How to Use Skype for Business for Your Virtual Hours?
By Scott Badger
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Make sure that Skype for Business has been installed on your machine.
Log into your Office 365 account.
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Click on the Calendar app.
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4, Click the down arrow to the left of “New” and then select “Calendar event”.
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Details

Select “Add Skype meeting”.
Enter in the details fields for your virtual hours for the week.
Click “Save”.
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8. Click the newly added event on your calendar.
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9. Click “Join”.

Conversation (1 Participant)

Join Meeting Audio

(®) Use Skype for Business (full audio and video experience)

) Call me at:
) Don'tjoin audio

["] Don't show this again
F¥L: Find these settings in Options under Phones.
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10. Click “Ok”.
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Looks like you're the only one on the
call.
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11. Click the three dots in the lower right corner of the window and then select “Meeting Entry

Info”.

Meeting Entry Info

Meeting

Meeting link:

hit ps://meet.lync.com/emailric-ric/sbadger/WCLKE

Organizer:

Badger, Scott E.

Copy All Info

12. Select the meeting link and copy it by holding down the Ctrl + C.
13. You can now paste the link in an email and provide it to your student.
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