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How to set up Skype Meetings

Open your Outlook Calendar
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Click on New Skype Meeting
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Add participants and subject meeting, time and date
If you are booking a Room – Press Room and select building and conference room
Press Send
To Join a Skype Meeting

Right click on your calendar invite
Press Join Skype Meeting
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This will dial you into the meeting

[bookmark: _GoBack]Remember the quality of the call is dependent on your internet signal
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