
 Best Practices for Faculty  

  

 Make sure the PC you are using for Skype has been updated to Office 2016 (this is free for all 

faculty and staff if you are using a computer from home)  

 Always create a recurring meeting link for your class time periods (can be done with the 

desktop version of Outlook or web version.  Instructions are on the FTLC website if you need 

assistance).  

 Before starting, make sure that your speakers are on and turned up.  You can test audio and 

video using the cogged wheel:  

 

 Bandwidth can always be problematic on either or both ends, so:  

 Only use video when necessary and shut off if not  

 Present programs rather than the entire desktop when possible  

 If you are simply doing PowerPoint, Present PowerPoint Files for a nice smooth, low 

bandwidth option.  This also allows students to go back and forth between slides if they have 

questions, etc.   

  

  

  



SKYPE BEST PRACTICES – 2017SP    FTLC  

  

 

 Don’t forget that you can “Add attachments” to get necessary files to your remote students  

 The “Shared Notes” are notes that put into a shared OneNote notebook.  Let us know if you 

want to do that and we can help  

 Co-Author Office Document is a nice way for your remote students to join in, in written form 

on group projects  

 Clicking “More” will get you access to a whiteboard, polling and Q&A  

  

 The … menu in the lower right-hand corner allows you to record 

your session.  Once processed (in MP4 format) the recordings are 

found under “Manage Recording” or in the Video folder on the 

computer used.  These can be uploaded to an unlisted YouTube 

channel (which will automatically close-caption).  I always create 

a playlist for each class and put a link in the course to the playlist 

with the most recent recording listed first.   

  

  

Don’t forget students can join via the “Skype for Business” mobile app.  We have had very good luck 
with it and students tend to handle their phone technology better than a PC sometimes! 
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