Installing and first use Skype for Business

Windows

Installing from Office.com

1. Open your browser and go to Office.com
2. Click Signin
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Welcome to Office

Your place to create, communicate, collaborate, and get great work done.

What is Office 365?

3. Enter your NetlID. In this case NetID is with @tudelft.net! Click Next.
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demol1@tudelft.net




4. Fill in your password and click Sign in
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Sign in with your organizational account
demo11@tudelftnet
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5. Click Not for this site
6. Click No (for Stay signed in?)
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B® Microsoft
demo11@tudelftnet
Stay signed in?

Do this to reduce the number of times you are asked
1o sign in.

[ pon't show this again

Would you like to store your password for tudelftnet?  More info Yes Not for this sita




7. Click Install Office and choose Office 365 apps
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Office 365 £ search

Install Office

Good evening

Office 365 apps
[i e a [t m ‘ L Includes Outlaok, Onebrive for Business,
Word, Excel. PowerPoint, and more.
Start new Outlook OneDrive Word Excel PowerPoint  OneNote  SharePoint Other install options
= select s diffurent language or instal other
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No recent online Office documents

Share and collaborate with others. To get started, create a new document or drag it here
to upload and open.

8. Click Run to start the installation.
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Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePaint Teams Noc":;;ok Sway
Forms All apps

Recent Pinned  Shared withme  Discover T Upload and open

No recent online Office documents

Share and collaborate with others. To get started, create a new document or drag it here
to upload and open.

T Upload and open.. “

Do you want to run or save Setup.Def.en-us 0365ProPlusRetail 0c30973-99F2-4c2f-8698-2dfaef37ad71 TX PR....exe (5.28 ME) from c2r,
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Run Save

9. Click Yes and the installation starts
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Do you want to allow this app to make changes to
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your PC?

.] Program name:  Microsoft Office
Verified publisher: Microsoft Corporation
File origin: Downloaded from the Intern

Show details Yes

Change when these notifications appear
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Installing Office

We'll be done in just a mament




10. Click Close

Bl \icrosoft

You're all set! Office jf installed now

Close
L= 1

11. Click Enable to finalize the installation
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Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint
Forms. All apps

Recent Pinned  Shared with me  Discover

No recent online Office documents

Share and collaborate with others. To get started, create a new document or drag it here
to upload and open
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The ‘Skype for Business Browser Helper' acd-on from “Microsoft Corporation is read for use.




Signing in to Skype for Business for the first time

1. Search for the Skype for Business application on your Windows computer (use the
Search icon in the taskbar or open Start and start typing)

2. Start the Skype for Business application (double click).

— @ Skype for Business 2016

Desktop app \

i}
3 & Skype for Business Recording Manager

Apps

® Skype for Business (Mac)
Documents

SW_DVD5_Skype_for_Business_2016_W32_E
nglish_MLF_X20-41250.1SO

28 Search my stuff

skype

3. Click Continue

¥ Microsoft

Welcome to Office!

Sign in to activate Office with this account

®

demol1@tudelft.net

Change account 3




4. Click Next
5. Click Sign in

B® Microsoft

Activate Office

Hemoﬂ@tudelft.net X

No account? Create one!

©2020 Microsoft  Privacy statement

TU Delft federation service

Sign in with your organizational account

demo11@tudelft.net

© 2013 Microsoft

6. Click Accept

=. Microsoft

Accept the license agreement

Microsoft Office 365 ProPlus includes these apps:
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This product also comes with Office Automatic Updates.

Leam more

By selecting Accept, you agree to the Microsoft Office License Agreement
View Agreement




7. Fillin your official TU Delft e-mail address and click Sign in
8. Fillin your password and click Sign in

® Skype for Business - O x1® Skype for Business -0 X
Sign in - | Signin
Sign-in address: Sign-in address:
| j.schild@tudelft.nl ‘ ’ jschild@tudelft.nl
Use the sign®y address for your organization - not a Skype Name or Microsoft Change
account Use the sign-in address for your organization - not a Skype Name or Microsoft
Learn More account
Learn More
Signin as: 7
® Available ¥ Password:
|| save my pass
Signin as:
D Available ¥
Sign In
© Microsoft Corporation. All rights reserved. © Microsoft Corporation. All rights reserved.

9. Click Yes

x

Do you want us to save your Skype for Bugsaasasign-in info?

Would you like us to save this info and sign you in automatically next tim 9
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10. Skype for Business will display an error. This is normal. Please click OK to provide
your username.

11. Provide your username (dastud\<your NetID>)

12. Click Sign in
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Skype for Business - 0O X

Skype for Business

Sign in o

Sign-in address:
j-schild@tudelft.nl

Skype for Business

Sign in o

Sign-in address:
j.schild@tudelft.nl

Change Change
Use the sign-in address for your organization - not a Skype Name or Microsoft Use the sign-in address for your organization - not a Skype Name or Microsoft
aceaunt 1 account
x
Le Learn More 1 1

Can't sign in to Skype for Business
U User name:

j You didn't get signed in. It might be your sign-in dastud\jschild
address or logon credentials, so try those again. If
EX that doesn't work, contact your support team. Examples:

SK Skype for Business Online users: username@domain.com

;
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All other users: domain\username

Password: Password:

....................

v Save my password | Save my password

Sign in as: Delete my sign-in info
© Available ¥
| Sign in as:
° Available ¥
Sign In
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13. Click Yes

X

Do you want us to save your Skype for Business sign-in info?

Would you like us to save this info and sign you in automatically next time? 1 3

Y

You are now signed in and all set to start using Skype for Business.

You can find Quick Reference Cards and Instruction movies at: https://www.tudelft.nl/en/it-
manuals/skype-for-business/




