
Skype for Business  
Skype for Business was formerly known as Lync but was re-branded under the current release name 
after Microsoft acquired Skype. It is a communications platform that allows you to interact with your 
contacts using instant messaging (IM), audio and video conversations, and Skype for Business 
Meetings. 
Skype for Business works with your UKZN email address and Password.  

It comes preloaded with the Office 2016 package. All UKZN computers have it loaded.  

Skype for Business works in conjunction with your outlook calendar eg. If you are in a meeting your 
status will say in a meeting or if you on a call it will say ON A CALL / BUSY  

 

Start a video call 

1. Open Skype for Business, and either find a contact in your Contacts list or type a name in the 
search box to find the person you're looking for. ... 

2. Point to the contact's picture, and click the Video icon. 
 
Start an IM conversation 

1. Locate the person you want to send an instant message to  
2. Display the communication options for that person using one of the methods above  
3. Choose the instant messaging icon.  A conversation window will appear  
4. Type your message at bottom of the conversation window  
5. Press the return key or click the send icon (>) 

Start a conference call 

Make sure your contacts are available by checking their present status first. Then follow the steps 
below to invite them to the conference call. 

1. In the Skype for Business main window, in your Contacts list, hold down the Ctrl key and click the 
names of your contacts to select them for your meeting. 

2. Right-click the selection, and click Start a Conference Call. 
3. Click Skype Call. 

Your contacts then receive a notification and can accept or decline your request for the conference 
call. 

Add more people to the conference call 

If you need to add more people to your conference call, you can drag their names into the meeting 
from your Contacts list. Or add them by using the people menu: 

1. In the conversation window, in the Participants pane, click Invite More People. 
2. Select someone from the list, and then click OK. Skype for Business calls the person for you and 

adds them to the meeting. 



Troubleshoot Skype for Business audio issues 

Solve microphone issues 

 
Other participants can't hear me 
 

If other participants can't hear anything from your side, the problem is either with your microphone 
or with their playback device (speakers or headphones). 

1. Check your settings in Skype for Business.  
Skype for Business automatically mutes people joining a scheduled conference. This is done to 
reduce the noise from parties that aren't active presenters. 

To unmute yourself, choose the microphone icon with the diagonal line in the call window. 

 

2. Check your microphone.  
If you’re using your computer’s built-in microphone, make sure it isn't muted. If you’re using an 
external microphone, check that its plugged in. If it’s a wireless microphone, make sure the batteries 
are charged. Also check for physical mute buttons on the headset/headset cord. 

3. Make sure that the correct device is selected.  
Watch this short video for detailed instructions about checking your audio and video settings. Or, 
follow the steps below. 

a. On the lower-left side of the Skype for Business main window, choose Audio Device Settings. 

b. If you want to use different devices for audio input and output, then choose Custom Device. This 
opens separate drop-down lists for Speaker and Microphone. In the Microphone drop-down list, 
choose the mic you want to use. If you only use your computer’s built-in microphone, you’ll see just 
one option. 

Speak into the microphone. If the microphone can hear you, the blue speech activity indicator bar 
will move up and down (the farther right it reaches the better the signal level is). If you have more 
than one microphone and you’re not sure which name relates to which microphone, talk into each 
microphone in turn and check the blue speech activity indicator for movement. 

 

 

 

 

 

 

javascript:
javascript:
https://support.office.com/en-us/article/Set-up-an-audio-device-for-Skype-for-Business-2533d929-9814-4349-8ae4-fca29246e2ff?ui=en-US&rs=en-US&ad=US


 

4. Make a test call. 

On the lower-left side of the Skype for Business main window, choose Check Call Quality. 

Note: This feature isn't available yet for Skype for Business Online users. 

 

o If you can hear your recorded message played back, then your microphone is working fine. The 
problem might be with another participant’s connection or playback device. Suggest the participant 
review this guide to solve speaker or headset issues. 

o If you can’t hear your recorded message, continue through these steps to check your Windows 
audio settings. 

5. Check your Windows settings.  
Adjust the signal strength (boost) of the microphone in Windows by right-clicking the loudspeaker 
icon at the bottom-right of the screen and using the slider control. 

 

Choose Recording devices. Right-click the device Skype for Business uses and choose Properties. 
Then, on the Levels tab, use the slider control to adjust the volume. 

 

 

 

 

 

 

 

 



Troubleshoot Skype for Business video issues 

 
Other participants can't see my video 
 

• In the Skype for Business main window, go to Tools > Video Device Settings. You’ll see what your 
camera sees in the window. 

 

Notes:  

o If you have more than one webcam, all should appear in the drop-down list. 

o  

If the camera doesn't appear in the list. 

1. Is your camera plugged in?  
If you’re using an external instead of a built-in webcam, make sure that it’s plugged in and turned 
on. If it’s connected to your computer by USB, try plugging it into a different USB slot. If you’re using 
a USB hub, try plugging the camera directly into a USB slot on your computer instead—and try 
disconnecting other USB devices. 
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2. Is your webcam installed correctly?  
Check that your camera is listed and enabled in Device Manager, even if you’re using the computer’s 
built-in camera. 

To open the Device Manager 

o In Windows 10 and Windows 8 desktop, tap the Windows logo key (Start) and type Device 
Manager in the search box. If necessary, choose the administrative tool from the results. 

o In Windows 7, choose the Windows logo key (Start) > Control Panel. In the View by browse control 
items, choose Category. 

Choose Hardware and Sound, and then under Devices and Printers, choose Device Manager. 

Under Imaging devices, check that your camera is listed. 

 

If it's listed, make sure it’s enabled. If you see a Disable option, then the camera is enabled. 
If you don't, right-click and choose Enable. 

If it isn't listed, or if there's a question mark or exclamation mark, you’ll need to reinstall the 
camera. You can find the latest drivers for your camera on the Internet. Searching for the 
camera model on Bing. 

If the camera shows up in the list but doesn't show preview. 

1. Is another application using your webcam?  
Close any applications that might be using your webcam, including video editing software, virtual 
camera software, instant messengers and Internet browsers. If your webcam has a light to show 
when it’s in use and you see it when you’re not in a call, then some other application is using your 
camera. 

2. Check camera privacy settings.  
Some cameras have "Privacy" setting. 

 

Choose Camera Settings and disable the setting.If you only see a solid black frame in video preview, 
your camera might have a physical privacy shutter. Open the shutter to enable the video. 

https://www.bing.com/
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