S Zoom and Office365 Skype S
Quick Guide and Reference for Students

Due to the current Covid-19 pandemic, all WETCC courses will be moved online beginning
Monday, March 30™. We realize that there may be some questions and concerns regarding how
to access and participate fully online.

There will be two different modes of audio/video communication. Instructors will be using Zoom
for their online lectures and activities or continuing as previously done online. Please refer
directly to your instructor or Canvas course for further instruction.

Skype is a second communication tool that will be utilized as well. This is available in your
Office365 package.

Additional information about each of these tools are posted below.

Using Zoom:

You, as a student, will receive an invitation to a Zoom meeting from your instructor. This
invitation may come in an email or be posted in your Canvas course. Your instructor may share
just the link to the Zoom meeting and it will look similar to the link as shown here:

Join Zoom Meeting
https://umn.zoom.us/|/944127866

Your instructor may also choose to share the full invitation as shown below:

This is a Test Zoom Meeting invitation that was
posted in a Canvas announcement:

Test Course Zoom Meeti -
e eSS / 1. Shows the Zoom meeting link. Note:

Al Sections this may or may not be hyperlinked.
Meeting ID is connected to the link but
is needed if calling in.

Below is the Zoom meeting information. We will meet at the same link or
meeting ID each class period.

Carlene Hisgun is inviting you to a scheduled Zoom meeting.

2. Dial in number. Use one of these

&R e R , numbers to call in by phone. You will
Time: This is a recurring meeting Meet anytime ;

need to note the Meeting ID number
Join Zoom Meeting . . . oL .
https://umn.zoom.us/j/944127866 & ] When USIng thls Optlon' Enter It In at the

Meeting ID: 944 127 866 phone prompt'

One tap mobile
+13462487799,,944127866# US (Houston)

Your instructor may also email a link or full
+16699066833, 944 T27864# US (San Jose)

invitation to your @wetcc.edu email or through
your Canvas inbox. Again, please note, that

2 each instructor will have their own way of
getting this information to you. For any
questions, contact your specific instructor.

Dial by your location
+1 346 248 7799 US (Houston)
+1 669 900 6833 US (San Jose)
+16513728299US
+12532158782US
¢13017158592 US



https://umn.zoom.us/j/944127866

Next Steps:

Select the link or type it into your web browser. You will need to create a FREE Zoom account.
This will allow you access into the class that your instructor has invited you to. Once you have
created your account and you have selected the link you will be entered into the meeting.

If you opt to use the call-in feature: You will dial one of the numbers provided in the invitation or
ask your instructor for the number if they only provide the link. You will enter the meeting ID at
the prompt to get into the appropriate meeting or classroom. Please Note: You will only hear
the audio of the meeting. Any presentations, screen sharing, white board drawings or videos will
only share audio. You CAN watch the recorded session later if your instructor chooses to record
and share.

Once in Zoom:

Your instructor will have full control of the meeting. It is suggested that you mute your device
while the instructor is presenting so you do not get feedback or other distractions.

There are several options available to communicate using the audio/video option.

Here and above is where the attendee photos/videos clips are shown in the app.

-, at ad’ . @® o
Stop Video Invite Participants Share Screen Chat Record Reactions
From left to right: . oot Sesun i
e Mute and unmute your audio/video O ——
e Stop or resume your video feed Hi Class! Welcome to our first online virtual class
¢ Invite: You can invite another person to room!

join the meeting here
e Manage Participants: For instructors

e Share Screen: You have the option of To: | Everyone v O File
sharing your screen with the class by Type message here...
selecting this button. —
e Chat: By selecting this, a separate chat
box will display on the screen. Here you v Participants (2)
can ask questions without interrupting the )
instructor, ask them to speed up, slow & student name (Me) Z o
i(los\f\;]rg V\rl(ra]pr(]e:rtesomethmg, etc. An example ﬁ structor name (Host) ¥ o
e Record: For instructors use
Reactions: Options to give emoji’s. ¢ O ®© ©

Raise Hand yes no go slower  go faster more
The graphics to the right show what the
participants and chat screens look like. iz 2




Using Skype:

You, as a student, have access to Skype through your Microsoft Office365 email account.

Skype maybe used to communicate outside of email directly with your instructor, tutoring, or to
chat or work with other students.

First steps after receiving an invitation:
You will receive an invitation that looks like the one posted below.

If you RSVP, it will add the meeting to your Office365 calendar and send you a reminder before
the meeting. The reminder will show in the upper right-hand corner of your Outlook email in
Office365.

Skype Test

Rachel Cukla B &y By 3

Thu 3/26/2020 11:55 AM
Carlene Hisgun ¥

5] Skype Test
® Thu 3/26/2020 12:00 PM - 12:30 PM

No conflicts

f=1 RSVP to this event Email organizer o

Add a message to Rachel Cukla (optional)

v/ Yes ? Maybe X No ® Propose new time

\
Join online meeting ) \

N~

You can also click on the Join online meeting to go straight to the meeting. You will see a
screen like this in your web browser.

® Skype Test

6/2020 12:00 PM - 12:30 PM

® Thu3

v/ Yes)I'll attend ﬁ _Skype_Test
in 2 min

Click on the reminder to see this.

@ Rachel Cukla invited you.

You accepted.




The first time you use Skype you will see a screen like this in your web browser.

Select Open Skype for Business. At this point you may have to download or allow the software
to “Run” on your computer. This is all FREE and connected to your WETCC email account.

@ Skype for Business Open Skype for Business?

https://webpooldm10b04.infra.lync.com wants to open this
application.

Open Skype for Business Cancel

All set! Your meeting will open in a new
Skype for Business window.

Trouble joining your meeting?

Join with the Skype Meetings App (web)

Click here for more help

Using Skype after the initial setup you will see a screen like this in your web browser. You can
use the app on the web browser by clicking on the top link. If you would like to use the desktop
version on your computer select the bottom link.

How would you like to join your meeting?

Install and join with Skype Meetings App (web)

Already Installed? Click here to join with Skype Meetings App (web)

Join with Skype for Business (desktop)

Click here for more help.




®

©

Skype for Business — O X

Skype for Business

Sign in @~

Sign-in address:
carlene.hisgun@wetcc.edu

Change

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

Learn More

User name:

carlene.hisgun@wetcc.edu

rs: username@domain.com

Password:

Forgot my password

Save my password

Sign in as:

© Available ~

Sign In

Microsoft Corporation. All rights reserved.

Once the Skype app is installed on your computer you
will be brought to this login screen from the previous
link. You Must sign in with your WETCC email address
and password. That allows you the full benefits of the
Skype for Business.

Once you have logged into Skype you will see a screen
like the one below. There will be multiple participants
showing in this screen.

Shows the list of participants.

Maximize or minimize the screen size.
Click here to chat with participants.

The three blue circles are for turning on/off
video, turning on/off your microphone,
minimizing and maximizing the full size
screen, and hanging up on the call in the red
circle.

E. Click here to see these options.

COow>

1 Participant

Looks like you're the only one in the meeting.

Carlene Hisgun

il o010

Meeting Entry Information...
Meeting Options...
Change Audio Connection

Exit Meeting
Switch to Audio only
Help

Report an Issue
About

® 2 B =




@ Skype Meetings App
PARTICIPANTS X
Presenters (1)
Carlene Hisgun 9 =l

®

Skype for Business

What's happening today?

Q

Carlene Hisgun

In a meeting ¥
Set Your Location ¥

O©

L

hnd someane

Invite More People I I Participant Actions

CONVERSATION xX
Hi Class!
12:06 PM
Type message here

This is what your screen
will look like when you click
on the participant and chat

Gy

RELATIONSHIPS NEW

o

GROUPS STATUS
4 FRIENDS AND FAMILY

No one's in this access level.
4 \WORKGROUP

No one's in this access level.
4 COLLEAGUES

No one's in this access level.
4 EXTERNAL CONTACTS

No one’s in this access level.

4 BLOCKED CONTACTS

No one's in this access level.

This graphic shows your
dashboard when you
open the software on

icons on the previous your desktop.
graphic.
-
@~ | B
File » Cancel Sigg—ln- . File
Tools » Change Sign-In Address... Tools
Help » » Help 2 Recording Manager
leo ’ v Show Menu Bar Audio Device Settings

Show Menu Bar View Received Files

View Conversation History

cl
ed to reach MO

Exit

Video Device Settings

Options

A. Click the arrow next to the setting icon. The first graphic shows different ways that
you can sign-in or view information. The second graphic shows the different tools

that you can utilize in Skype.




Skype for Business - Options

eral
Personal

Audio Device
Video Device

‘Conversation window

[[JReopen my conversations wihen I sign in

[Z]5how call controls when Skype for Business s 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.

[[Jsend Skype for Business Improvement Program info to Microsoft Learn More

Help your support team help you

Logging in Skype for Business: Full v
[JAtso collect troubleshooting info using Windows Event logging Learn More
‘Application window

[Z]Minimize to the notification area instead of the task bar

Skype for Business - Options

[General | Myaccount

Siga-in address: | carlene.hisgun@wetcc.edu A Rnad
‘Audio Device
VideoDevics [ Automatically start the app when 1log on to Windows

[ Start the app in the foreground

Exchange and Outiook 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, Workgroup, and Colleagues
privacy relationships

Save IM conversations in my email Conversation History folder
Save call logs in my emall Conversation History folder

Location
Share my location info with other programs 1 use

Show pictures

Note: Clearing the box tums off all pictures in the app including yours.

Show pictures of contacts

[T [eesi] [

The first graphic shows the general features available.
The second graphic shows your personal login information

Skype for Business - Options

General
Personal

Video Device

Audio device
Select the device you want to use for audio cals: Leamn More
(3 PC Mic and Speakers
Your computer's default setup £

Customize your device (changes will apply to your next call):

QI]@ P Speakers (Conexant 1SST Audio) v

v >
g Microphone | Internal Microphone (Conexant ISST Audio) v

v —

o Ringer Speakers (Conexant ISST Audic)

v >

Secondary ringer

Also ring:
Unmute when my phone rings

Stereo audio playback
[ Allow stereo audio playback when available

Skype for Business - Options

Video device
Select the camera you weant to use for video calls:
HP HD Camera v

| Leam More
| Audio Device

Camera Settings

Video settings
[ Crop and center my video in meetings

The third graphic allows you to control your audio on the device you are using.
The fourth graphic allows you to control your video on the device you are using.




How Do You Invite Someone to Skype with You?

There actually two different ways that you can invite someone to Skype with you.

@ Skype for Business

First — Open your Skype software on your
desktop or laptop

What's happening today?

Carlene Hisgun
In a meeting ¥
Set Your Location ¥

- O # @~

@ Skype for Business
Find someone \
N What's happening today?
o0
GROUPS STATUS RELATIONSHIPS EW K}
Carlene Hisgun n
4 FRIENDS AND FAMILY AvaTable b
t| Set Your Location ¥
No one’s in this access level.
4 WORKGROUP < [ J ® - -
S - E RS
No one’s in this access level. (
Robe X

4 COLLEAGUES

No one’s in this access level.

| Robert Greene - Availabl

.b—fﬁine - Offline Messages Only
“— Offline 258 days - Offline Messages Only

- Video Capable

4 EXTERNAL CONTACTS

No one’s in this access level.

4 BLOCKED CONTACTS

No one's in this access level.

Robert Greene a Robert Greene Robert Greene

© Robert Greene © Robert Greene 2 Participants

Available - Video Capable Available - Video Capable

000
235 2 Participants 203 2 Participants

Thursday, March 26, 2020 Thursday, March 26, 2020
Hit Hit
Hello
 Robert Greene is typing a message... Last message received on 3/26/2020 at 6:06 PM.

Robert Greene

0 0 @ @ @ - e =) )| Note: You can also select the phone icon to

make a phone call instead of a video call.




Second Option to Invite Someone to Skype:

Click on the calendar icon in your Office365 email. Then select the New event button on the left
side of the calendar page.

Calendar To Do

March

S M T W T F

1 2 3 4 5 6 7
8 9 0 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 @ 27 28
29 30 31 1 2 3 4

v March 2020 7

S M T W T F

Here you will fill out the information for a new event. This would be best to use if you were planning a study
group or chat with multiple people. Fill out all of the necessary information. Before entering a location, click on
the arrow at the end of the line and click on Skype meeting. Then hit Send to those you invited.

=
Save [i] Discard [F Scheduling Assistant Busy v <J Categorize ¥ [5] Response options v/
& Group Class Study and Discussion & > Thuy, March 26, 2020 v
8 Invite attendees Optional
®  3/26/2020 B 600PM v to 630PM ~ @& Alday@ )
S By
>  Repeat: Never v
e 6atp e
@  Search for a room or location Add online meeting
® Skype meeting 7p
{5 Remind me: 15 minutes before €ams meeting
: : 8p
= | Add a description or attach documents
9p
b~ © % 10p

Have fun chatting!




