Joining a Meeting v1.0

Friday, March 13, 2020 5:21 PM

How to join a meeting

From Skype on Computer

1. Click the Calendar icon @, then find the meeting and click Join ®
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2. A popup will appear asking for how to handle sound
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= | test meeting {1 Participant]

Join Meeting Audio

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

0 Call me at:

' Don't join audio

[ | Don't show this again
FYl: Find these settings in Options under Skype Meetings.
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3. The default is to use the computer audio through Skype, so click OK
4. Skype will open the meeting, and you can listen in

From an Outlook Reminder

1. Click Join

1 Rerminder(s) — hod
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10:00 PM Friday, March 13, 2020

Skype Meeting

i test meeting 28 minutes

Click 5nooze to be reminded in:
5 minutes before start vl Snooze Dismiss All
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2. A popup will appear asking for how to handle sound

= | test meeting {1 Participant]

Join Meeting Audio

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

0 Call me at:

' Don't join audio

[ Don't show this again

FYl: Find these settings in Options under Skype Meetings.

Cancel
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3. The default is to use the computer audio through Skype, so click OK
4. Skype will open the meeting, and you can listen in

From Outlook

1. Find the meeting, either in the sidebar or the calendar and double click to open the meeting
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2. Click Join Skype Meeting
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File Meeting Scheduling Assistant Tracking Insert
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3. A popup will appear asking for how to handle sound

= | test meeting {1 Participant]

Join Meeting Audio

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

) Call me at

[ Don't join audio

[| Don't show this again

FYl: Find these settings in Options under Skype Meetings,
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4. The default is to use the computer audio through Skype, so click OK
5. Skype will open the meeting, and you can listen in

From Somewhere Else
1.
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