Quick Reference Guide 4
Skype for Business for Windows

Options

Options
To open the options dialog box, click the Show Menu icon Options (shown right). =
Then click Tools | Options. The Options dialog box displays defaulted to the File ,
General tab (shown below). Meet Now
. . . . . R Always on Top
You can also access Options via the Menu Bar by clicking Tools | Options. \ , ;
Recording Manager Help
To enable the Menu Bar, click the Options drop-down arrow and select Show Menu | Audio Device Setings ¥ Show Menu Bar
Bar_ ) Video Device Settings
Dial-in Conferencing Settings
General Tab Skype for Business - Options [
The Conversation window section includes: S
. . . Personal [ Reopen my conversations when Lsign in
e Reopen my conversations when | sign in to Lync Conecs Lo A S
(disabled by default) will open any conversation My Prcurs RS
windows running when you sign out or exit the i e e T R
. . Ringtones and Sounds help us improve Office.
appllcatlon C:J:E‘Z EZ‘C‘ZZ ] Sign up for the Customer Experience Improvement Program Learn Mare
o Show call controls when Skype for Business is in | oo S it v e M et e ey
the backg round dlsplays the WlndOW beIOW in the | Send Skype for Business Improvement Program info to Microsoft Learn More
foreground of your computer when Skype for ! Hlp your suppor eam il you
Business is in the background (enabled by default). ! toaanain Spe o e “ .
I ] Also collect traubleshooting info using Windows Event logging Learn More
@ Skype for Business | Application window
DM\HIH‘HZE to the notification area instead of the task bar
. Johnson, Scott (HQ-L...
Ut
The Help Us Improve section includes ways to communicate
with Microsoft information like your frequently used o) Lot ] (ot

features for statistical data and troubleshooting issues.

e Sign up for the Customer Experience Improvement Program (disabled by default) sends messages to Microsoft
about stability problems and system configuration issues.
Best Practice: do not change.

e Help your support team help you (logging into Lync option is defaulted to full).
Best Practice: do not change.

e Also turn on Windows Event Logging for Lync to collect troubleshooting (disabled by default) should not be
enabled or your system will send message to Microsoft every time you encounter an issue in the operating system as

well as Lync.
Best Practice: do not change.

The Application window section includes an option to:

e Minimize to the notification area instead of the task bar (disabled by default). Enabling this feature will place a
small icon in the system tray rather than show the application as running with an icon on the Task Bar.

I I c D For software training, contact the Computer Training Center (CTC) at 358-1111 or visit the CTC Web
_—

: ~—— | site at http://itcd.hg.nasa.gov/ctc.
Information Technology &
Communications Division

This document is posted on the ITCD Web site http://itcd.hq.nasa.gov/ctc.
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Personal Skype for Business - Options. o - - s ﬁ
The Personal options include settings for sign in behavior et

; . i . ersonal Sign-in address: leslie.a.ross@nasa.gov __Advanced...
and personal lnformatlon management' Wlth locatlon and g;rxja:ts e l:E‘]AutumaUcaHy start the app when Ilog on to Windows
picture settings. by Proture ] Strt the app i the foreground
Alerts
Personal information manager
The My Account settings include: . E?ndgmgesandsms e — =
e Signin address and Advanced options (defaulted to it [ e e
S N A Recording [7] Show meeting subject and location to contacts in my Workgroup privacy relationship
the user’s OUtIOOk emall ma”bOX). Skype Meetings [7]Show my‘ﬂut ufhﬂfﬁce info to contacts in my Friends and Family, Workgroup, and Colleagues
. privacy relationships
Best Practice: do not change. o S S o
° Automatlca”y Start Lync When I Iog On tO [] save call logs in my email Conversation History folder
Windows (enabled by default) logs your computer
into the application whenever you |og onto the ] share my location info with other programs I use
machine. This is necessary so that your co-workers sewpnes
can instant message you or share the desktop in an ad e
hoc online meeting.
e Show Lync in the foreground when it starts
(enabled by default) brings Lync to the foreground of ox ] [concel | v

your desktop when it opens. You can disable this by
clicking the checkbox to deselect. The application
will still be displayed in the Task Bar (based on the
setting in General).

The Personal Information Manager settings determine the source of your personal information, out of office message,
availability information from your calendar, and storage for IM conversations and call logs.

e Microsoft Exchange or Microsoft Outlook is selected as the source for personal information.
Best Practice: do not change. If you do change this setting, you will not have access to your Outlook information.

e Update my presence based on my calendar information (enabled by default): if Out of Office is turned on in
Outlook 2010, then Lync will display that message as your personal note when this setting is enabled.

e Show meeting subject and location to contacts in my Workgroup privacy relationship (enabled by default):
provides privacy settings for anyone added to the Workgroup relationship list enabling them to see meeting subject

and location data for Outlook calendar information.

e Show my Out of Office info to contacts in my Friends and Family, Workgroup, and Colleagues privacy
relationships (enabled by default): provides privacy settings for anyone added to the Friends and Family,
Workgroup, and Colleagues relationship lists enabling them to see your Outlook Out of Office messages.

e Save IM conversation in my email Conversation

History folder (enabled by default) enables the user to

find closed IM conversations in Outlook’s
Conversation History folder (shown upper right). IM
conversations can also be accessed via the
Conversation History icon in the Lync application.
From Lync, you can review All, Missed and Calls
history (shown lower right).

e Save call logs in my email Conversation History
folder (enabled by default) enables the user to find a
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log of calls in Outlook’s Conversation History folder (shown upper

right). Please be aware content in this folder counts toward your quota

for Outlook. Calls history can also be reviewed by clicking the

Conversation History icon in Skype for Business (shown lower right).

The Location settings include:

e  Share my location info with other programs | use (disabled by default).

Best Practice: do not change.

The Show Pictures settings include:

e Show picture of contacts (enabled by default) displays photographs
associated with contacts wherever they are included in a contact card.

e | Reply Reply Forward |y o
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Arrange By: Date
[T Brooks, Cecily M. (HQ-LMO20)[DIGITAL MANAGEMENT INC]; Ross, Les...
Brooks, Cecily M. (HQ-LMO20)[DIGITAL MANAGEMENT INC]
3 Brooks, Cecily M. (HQ-LMO20)(DIGITAL MANAGEMENT INC.J; Ross, Les...
s, Les HQ-LM| IGITAL MANAGEMENT TNt
3 Jones, Julienne (HQ-LMO20)[DIGITAL MANAGEMENT INCJ; Ross, Leslie...

Newest on top

[6) Skype for Business - 0O x
File MeetNow Tools Help

What's happening today?

© Ross, Leslie Anne (HQ-LMO020)[DIGITAL MANAGEMENT L.

Available ¥

Set Vqurlocation
al 0 | a-
ALL MISSED CALLS
e Johnson, Scott (HQ-LMO020)[DIGITAL.. 5:03 PM =
Getting screenshot. Please disregard.
- Taylor, Joan D. (HQ-LMO020)[DIGITA... 12:55PM

Presentation

This document is posted on the ITCD Web site http://itcd.hq.nasa.gov/ctc.




Skype for Business for Windows QRG 4 - Options

Page | 3

Photographs of NASA personnel are not added to NASA contact cards at this time
and the features to add photographs are unavailable to users.

Contacts LiSt Skype for Business - Options aalh T - =)
eneral My Contacts list
The My Contacts List settings include options for the contacts ' ‘ i
: . . . . tatus Display my contacts with:
display, the sorting order, and what information displays. iy pree L
Phones
e Display my contacts with includes options to display e
. . Ringtones and Sounds Ty
Contact name and picture (two lines) (enabled by Sudo Davce
default) or Contact name only (one line). Recoring By ciabity
Skype Meetings
e Order my list includes options to sort By name (enabled
by default) or By availability. ot e (nsteadof e ares
.. . . . . [¥] contact status
e  Show this information includes options to display the i N
. . | shew contacts with away, offline and unknown presences in a separate group
Contact name (instead of email address) (enabled by
default), Contact status (enabled by default), Show P
contacts with away, offline and unknown presences in
a separate group (disabled by default) and/or the
Favorites group (enabled by default).
S tatus Skype for Business - Options 0 ceoaa
General Status
Options include inactive settings and privacy settings. P S me 2 ncte when my compute hos been el forthis many it sk
. . S Change my status from Inactive to Away after this many minutes: GRS
° ShOW _me as Ina(_:tlve When my Compu_ter _has be_'en Idle E’Tvgzgve I'iam:veryune to be able to see mi presence reg:rdless of system settings (override default
for thls many mInUteS: the dEfa‘UIt Settlng IS 5 mInUtes' IF:AE ) dSound: :i::ft:\e system administrator to decide - currently everyone can see my presence but this
H H ingtones and Sounds «could change in the future
Use the up and down arrows to adjust the length of time. AudoDavce rommn—— »
. . Fi o ¥|Show me as Do Not Disturb when I present my desktop

e Change my status from Inactive to Away after this “Wd [ hovt me 5 0 o it when my meritor i dplicatd

many minutes: the default setting is 5 minutes. Use the
H H NP W WISV PSR NI i eV
up and down arrows to adjust the length of time.

¢ | want everyone to be able to see my presence regardless of system settings (override default settings) is disabled
by default. Best practice: do not change.

¢ | want the system administrator to decide — currently everyone can see my presence but this could change in
the future is enabled by default. Best practice: do not change.

e Show me as Do Not Disturb when I present my desktop (enabled by default): whenever you share your desktop
with someone through Lync, the rest of the users see your status as Do Not Disturb (you will only see notifications if
sent by someone in your Workgroup).

e Show me as Do Not Disturb when my monitor is duplicated (disabled by default). Best practice: do not change.

My Picture

My Picture options are unavailable at this time.

Phones

In the My phone numbers section users can add a
Work Phone (enabled by default), Mobile Phone,
Home Phone or Other Phone. In each case, click the
checkbox to select Include in my contact card.

The Phone Integration option Enable integration
with your phone system is currently unavailable.

Phone Accessibility includes an option to Turn on
TYY to use text to communicate over the phone
line (disabled by default). Click to select the
checkbox to enable Turn on TTY mode.

Skype for Business - Options

General
Personal
Contacts List
Status

My Picture

Alets
™

Ringtones and Sounds
Audio Device

Video Device

File Saving

Recording

Skype Meetings

My phone numbers

Click a button below to add or change one of your numbers. To include the number in your
contact card, select the check box.

+1 (202) 358-1066 Include in my contact card

Mobile Phone... Include in my contact card
Home Phone...

Tnclude in my contact card

+112023581066 Include in my contact card
Phone integration

Enable integration with your phone system Advanced

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.

[]Turn on TTY mode Learn More

W—J“"‘\M

This document is posted on the ITCD Web site http://itcd.hq.nasa.gov/ctc.
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Alerts

The Alerts options include general alerts, Do Not Disturb options, and alerts for Contacts not using Lync.

M

The General Alerts option Tell me when someone
adds me to his or her contact list (enabled by
default) will provide you with a notice when
someone adds you to their contact list. Click the
checkbox to deselect.

When my status is Do Not Disturb options include
Don’t show alerts (disabled by default), Show
only conversation alerts from people in my
Workgroup privacy relationship (disabled by
default) or Show all alerts, but only conversation
alerts from people in my Workgroup privacy
relationship (enabled by default). Click the
checkbox to change your selection.

Skype for Business - Options

[

General
Personal
Contacts List
Status

My Picture
Phones

[
Ringtones and Sounds
Audio Device

Video Device

File Saving

Recording

Skype Meetings

A P

General alerts

[7] Tell me when someone adds me to his or her contact list

Where should alerts appear?

Display: [1.unknown Monitor on Generic PP Mornitor

)
5

Position: [Lower-right comer (defauit)

When my status is Do Not Disturb

() Don't show alerts
() 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

Note: People on your Contacts list will still be able to contact you.
() Black all invites and communications

(©) Allow invites but block all other communications

(7) Allow anyane to contact me

(i) llows mvtes from domains my admin hasn't verfied
(You'll only hear from peaple in thes domains If they'r on your Contacts list.)

Contacts not using Skype for Business options include Block all invitees and communications (disabled), Allow
invites but block all other communications (enabled by default), or Allow anyone to contact me (disabled).

Allow invites from domains my admin hasn’t verified (enabled by default) will limit the alerts from people in those

domains in your Contact list.

The IM options include enabling spellcheck, copying

options,
options.

emoticon options, and tabbed conversation

In the IM section, you can click to select/deselect
Check spelling as I type and Hide pictures IM.

When copying IMS options include: Copy
message, name and time or Copy message only.

Show emoticons in messages is enabled by
default, if the emoticon includes animation and you
do not want to show it, select Turn off emoticon
animations.

Enable tabbed conversations is enabled by
default. You can also select to Make tabs one line
only (shown right).

Ringtones and Sounds

In the Ringtones section, click the number in the
Calls to list and select the Ringtone from the list
provided.

The Sounds options include Play sounds in Lync
(enabled by default), Mute incoming IM alerts
when viewing an IM conversation (enabled by
default), Keep sounds to a minimum when my
status is Busy (disabled), and Keep sounds to a
minimum when my status is Do Not Disturb
(enabled by default).

The Play music on hold option is unavailable.

Clicking Sound settings opens the Windows 7 Sound
dialog box.

Skype for Business - Options

General
Personal
Contacts List
Status

My Picture
Phanes
Alerts

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

Kathleen O'Connor

Johnson, Scott (HQ-LM!

™
Check spelling as 1type
[] Hide pictures in M
When copying IMs:
(@) Copy message, name and time
() Copy message only
Show emoticons in messages
[ Turn off emoticon animations
Enable tabbed conversations
|| Make tabs one line only

Change Font..

Kathleen O'Connor

X Kathleen O'Connor

MANAGER, CUSTOMER SUPPORT, Inactive 3 hours - Mobile

020)(D... | @ 3 partipans

Skype for Business - Options

General
Personal
Contacts List
Status

My Picture
Phones
Alerts

M

Audio Device
Video Device
File Saving
Recording
Skype Meetings

Bl . o ¥ A N R W LV N

Ringtones

Click to hear each ringtone.

Calls to:

Ringtone:

None -
Duotone

InMotion E
LowikeyWave
PureTane
SilverMallets v

Sounds

Play sounds (including ringtones for incoming calls and IM alerts)
[/]Mute incoming M 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 Not Disturb
Fiay music on hold

C:\Program Files (x86)\Microsoft Office\Office15\Me| [ growse

Sound Settings

This document is posted on the ITCD Web site http://itcd.hq.nasa.gov/ctc.
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Audio Devices

e Inthe Audio Devices section, select the device you
want to use for audio calls. Options include: PC
Mic and speakers or Other Device (headset if
plugged in).

e  Use the drop-down arrows and volume sliders to
Customize your device for the Speakers,
Microphone and Ringer.

e Secondary ringer options are unavailable.

e The Stereo audio playback option Allow stereo
audio playback when available is enabled by
default. Click the checkbox to deselect if desired.

Video Device

You can use the Video camera in your computer for a
peer to peer (two-way) video call. Be sure you have a
headset attached for the audio portion of the call.

IMPORTANT: Multi-party video calls are not supported
at NASA.

If your camera is configured, clicking Options | Video
Device displays the video camera image.

Ifyour video camera is not configured, please contact the
Enterprise Service Desk (ESD) at 202.358.4357 or via the
Web site https://esd.nasa.gov/secure/main.cfm.

File Saving

e The File Transfer Save to location default is
c:\Users\[username]\Documents\My Received
Files. The folder is created when you receive your
first file transfer. Best Practice: do not change.

Ifyou change the File Transfer Save to location, Lync will
return an error “something happened to your file transfer
folder. Please pick a new folder in Options under File
Saving” when attempting to view Received Files.

Skype Meetings

e When | join meetings options include Show IM
and Show the participant list (both are disabled
by default). Click the checkbox to enable/disable
these features.

e Meeting Default options include the settings Do
you always want to use this version of Lync for
meetings? Click Change if you have Lync Web
Conferencing using Lync Web App.

Skype for Business - Options

General
Personal

Contacts List

Status

My Picture

Phones

Alerts

M

Ringtones and Sounds
Audio Device

Video Device

File Saving

Recarding

Skype Meetings

B R A

Audio device

Select the device you want to use for audio calls: Learn More

f Custom Device -
8] (Device specified below)
Customize your device
ap Speaker E (IDT High Defintion Audio CODEC) |

[Microphone (10T High Definition Audio CODEC) -

U 1

A Microphone

o S—

Communications Headphanes (IDT High Definition Audio

?

Secondary ringer
50 ring: peakers / igh Definition Audio ) ~
Al Speakers / HP (IDT High Definition Audio CODEC)
Unmute when my phone rings
Stereo audio playback
] Allow stereo audio playback when available

Skype for Business - Options
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General
Personal

Contacts List

Status

My Picture

Phones

Alerts

™M

Ringtones and Sounds
Audio Device

File Saving
Recording
Skype Meetings

Video device

Select the camera you want to use for video calls: Learn More

HP HD Webcam [Fixed] N

Camera Settings

Video settings

] Crop and center my video in meetings

2
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Skype for Business - Options

General
Personal
Contacts List
Stalus

My Picture
Phones

Alerts

M

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

File transfer
Save to:

C:\Users\laross1\Documents\My Received Files

Browse...
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Skype for Business - Options

General
Personal

Contacts List

Status

My Picture

Phones

Alerts

M

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

When I join meetings
[] Showr ™

Show the participant list

Megting default

Do you always want to use this version of Skype for Business for meetings?
Joining conference calls
Join mesting audio from: [skype for susiness -

Before 1 join meetings, ask me which audio device Twant to use

This document is posted on the ITCD Web site http://itcd.hq.nasa.gov/ctc.



