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Installing Skype for Business — Mac OSX

Before installing Skype for Business, please check that the application is not currently installed on your Macintosh.

Click on Finder, then click on Applications and check if you have the Skype for Business application installed. If you
already have Skype for Business installed there is nothing for you to do at this point. If you do not see an application
for Skype for Business, please follow the instruction below.
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Open an Internet browser (for this instruction, Firefox was used) and enter http://myoffice.uwo.ca in the address
bar. This will bring you to the below login page where you will input your UWO credentials. The format for the
username will be userid@uwo.ca and then your UWO password and then select Sign In.

oB e / Sign In %\ +
€ Oa uwo. 2 signin?.0 alm=ur ftOnli =bk%3D1406747 @  Q search =

-

Western

Sign in with your organizational account

Sign in with userID@uwo.ca
For help please visit the Western Office 365 Help Page

Once you are signed into Office 365 select Other installs which is located under Install Office 2016.
(Note: Please do not install Office 2016 on your work managed device using this portal as this breaks the
agreement with Microsoft. You are free to install Office 2016 on your home managed workstations and devices.)
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Good morning ¥ install Office 2016

Other installs
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Under Software you will see Skype for Business, please select this and then select Install.

@0 @ 1 Microsoft Office Home % /‘/ 1 | Software x '\\ +

& | (D 8 | https://portal.office.com/OLS/MySoftware.aspx?source=ohp-ib c Q_ search

——

Software

Office = Skype for Business

Skype for Business
Install Skype for Business on Mac
Phone & tablet
Get instant messaging, audio, video, and online meetings and presentations, avaliability information, and sharing.

S

Skype for
Business

Review system requirements

Install I

You will see a window open regarding opening the installer pkg file. Select Save File.

@ Opening SkypeForBusinessinstaller-16.11.0.149.pkg

You have chosen to open:

‘& SkypeForBusinessinstaller-16.11.0.149.pkg

which is: Binary File (33.7 MB)
from: http://download.microsoft.com

Would you like to save this file?

Cancel Save File
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Again, | am using Firefox for this example so this may differ depending on the Internet browser you are using. After
the file has downloaded in Firefox you will click on the Downloads arrow and then select
SkypeForBusinessinstaller-16.11.0.149.pkg to initiate the installation.

@ 3 Microsoft Office Home ,/ 1 ]

& ) D @ | https://portal.office.com/OLS/MySoftware.aspx?source=ohp-ib ¢  Q search w B ¥ A

: |"Office 365 -

—

_ \ SkypeForBusinessinstaller-16.11.0.148.pkg Q

Software s ‘\\ ok

@ completed—33.7 M8

Show All Downloads

At the Introduction select Continue.

@ Introduction
License
Destination Select
Installation Type
Installation

Summary

- Install Skype for Business Q

Welcome to the Skype for Business Installer

You will be guided through the steps necessary to install this
software.

ontinue
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Under License, again select Continue.

(5] ‘e Install Skype for Business o

Software License Agreement

<

English
@ Introduction

¢ License MICROSOFT SOFTWARE LICENSE TERMS

Destination Select Skypa for Businass

These license terms are an agreement between Microsoft Corporation (or based on
where you live, one of its affiliates) and you. Please read them. They apply to the

| llati software named above, which includes the media on which you recelved [t, If any. The
nstallation terms also apply to any Microsoft

Summary «  updates, .

Installation Type

* supplements,

+ Internet-based services, and

*  support services

for this software, unless other terms accompany those items. If so, those terms apply.
By using the software, you accept these terms. If you do not accept them, do
not use the software. Instead, return it to the retailer for a refund or credit. If

you cannot obtaln a refund there, contact Microsoft or the Microsoft affiliate serving
your country for information about Microsoft’s refund policies. See nmj&

AR o —

Print... Save... Go Back Continue

You will see a notification with regards to agreeing to the terms of the software license agreement. Select Agree.

‘& Install Skype for Business b

To continue installing the software you must agree to the terms of
the software license agreement.

Click Agree to continue or click Disagree to cancel the installation and
o Lic quit the Installer.

Read License Disagree Agree
Ins|

Summary «  updates,

* supplements,

* Internet-based services, and
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Under Destination Select, click Continue.

LA & Install Skype for Business.

Select a Destination

Select the disk where you want to install the Skype for

@ Introduction =
Business software.

« License
« Destination Select

Instailation Type

i |
P

Installation

Summary Macintosh HD
154.29 GB available
249.8 GB total

Installing this software requires 96.3 MB of space.

You have chosen to install this software on the disk “Macintosh
HD"

Go Back ontinue

Under Installation Type, click Install.

@ ‘« Install Skype for Business

Standard Install on “Macintosh HD*

iedictica This will take 96.3 MB of space on your computer.
License Click Install to perform a standard installation of this software

. v on the disk “Macintosh HD".
Destination Select

o 0 0 O

Installation Type
Installation

Summary

Change Install Location...

Go Back Install
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You may see a window asking to close your browser to continue the installation. If you do see this window, please
select Close Application and Install.

Firefox must be closed before the software can
be installed.

If you don’t want to close this application now, choose Install
Later.

"Close Application and Install

Install Later

Input your device username and password to install the new software and click Install Software.

Installer is trying to install new software.

Enter your password to allow this.

User Name:

Password:

Cancel " Install Software
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The installation should now be complete. At the Summary, click Close.

@ Introduction
@ License

» Destination Select

o Installation Type

¢ Installation The installation was successful.

¢ Summary The software was installed.

\Close

You may see a window asking to move the installer to Trash, select Move to Trash.

Do you want to move the “Skype for
Business” Installer to the Trash?

To keep this package in its current location, click
Keep.

Keep " 'Move to Trash |
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You should now see the Skype for Business application in your Dock. Click the application to launch it.

TeNO@OMIR “=@AM 333210280 ~ ¥

At the login, input your UWO email address and select Continue.

@ Skype for Business

i userid@uwo.ca|
Use the sign-in address for your organization - not a Skype Name or Microsoft
account

Advanced Options

Need help signing in? w

Input your UWO password and if preferred select Keep me signed in.

(S) Skype for Business
=

Use the sign-in address for your organization - not a Skype Name or Microsoft

account

ecescove
Keep me signed in

userid@uwo.ca

Advanced Options

Need help signing in? m
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You are now logged into Skype for Business and can add new contacts by typing a Western colleagues name.

Alslclnell  New Contacts

Q
» Favorites \

» Other Contacts

Contacts No contact or contact group
selected

After you have located the individual, you can alternate (right) click and select Groups and then Favorites to add
them to your Favorites list.

‘All Contacts

New Contacts Ramiro RUiZ

) @ Away 10 minutes

Q_ ramiro ruiz

3 x
Djfpg Ramira  gend Instant Message

Start Call

Start Video Call

Send Email...

Schedule Meeting... mail rruiz4@uwo.ca
Tag for Status Changes

atus Not much.....

TR Feorites

Contacts Remove Contact
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