
 

Skype for Business 

Instant Messenger 

Through the introduction of Skype for Business, new instant messaging technology 

will also become available. This is an instant real time chat service which you can 

use to communicate with your colleagues. 

 

Instant messenger should be used for informal discussions which are unlikely to 

need to be kept or looked back on. For example: arranging lunch or a meeting.  

 

Remember this is a professional forum, so appropriate language for the workplace 

must be used at all times, and you must be respectful of each other’s views and 

contributions as you would usually in the workplace. 

 

In relation to appropriate content and language, users of Skype for Business on 

behalf of the Council MUST adhere to the rules in section 5a and 6 of the Councils 

Social Media Policy (please see link in further guidance section). Failure to do so 

may result in disciplinary action being taken.  

 

Conversations will only be kept for the duration of the day. When you log onto instant 

messenger the following day, conversations you have had the day before will not be 

accessible or retrievable, please bare this in mind when using the messaging 

service. 

 

If for any reason you feel the conversation you have had using instant messenger 

must be recorded, you will need to copy and paste the contents of the conversation 

into another format such as a word document and then save this document. 

  

All users should bear in mind that all recorded information even if they are on private 

spaces, e.g. through personal messaging is subject to:  

 

• Data Protection Act 1998  

• Freedom of Information Act 2000  

• Safeguarding Vulnerable Groups Act 2006  

  



 

 

Create a group 

Set up a group for each team you work with so you quickly see who’s available, or communicate with the entire 

team at once. 
1. Click the Add a Contact button. 

2. Select Create a New Group. 

3. Begin typing your new group name. 

  

Send an instant message 

Use instant messaging (IM) to touch base with your contacts right away.   
1. In your Contacts list, point to  

the contact you want to IM. If  

you want to IM with more  

than one contact, hold down  

the Ctrl key and click each  

contact name. 

2. Click the IM button.  

3. Type your message and  

press the Enter key on  

your keyboard.  

Need to add someone to  

the IM? From the main Skype for Business window, drag a contact pic 

onto the IM window. 
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