Off. Ask your technical support person which to
choose

1 Sometimes Windows event logs can provide clues to issues with Skype for Business. To

turn Windows Event logging on, seleiso collect troubleshooting info using Windows
Event logging

Back to Table of Contents
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SetApplication window

In Skype for Business, when you click @Gkse(X) button in the upper right corner of the
main window, Skype for Business keeps running so that you can redeitseof incoming
callsor messages. By default, clicking tG&sebutton minimizes Skype for Business to the
taskbarHowever,you can choose to have the Skype for Business window minimized to the
notification area (located at the far right of the taskinstead of the taskbar by
selectingMinimize to the notification area instead of thetaskbar.

Note: If you choose this option, itdoesnot take effect until you exit and then open Skype
for Business. In the Skype for Business main window, click th@ptions menu, click File,
click Exit, and then sign backinto Skype for Business.

2.2Personal

ThePersonal options window in Skype for Businabswsyou to change your sigim settings

to speed up the sign process, specify presence and calendar meeting information to display
to others in Skype fdBusinessand tell Skype for Business how you waértb interact with

other Office programs

1.In the Skype for Business main window, click tptions button ‘& and selecPersonal
Or click the arrow next to th®ptions buttonon the right %2 ™ and selecTools > Options

To changethe sign-in address
UnderMy account, in theSign-in addressbox, type the name of your user account.

My account

Sign-n mm:Firsi.Iast.mil@usa.army.mil | Advanced...
B Automatically start the app when I log on to Windows

] Start the app in the foreground

Note: If your organization uses Office 365¢do not change the Advanced setting, because
Office 365 requiresAutomatic configuration.

To automatically sign in and start Skype for Business
UnderMy account select théAutomatically start the app when | log on to Windows
checkbox

Stop automatically sigr-in and start Skype for Business
UnderMy account, clear theAutomatically start the app when | log on to Windows
checkbox

Start the app in the foreground
If you want the Skype for Business main window to open in front of other open windows when
it starts, select th8tart the app in the foregroundcheck box. If this option is not selected,
the Skype for Business icon appears in the Windows notification area (system tray) when
Skype for Business starts.

Back to Table of Contents
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Exchange and Outlook integration options
SelectSync contact info between Skype for Business and Exchangptionto engage the
sync of contacts between the two applications

Update my presence automatically show when you are in a meeting

UnderExchange and Outlook integration select théJpdate my presence based on my
calendar information check box. To specify who can see this infoioratuse the following
settings.

Exchange and Qutlook integration
Mote: Integration is controlled by your admin.

ync contact info between Skype for Business and Exchange
5 tact info bety Skype for B d Exch
~/]update my presence based on my calendar information
Update based lend formati
] Show meeting subject and location to contacts in my Workgroup privacy relationship
shy ti bject and location to contacts W lationshi

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

Save IM conversations in my emai Conversation History folder

Save call logs in my email Canversation History folder

To show this information to contacts in your Workgroup

Selectthe Show meeting subject and location to contacts in mworkgroup privacy
relationship checkbox

To show your Outlook Out of Office information to contacts

Select theShow my Out of Office information to contacts in my Friends and Family,
Workgroup, and Colleagues privacy relationshipscheckbox Clear the check box to hide
your Out of Office information from all your contacts.

To save your conversation history or phone call history in Outlook

UnderExchange and Outlook integration selectSave IM conversations in myemail
Conversation History folder checkboxallows storagef instantmessage history and phone
call history.Clearing checkboxdisables this feature.

Exchange and Outlook integration
Note: Integration is controlled by your admin.

Sync contact info between Skype for Business and Exchange
[]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, Waorkgroup, and Colleagues
privacy relationships

Save IM conversations in my email Conversation History folder

save call logs in my email Conversation History folder

Location options

Use the options under Location to specify whether Skype for Busshass your current
location on your contact card and with other Office programs.

Back to Table of Contents
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UnderLocation, select the&Share mylocation information with other programs |
usecheckbox

Note: If you choose this setting, altontacts(other than external contacts) can see your
location.

Location
Share my location info with other programs I use

Show picture options

Use the options und&how picturesto specify whetheryowa nt t o see ot her pe
pictures.

UnderShow pictures select or clear thBhow pictures ofcontactscheck box. The default is
to show pictures. Pictures take more screen real estate, so if seeing more contacts in the list is
more important to yothen clear this option.

Note: Clearing this box also means othersannot seepictures of youon Skype for
Business and yolcan not seepictures of senders and receivers in IMs and group
conversations.

Show pictures
Note: Clearing the box turns off all pictures in the app induding yours.

Show pictures of contacts

Advanced Connection Settings

The Advanced Connection Settingslialog boxnext to Sigain address provides optional
configurationsettings for Skype to connect t8kypefor Business servers.

Important: Normally, you do not needto change your Skype for Business sigim
settings. Donot choose manual configuration unless yournupport team tells you to and
provides detailed guidance on the correct values to use.
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1. In the Skype for Business main window, cllotions@':3 and selecPersonal

2. UnderMy account, selectAdvanced

3. IntheAdvanced Connection Settingslialog box, select one of the two methods:

General My account
fieracnid Sign-in address: first.last. mil@usa.army.mil Advanced...
Contacts List
Status Automatically start the app when I log on to Windows
| Iy Picture: | T STy i =l
Advanced Connection Settings X

(O Manual configuration

Select the method you want to use to configure your connection settings.

(®) Automatic configuration

rkaroup privacy relationship
d Family, Workgroup, and Colleagues

=3

Cancel Help

Automatic configuration

Location

[ share my location info with other programs I use

Show pictures
Mote; Clearing the box turns off all pictures in the app induding yours,

Show pictures of contacts

Skype for Business Servautomatically configure your connection settings.

Manual configuration

Caution: @oose this iinstructedoy the supportteamand only if giventhe server names

1 Internal server name
type the FQDN (fully qualified domain name) of your SkypeBasiness Server.

1 External server name
Type the FQDN (fully qualified domain name) of your Skype for Business Server

or Edge Server.

ATTAP-A018-1-A
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2.3Contacts Lists

In the Skype for Business mainndow, cIickOptions@ and selecContacts List.
These options change the display of your contacts in the main window

@ Skype for Business
What's happening today?
Quantum Dynamics

Available ¥
@ SetYour Location ¥

- 0 & -

Find someone Q
GROUPS STATUS RELATIONSHIPS NEW &

4 FAVORITES

youremail@microsoft.com - Presence unknown

I Rt =t

[ QUANTUM DYNAMICS ()

Display my contact with
UnderDisplay my contactswith, selectContact name and picture (twolines)to see a
display in this formaobr selectContact name only (one lineJo see contact list displayed in
this format.

Order my list

UnderOrder my list, selectBy nameto display only the names contacts oBy availability
to display in availabity groups

Show this information

UnderShow this information, selectContact name (instead of email addresgp display
only the contacts name.

SelectContact statusto display that status dfie contact

SelectShows contacts with awayoffline and unknown presences in a separate group
display inadifferent group than whereitsially appears.

SelectFavorites groupto display this group.

Back to Table of Contents
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2.4 Status

In the Skype for Business main window, cliﬂptions@ and selecBtatus
These options change the display of your contacts in the main window

General Status
Persond Show me as Inactive when my computer has been ide for this many minutes: IE =
Contacts List
Change my status from Inactive to Away after this many minutes: @ :
My Picture
Phones OI want everyone to be able to see my presence regardless of system settings (averride default
settings)
Alerts
M @I want the system administrator to decide - currently everyone can see my presence but this
Ringtones and Sounds could change in the future
Audo Device Show me as Do Mot Disturb when I present my desktop
Video Device
File Savi
Hl:cofd\if:; []5haw me as Do Not Disturb when my monitor is duplicated
Skype Meetings

Show me Inactive or change my Status

Under StatusShow me as Inactive when mgomputer has been idle for the many
minutesis a time that changg®ursto Inactive. To change the time, use the up or down
arrow net tothenumber Idle iswhen youhave not used the mousestruckanykeyson
the keyboard foa specifiedperiod

Change my status from Inactive to Away after this manyminutesis changedy using the
up or down arrow next tthe number

Select | want everyone to be able to see my presence regardless of system settings
(override default settings) This overides settings bythe systemadministrator.

Select | want the system administrator to decidé currently everyone can see my
presence put this could change in the future.The system administrator has control over
your status setting.

SelectShow me as Do Not Disturb when | present my desktoprhis changes your status
when actively presenting during a Skype for Busirsession.

SelectShow me as Do Not Disturb when my monitois duplicated. If duringthe
presentationyou select to presensing a monitor attached to your computer.
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2.5My picture

In the Skype for Business main window, clrblotions@ and selecMy picture.
These optiongnpacthow your picture iglisplayed adding or removing it on Skype for
Business.

Show or Hide My Picture

UnderMy picture, selectingHide my picture prevens your picture from showing on contact
card and in the Preview window also.

Skype for Business - Optiens X
General My picture
Personal )
Contacts List O Hide my picture Preview
Status MNote: People will stil see your picture on the contact
My Picture card and outside of Skype for Business.
Phones
Alerts
IM _
Ringtones and Sounds ® show my picture
Audio Device Peaple will see your picture, If you change it, they
Video Device might not see the new one right away.
File Saving
Recording

Skype Meetings Edit or Remove Picture

UnderMy picture, selectingShowmy picture allows people to see your picture ifig
loadedand visiblein Outlookor Office 365 This shows your picturein the Preview window

Click Edit or Remove Pictur® upload a picture i| Editor Remove Picture |

If it is greyedobut the POP and IMAP settingstbe emailaddress may be incorrect. Contact
theappropriatedepartment that hake correctsettings for email accounts.

Office 365 Outlook

Office 365 Outlookappeasin a new window

Back to Table of Contents
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The picture option box to deletehangeor upload T
a photo appearslo removea picture in place,
click Delete then clickSaveto keepthe current
selection.To changea photo or load a photo for
thefirst time click Upload photoand explore
your computefiles to find a photpthen

click Saveto keepthe currentselection.

Click Cancelto close photo ediemovepicture
option box.

Uplead ph

Q

To reopen th@icture option boxClick Edit or Remove Pictureto changepupload or deletea

piCture | Edit or Remowe Picture ]

#: | Office 365 Outlook

Or, from Outlook window click on thedit pen
to reopen the picture option box @ Options

Shortcuts

4 geral

My account

2.6 Phones

In the Skype for Business main window, clidbtions ** and selecPhones
These optionallow you tochange your phone numbemd howit is displayedn Skype for
Business.

IMPORTANT: If you want to change your phone number but camot becausat is
grayed out, it means your admin has set it foyou and is blocking you from changing it.
Contact your admin (the person who gave you your account information) and ask them
for permissions to change your work phone number.
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My phone numbers

1. Click the box for the type of number
you want to add ochangeand enter
the number.

Use only the digit§123456789,
and no parentheses or hyphens.

When adding international numbers,
type the + sign, then theuntry
codefollowed by the local number.

3 Cancel Help

2. To make this number visible to contacts, selectribkide in my contact card check
box next to the number.

Who can see my phone numbér

Your phone numbers show up on your contact card and are visible to your Skype for Business
contacts based on the privacy relationship they have with you. Your niswisble as
follows:

T Work Phoneis visible to all contacts except your Exter@aintacts and Blocked
Contacts.

Note: Some companieslo not allow you to clear thelnclude in my contact card checkbox
for your work phone.

T Mobile Phoneis visible only to youWorkgroup , Friendsand Family.
1 Home Phoneis visible only to youFriends and Family.

1 Other Phoneis visible only to youFriends and Family. Use this option to add or
modify additional numbers, like for a temporary office or an alternate cell phone.

Phone Integration

This option is grayed out arsgtby your administator.
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Use a text telephone (TTY) device

TheText telephone (TTY) modie usedor text communication over a telephone line. ATTY
device must be connected to the computer to interpret the modified "sdig TTY mode

in a conference call may also cause audio quality issues.

TTY mode is off by default. To turn it on:

1.Connect a TTY device to your computer.

Phone accessibility

Turn on TTY to use text to communicate over the phone line. To get this working, be sure to
connect to a TTY device.

2. UnderPhone accessibility
selectTurn on TTY mode.

[ 7urn on TTY mode Learn More

3. Sign out of Skype for Business, and then sign in again.

2.7 Alerts

Skype for Business shows alerts in several situaoos asvhensomeone adds you to their
contacts list, or when someone initiates a conversation. The Skype for Buserspage
lets you decide when, where, and from whom geealerts.

In the Skype for Business main window, cl'ﬁ)ptions@ and selecAlerts to display options
available.

Skype for Business - Options X

General

Skype Meetings

General alerts

Personal Tell me when someone adds me to his or her contact list
Contacts List
Status ‘Where should alerts appear?
My Ficture
Phanes Display: 1.Unknown Monitor on Generic PP Monitor ~
ﬁ Alerts
M Pasition: Lower-right corner (default) ~
Ringtones and Sounds
Audio Device
. "
Video Device \ihen nlw status is Do Mot Disturb
Fie Saving (_) Don't show alerts
Recording (C) Show only conversation alerts from people in my Workgroup privacy relationship

(®) Show all alerts, but only conversation alerts from people in my Workgroup privacy relationship

Contacts not using Skype for Business

Nate: People on your Contacts list will stil be able to contact you.
(7) Block all invites and communications

() Allow invites but black all other communications

(®) Allow anyone to contact me

Allow invites from domains my admin hasn't verified
(You'l only hear from people in these domains if they're on your Contacts list.)

e
‘

Help

ATTAP-A018-1-A
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General alerts

Select theTell me when someone adds me to his or her contact ldteck box. Then, from
the Display andPositionfields, specify on which monitor and where you widuis alertto
appeatr.

General alerts
Tell me when someone adds me to his or her contact list

Where should alerts appear?
Display: 1.Unknown Monitor on Generic PnP Monitor ~

Position: Lower-right corner {default) -

When you select thisetting,and someone adds you as a contact to their contacts list, in
addition to an alert, Skype for Busineg&lsthat person to a running list péople you might
consider adding to your own contacts Ibau can review this list by clicking tidewtab on
thecontacts viewof the Skype for Business main window. Look at the list of potential
contacts, decidehom to add to your own contacts ligstacanassign privacy relationships to
those new contacts.

s L U = -
-_— {:}
Find someone Q
GROUPS STATUS RELATIOMSHIPS MEWS a2+

People who've added you as a contact will show up here. Add them to
your Contacts list to make sure they can contact you and see when
you're around.

CleartheTell me when someone adds me to his or her contact lteckboxf you do not
want an alert when someone adds you as a cantddo notwant to automatically add
people to your contact list if thdyaveadded you to theirs

By selecting this optionyou do notseecontacts on youRew list. Anyone who adds you to
their list isautomatically added to your contacts list and is assigneshtheprivacy
relationship ofa colleague

When my status is Do Not Disturb

Setting your status tBo Not Disturb reducethe number of interruptions you getowever,
you may still want to keep in touch wikiey contacts. You can make exceptions for contacts
to whom youhaveassigned th&/orkgroup relationship (typically your closest -aworkers).

UnderWhen my status is Dd\ot Disturb, select one of the following options:

T Click D o ndihdw alertsto hide all Skype for Business alerts so that you cannot be
interrupted.
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T Click Show only conversatioralerts from people in my Workgroup privacy
relationship to see only conversation requests from Workgroup members and hide all
other alerts.

T Click Show all alerts, butonly conversation alerts from people in my Workgroup
privacy relationship to see all algs, but limit conversation requests to those sent by
Workgroup members.

Contacts not using Skype for Business

Skype for Business supports having Skype users as contacts (when the Skype user is signed in
with their Microsoft accountf your company is enfigured to support external contacts. For
details, contact your workplace technical suppbotbe alerted to all, some, or no Skype for
Business communications from Skype contacts, select the appropriate optioConi@dets

not using Skype for Busines.

2.81M (Instant Message)

The IM options window in Skype for Business is where you can apply settings for spell
checking, changing fonts, and showing emoticons in your instant messages.

In the Skype for Business main window, click tptions button 5% and selectM .

General M

Personal Check spelling as I type
Contacts List (] Hide pictures in IM
Status
Wy Picture When copying IMs:

Phones (®) Copy message, name and time

Alerts (O Copy message only

Ringtones and Sounds Show emoticons in messages

Audio Device (] Turn off emoticon animations
Video Device Enable tabbed conversations

File Saving .
Recording [[]Make tabs one line only

Skype Mestings Change Font...
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The IM options pagallow you carchoose théollowing options.

1 Checkspellingas I type
Select this option if you want Skype fBusiness to flag misspelled words with a red
squiggly underline.

1 Hide pictures in IM
Select this option to show only your conversation in the IM window or tabbed panes, not
pictures.

T When copying IMs
Choose whether you want ¢opy the message, namend time, or tocopy the
message only.

T Show emoticons in messages
Select tashow emoticons in instant message$o display the typographical equivalents
instead of emoticons, clear tbikeckbox The emoticons are animated by defaulth#t
is distracting, you can turn them off by clickifigirn off emoticon animations.

1 Enabled tabbed conversations
Select toenable tabbed conversationsThis option lets you keep track of several IM
conversations at the same time. When you have more than one active convesation,
seea tab for each one in the upgeft corner of the conversation window. Just click the
tabs tomove back and forth among conversations. To limit the display of each tabbed
conversation to one line, select Meake tabs one line onlycheckbox

1 Change Font
Click to change the default font size, style, and color of the instant messagesgou
To apply those font preferences to the instant messages you receive, séppiyhe
settings to incoming messagesheck box.
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2.9 Ringtones and Sound

In the Skypdor Business main window, click th@ptions button % and selecRingtones
and Sounds This optionallows you to assign tones and sounds for different events that
happen.

Skype for Business - Options *
General Ringtones
Personal Click to hear each ringtone.
g;jids List Calls to: Ringtone:
My Picture -
Ph Duatone
anes InMation
Alerts LowKeyWave
L] PureTone
Ringtones and Sounds SilverMallets

Audio Device VintagePulse v
Video Device
File Saving Sounds
Recording

Skype Meetings

[~/] Play sounds (induding ringtones for incoming calls and IM alerts)
Mute incoming IM alert sounds when viewing an IM conversation
Keep sounds to a minimum when my status is Busy
[~ keep sounds to a minimum when my status is Do Mot Disturb
Play music on hold

C:\Program Files\Microsoft Office\Office 16\Media\pe: Browse...

Sound Settings

Ringtones
You can assign different ringtones to different groups of peoptauitvould like.

T In the Calls to box, seletly work number, My team, People | manage calls far
or My Response Group callghen select a ringtone. Make stine volume on your

speakerss up so you can listen and decide if yenjoythat ringtone. Your selectiormse
savedwhen you clickOK.

Sounds

By default, Skype for Business plays sounds sjiacificevents. However, there may be
times when youlo notwant to hear sounds, like whgaur status i®o Not Disturb.

1 To stop all Skype for Business sounds, cleaPlag sounds in Skype for Business
(including ringtones for incoming alerts and IM alerts) check box.

1 To hear Skype for Business sounds, selecPtag sounds in Skype foBusiness
(including ringtones for incoming alerts and IM alerts) check box, then i§ouwould
like you can mute the soundsyidu arein an IM conversation, or if your status is Busy or
Do Not Disturb.

T Your organization may also give you the option ttelsto specific music while you are
on hold during a phone call. Sel&iay music on holdif this option is available angbu
wouldlike to hear music while on hold. Then click tBeowsebutton to navigate to the
music fileyou'dlike to hear.
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Set specific sounds

1. Click theSound Settingsbutton.

2. In theSounddialog box, click theSoundstab.

3. UnderProgram Events scroll down tadSkype for Business
4. Click onan event (likeCall Ended, for example).

5. In theSoundslist, click a sound file. To hear it, clickest

2.10Audio Device

In the Skype for Business main window, click ptions button %8} and selecAudio Device
This optionallowsy ou t o set up and -immieand/speakers, a beagsai,t er 6 s
or another device for Skype for Business audio.

Important : If either the microphone or speakers are disabledhis error screenappears
when selecting theAudio Deviceoption. Follow thesetroubleshooting stefsto resolvethe
problem. If you are unable toperform the following steps contactyour computer
administrator to assist.
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