Skype Meetings through Outlook Calendar

To Create a Skype Meeting:

1. Open Outlook Calendar to the Home in the Ribbon Menu_and Click on New Skype Meeting

File Home  Send/Receive  Folder  View  Help  Acrobat Q Tell me what you want to do

i = NS HElOEEE E

[B] Address Book

| @ 28 Browse Groups | |Search People
Add

New New  New New Skype | NewTeams | Today Next Day Work Month Schedule Share
Appointment Meeting Items v Meeting 7 Days Week View Calendar v Calendar v
New Skype Meeting | Teams Meeting GoTo (1 Arrange ~ Manage Calendars Groups Find

w&r Today «4a Tomorrow . Wednesday
] » - - s
March 2020 March 8 - 1 4 2020 Nashville, Tennessee ol 6T F/59°F pra K 68 E/58°F

SU MO TU WE TH FR SA

23 24 25 26 27 28 29 SUNDAY TUESDAY

2. The meeting invite will include the link to join the Skype meeting.

You haven't sent this meeting invitation yet.
This appointment conflicts with another one on your calendar.
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Join Skype Meeting

Trouble Joining? Try Skype Web App

Join by phone

615-421-8800,,7816673# (Vanderbilt University) English (United States)
1-855-320-3551,, 781667 3# (Vanderbilt University) English {United States)
615-875-9250,,7816673# (Vanderbilt University) English (United States)
1-888-478-3211,,7816673# (Vanderbilt University) English (United States)
615-421-899%,, 781667 3# (Vanderbilt University) English {United States)
615-421-8620,,7816673# (Vanderbilt University) English (United States)
1-855-320-3552,,7816673# (Vanderbilt University) English {United States)

Find a local number

Conference ID: 7816673
Forgot your dial-in PIN? | Help

If you do not see the New Skype Meeting icon in your Ribbon Menu you may need to enable the Add-in.

e Click on File in the Ribbon Menu
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e Click Options from the Navigation List
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e Click Add-ins from the Options menu; Look for Skype Meeting Add-ins for Microsoft Office under Active
Application Add-ins.
e Ifitis notin the list Click Go next to the Manage COM Add-ins at the bottom of the page to activate.
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o Check Skype Meeting Add-in for Microsoft Office and Click OK.




COM Add-ins

Add-ins available:

z Adobe Send & Track for Microsoft Qutlook - Acrobat
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Load Behavior: Load at Startup

If you do not see the New Skype Meeting icon in your Ribbon Menu after enabling the Add-in you may need to add it to

your Ribbon Menu

e Navigate back to the Options menu as above then Click Customize Ribbon.
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