
 

       
              

 

                    
       

      
 

      
 

        
  
       
      

       
  
      
      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Getting Stared with Skype for Business 

HOW TO INSTALL SKYPE FOR BUSINESS 

1. For Mac users, please go to 
a. https://url.uog.edu/skypemac 
b. Double click the PKG image file 
c. Follow the on screen instructions 

2. For Windows users, please go to 
a. https://url.uog.edu/skypewin 
b. Double click the exe file 
c. Follow the on screen instructions 
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HOW TO CALL WITH SKYPE FOR BUSINESS 

1. Open the Skype for Business app 
2. Enter your university email address and password and click on Sign In 
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3. Click on the Meeting tab and then, click on Meet Now 
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4. A new window pops up. Click Use Skype for Business (full audio and video 
experience) and then, click on OK 

5. Click on the ellipses (three dots) 
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6. Click on Meeting Entry Info 
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7. Copy the Meeting link and share it to designated users 
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HOW TO RECORD WITH SKYPE FOR BUSINESS 
(Note: For Windows PC only) 

1. Click on the ellipses (three dots) 
2. Click on Start Recording 

3. To stop recording, click on the ellipses (three dots) and then, click on Stop 
Recording 
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4. A Skype for Business Recording Manager window will appear for management of 
recordings 

5. Recording will be saved in the following directory 
a. Windows: C:\Users\[YOUR USER]\Videos\Lync Recordings 
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