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Introduction
Many of you will have heard of Skype. Skype for Business is not the same thing.
Skype and Skype for Business can “talk” to each other to a limited extent, but, if you rely on
Skype, rather than Skype for Business, you may not be able to fully participate in a hearing
being conducted over Skype for Business.
The first thing you need to do is test that you can get Skype for Business working on your
computer.
First check if you have an Apple MacBook or a Windows computer. Then follow the guide
below for your respective equipment.
After you have installed the relevant software you should be ready.
The day before the hearing is due to take place, either you or your clerks should notify the
court listing office that either:
1. You have a Skype for Business account (and provide that email address)
OR
2. You intend to participate in the hearing via Skype for Business, but,
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i.

You/your firm/your Chambers does not subscribe to Office 365 Business;
and,

ii.

The judge, or the court clerk should therefore send you a link to the virtual
meeting via email, or post the URL in a note on CCDCS, to enable you to
participate.

The court should provide you with a link to join the meeting.
If they don’t, please see the guide on the last page of this note (p.13)
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Windows Computers
There are a number of ways you can use Skype for Business on your computer. This Guide
covers two:
1. Using the Licensed Client. This is only available to individuals who subscribe, either
individually or through their firms/chambers, to Microsoft Office 365 for Business
(other types of Office 365 subscription will not work). If you are not sure you have
Office 365 for Business, do not try to install this version of the software.
2. Using the Skype Meetings Web App (most people seem to fall into this category)

Using the Licensed Client
Remember, this is only available to individuals who subscribe to Microsoft Office 365 for
Business, either themselves, or via their firm/chambers.
1. Go to www.office.com
2. Sign in using your firm/chambers email address and corresponding password;
3. Towards the right of the screen, near the top, will be a pale button, with red writing
which reads, “Install Office.” Click on the downward pointing arrow next to it.
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4. This will bring up two options. Click on the second of those option, i.e. “Other install
options”
5. You will then be taken to a screen which is blue on the left margin, but predominantly
grey. Towards the top will be a blue button, which reads, “Install office.” Immediately
below that is the link you need to click, which is View Apps and Devices

6. That in turn will take you to a further screen, on the right of which, about half-way
down, under the heading, “Skype for Business” you will see a blue button which reads
“Install Skype.” Ensure that the “Edition” selected is “Skype for Business Basic,” then
click the blue button. Thereafter, follow the resulting instructions.
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7. When you come to set up your Skype for Business account, use your firm/Chambers
email as your sign-in email.
8. Using the Skype for Business client, you will then be able to open a meeting link sent
to you by the Court via email, or to accept an invitation to join a meeting sent direct
to you by the judge.
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Installing the Skype Meetings Web App
1. If you have not previously used the Skype Meetings web app, you are likely to see a
page containing this sort of message:

Or this:

2. Either click “Install and Join with the Skype Meetings App (web) or click on “Try to
reinstall Skype Meetings App (web)”.
DO NOT click Join with my Skype for Business desktop client.
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3. You will then be prompted to install the Skype Meetings web app. Select “save file:”

4. By default, your file will be saved to your “Downloads” folder, accessible through
Windows Explorer: see below as an example:

5. Double click to begin installing. There is nothing you need do after that.
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6. Go back to your web browser. Click, “Join the meeting again.” You may be
prompted to specify which application to open the meeting link with. In which, case,
select “Skype Meetings App,” then click, “Open link.”

7. If you have used the Skype for Meetings web app before, after you have clicked on
the meeting link sent to you by the Court, you should see this page in your web
browser:
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8. Click on the “Join with the Skype Meetings App (web)”.
9. The Skype for Meetings Web App will then open and ask you to enter a name. You
do not need to enter an email address. The name you enter will be seen by the
Court.

10. Once you have typed your name, click Join.
11. Make sure you turn on your microphone and camera, using the buttons illustrated
below. Clicking on the camera icon will bring up a further box reading “start video,”
which you must also click. You will sometimes need to do this twice.
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Installing Skype for Business on Mac
1. Ideally, download the application in advance of your first SfB hearing. You can get it
here: https://products.office.com/en-gb/skype-for-business/download-app. After
you have clicked on the link, follow the download instructions.
2. Do not put in your email address if you do not have a Skype for Business / Office
365 for Business account (see above).
3. If you are sent a link by email, clicking on the link should prompt a dialogue box
which gives you the option to open the link using Skype for Business. Choose to ‘Join
Meeting as Guest’ and enter your name (this is what the court will see).
4. Alternatively, if you have been provided with a URL / web address by other means,
open Skype for Business and then select ‘Join Meeting as Guest’ then enter the URL /
web address for the hearing and type in your name (again, this is what the court will
see). See screenshots below.
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5. Once you have joined a ‘meeting’ / hearing make sure you turn video and camera on
- see below

6. You will have to click on the video and then click Start Video – sometimes you have
to do this twice.
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Ipads, Iphones and Other Tablets (not recommended)
If you download Skype (normal Skype) and then click on the link in the email invitation, it
should automatically open the app.
Then enable camera and microphone by clicking on the round buttons on the screen - tap
the screen if you can’t seem them.
Ipads and iphones are not recommended, but as a backup they can be used if all else fails.
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What to do if the Court doesn’t send you a Link
If you don’t receive a link, and the court starts demanding you “log in” – tell them you can’t.
The reason is because you need an account with Skype for Business and unless you have
paid for a fancy Office 365 package (not the one most of you may have), it won’t work.
Instead send them a request for a link and ask them to do the following:
Ask the court to click on Meeting Entry Info in their Skype session – they will see this image
in the bottom right hand corner of the screen.

Then click copy info on the new window and email that to the participants.
Participants can then click on the link to log into the Skype Video Conference.
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