
Creating Webinars in Skype for Business 

A number of people and groups are interested in running webinars using Skype for Business. The 

underlying codebase is very similar to GoToMeeting so the procedures and techniques are similar. If you 

already have a Skype for Business phone (Polycom CX600, CX300 or an assigned Skype for Business 

phone number with no headset) you can run the meeting using your fixed meeting space or you can 

create a new meeting space for your meeting. The advantage of new space is that it only lasts for the 

meeting and then expires. If someone has your fixed meeting space address, they could come in any 

time you are running any meeting there. The advantage though, of fixed space, is it is easy to remember 

the meeting ID since it doesn’t change. If you are unsure what to do, contact one of us in Informatics. 

Let’s assume you are going to do this using your fixed meeting ID. Go ahead and schedule the meeting 

through your Outlook calendar. Send the invite out to the email addresses of the people you want to 

join. You can always go into your Outlook calendar, click on the meeting invite and send out additional 

invitations to others later. I would send out a regular notification well in advance that you will be 

sending an invite, and put new people’s addresses in the TO line to invite. (Be sure to only send it to the 

new invitees.) BUT I would NOT send the actual invite until about a day or so beforehand. That way the 

person isn’t wandering through days or weeks of email trying to find the actual invitation. 

You can customize your meeting invitation based on your own personal preferences. I always remove 

the “forgot your dial-in PIN |Help” line because attendees do not need to see that.  I also remove “Find 

a local number” because, at this time, there are no local numbers outside of the Nashville area. I also 

like to have the actual URL in the invitation, and after Lync 2010, Microsoft removed it In order to 

replace the actual URL, right click over the “Join Skype Meeting” and select “Copy Hyperlink”. Open a 

“dumb” editor like notepad and paste it in there. You will see the actual URL. Then swipe over that URL 

and hit CTRL-C to copy the URL. Position your cursing in the invite at the end of the word “Meeting”, hit 

Enter, then hit CTRL-V to paste it in. NOTE: if you are using your permanent meeting space you can 

preserve that URL in a notepad file for future use. It will never change.   

Below is the actual invitation and how my revised invitation looks: 

Original Invitation: 



 

My revised invitation: 



 

Put in people’s email addresses, separated by semicolons, be sure to add a Subject (often forgotten) and 

click Send. 



 

That is all there is to creating a meeting. In another techtool, I will show you how to  run your meeting. 
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