
 

Skype for Business 
Skype for Business looks like regular Skype, but it is seamlessly integrated with Microsoft Office applications such as 
Outlook, PowerPoint and OneNote, with added benefits like Instant Messaging (IM) and conference calls. 

Setting up audio device in Skype for Business 
First things first: set up your audio device and check the quality. You can use your computer’s microphone and 
speakers, or plug in a headset. 
 

1. Click Select Your Primary Device in the lower-left corner of the main Skype for Business window. 

2. Click Audio Device Settings. 

  

3. Pick your device from the Audio Device menu, and adjust the speaker and microphone volume.  

 
 



 

Manage Presence 

Presence allows you to show your availability status. It is automatically set based on your Outlook calendar, but you 
can change it temporarily if required. Presence status is a quick way for other people see whether you’re free to chat. 
The various Presence status options are shown below: 
 

 

 

* Set automatically for you based on your keyboard activity or Outlook calendar. 

** You can set your presence to this anytime you want. 

Contacts 

Find someone 

You can now connect with people in your organisation, or with external suppliers who have a Skype account.  

1. Type a name in the Search box. As soon as you do, the tabs below the Search field change from: 

 

This   

 

     

To this:  

  

  

 

2. Hover over the picture of the contact to view the available options. 

 

 

 



 

Add a contact 

Once you find a person, add them to your Contacts list for quick access. 

1. Right-click the name in the search results 

2. Click Add to Contact List 

3. Pick a group to add your new contact to 

  

Tag a contact 

Tagging a contact notifies you of their status change rather than you having to keep checking to see if they are 

available. 

1. Right-click on the contact 
2. Click Tag for Status Change Alerts 

View a contact card 
1. Tap a contact picture 

2. Tap the Contact Card button to open Contact Card  
The Contact Card will be displayed 

 

 

 

 

 

 

 

  



 

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. Click Create a New Group 
3. Type in your new group name 
4. Press Enter on the keyboard 
5. Click and drag your contacts to add them to the 

group 

Calls and Telephony 

• Skype for Business will be used in place of standard desk phones. 

• It increases your flexibility to work from anywhere – your phone 
follows your log-in. 

• Call transfer set ups/Hunt Groups will be replicated in Skype.  

• Voicemail usage is a per delivery unit/service/team policy. Refer to your team/DU policy on voicemail. 
 

Making a call 
1. Log in to Skype For Business 
2. Click on the Phone icon 

 

 
 

3. Use the dial pad to call 
 

 
Or 

1. Search for a contact that you have a number stored for 
2. Right-click on the contact 
3. Choose Call 
4. Choose the phone number (rather than Skype Call) 

 

 



 

Receiving a call 
1. Make sure you have your headset on! 
2. Click the blue answer icon. 

 

 
 

Calls via Skype including video calls and conferencing 

Start Audio, Video or Screen Sharing 
1. Double click on a contact. 

The message window appears. 
2. Click on the option you want to launch. 

 

 
Whilst in a conversation, you can add any of these elements by simply clicking the relevant button. 

  

Switch 
on Video 

Switch 
to Call  

Share desktop or 
application 



 

Conference Call - Internal 
1. Select multiple contacts by holding the Ctrl key and clicking the names in your Contacts list. 

 
 
 

2. Right-click on any of the selected names 
3. Click either: 

-  Send IM 
-  Start a Conference Call > Skype Call, or 
-  Start a Video Call 
 
Click Skype Call 

 

 

 

 

Invite more people to a conversation 
 

1. Click the   icon in the Meeting pane or in the Participants pane.  
 

2. Click or multi-select (Ctrl-click) from your contacts, or type someone’s name or phone number in the Search 
field, then select them from the results. 
 

3. Click OK. 
 

4. Your new invitees receive a request to join your conversation. 

 



 

Skype Meetings  

Skype for business lets you quickly schedule people for online meetings. 
 

Schedule a Skype for Business meeting using Meet Now 
1. Click the setting icon 

 
 

2. Click Meet Now 
3. Click OK 
4. Add participants  
5. Click the Invite more people or drag and drop from your contacts list 

 

Schedule a Skype for Business meeting using Outlook 

Meetings are scheduled using Outlook.  

1. Open your Outlook Calendar 

2. Click the Home tab 

3. Click New Skype Meeting  

 

4. Complete the meeting request just like you normally would 

Details for joining the meeting are added automatically. Attendees will click the Join Skype Meeting link to join the 

meeting (or rejoin it if they lose their connection!) 

 

Note: The conference call details are included for external contacts who do not have Skype for Business 



 

Managing a meeting 

 

 

 

Call Forwarding 

Forwarding (diverting) calls 
You may want to divert your voice calls to your mobile or to another number. If you don’t do this, but are away from 
your desk, the usual Hunt Groups will kick in. 

1. Log in to Skype For Business 
2. Click on the Phone icon 
3. Click on the Call Forwarding icon 

 
 

4. Click Forward Calls To 
5. Click the number you want to forward to 

or – if setting up for the first time 
1. Click New Number or Contact 
2. Enter a Skype contact or mobile number 
3. Click OK 

You will see a yellow bar telling you that Call Forwarding is on 

 
 

 

Voicemail 

How to set up voicemail 
Voicemail usage is a per delivery unit/service/team policy. Refer to your team/DU policy on voicemail. 
 

1. Log in to Skype For Business. 
2. Click on the Phone icon. 



 
3. Click on the Voicemail tape icon: 

 

 
 

4. Select Change Greetings. 
5. To set or change your standard greeting, press 2 and follow the instructions. 

Callers will be redirected to voicemail if you cannot get to the phone or if you’re not signed in, if you have set 
your presence to Do Not Disturb, or you’re already in a call. 
 

Turn voicemail on and off 
1. Click on the Phone icon 
2. Click on Voicemail tape icon 
3. Select Set Up Voicemail  

 
 

4. Click Activate Voicemail 

 
 

Set a special message for when you’re away 
1. Follow the voicemail instructions as above to step 4. 
2. Select option 2 and follow the instructions. 

Callers will be redirected to your voicemail if you are out of the office – you can set options for this by clicking 
on the tape icon and choosing Set Up Voicemail > choose how you want Skype for Business to decide when 
to play the special message: 
 

Activate Voicemail 



 

 
 

Listening to your voicemail 
1. Log in to Skype For Business 
2. Click on the Phone icon 
3. Press and hold 1 
4. Voicemail will launch and operate as usual 

Press 7 to delete a message 
 
Or 

3. Hover over the voicemail notice 
 

 
 

4. Click on the play icon 
5. Listen to the message 

Right click > Delete to delete the message 
 

Controlling voicemail playback 
Pressing the 1 key will rewind the voicemail message. 
Pressing the 2 key will pause or resume the voicemail message. 
Pressing the 3 key will fast forward the voicemail message. 
Pressing the 4 key will make reading of the voicemail message slower. 
Pressing the 6 key will make reading of the voicemail message faster. 


