Technology Plan a Skype Meeting

Enhanced
Learning

Step 1: Open Microsoft Office
Outlook Calendar.

Step 2: Select a single date & time if
wanted and left click the “New
Skype Meeting” icon on the Home
tab of the ribbon

Step 3: Set the start and end Date
and Time for the meeting, type a
subject and addresses to the To box.

(For non-staff addresses see the guide “Protect Privacy in Group E-Mails”)

Step 4: Left click the Meeting
Options icon on the Meeting tab of
the ribbon.

Step 5. On Who's a Presenter? Set as people
I choose, then use the Choose Presenters
option to select presenters from the list of
those you have invited.

Step 6: Left Click Send

Users can join your meeting just

by left clicking the Join text in their
emalil.
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