
SKYPE FOR BUSINESS: TEAM CALL GROUPS 

 

 

 

Following the migration to Skype for Business – Telephony, staff who belong to previous Cisco Hunt Groups, will 

need to create corresponding ‘Team Call Groups’ in Skype for Business.  

Note: Each Cisco Hunt Group has an associated ‘trigger’ extension number - in most cases this is the 4 digit duty / 

internal number extension that is advertised externally.  Staff will need to have access to this information, if they 

need to connect the duty number extension to users who support the duty line and are on Skype telephony. 

Creating a Team Call Group 

1. Launch Skype for Business client  

 

2. Click on the settings icon in the top righthand side of the Skype for 

Business window 

 

3. Click on Call Forwarding options and select Simultaneously 

Ring and choose My Team Call Group 

 

4. Click on Edit my team-call group members 

 

5. Click on Add to search for and select relevant members of an 

existing ‘Hunt’ group. NOTE: be sure to add Skype Users who 

are already on Skype Telephony (i.e. they have the dial pad 

on their Skype for business profile).  

 

 

 

 

 

 

 

 

6. When you have selected and added members set Ring your Team Call 

Group after a “certain number of seconds or to ring members at the 

same time”.  Click OK to complete this part of the task 

 

7. In the Current Call Forwarding Settings box, click on 

Unanswered Calls will go to: NOTE: this will probably 

be on the default Voicemail setting until you change 

it, however best practice is to ensure unanswered calls 

will go to Voicemail after 60 secs 
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NOTE: Once the changes outlined above have been made in the Skype for Business app, the user experience 

for Skype for Business users will be as follows: 

• Calls coming into the member who has the Skype Team Call Group set up against their Skype profile will 

either call other members of the call group at the same time or ring other members of the team call 

group if the call is not answered after a number of seconds (i.e. Step 7 -  “Ring your Team Call Group after 

this many seconds: 20 secs”).  

 

What do I do if the phone extension that the previous hunt group was set up 

against is a duty line / externally advertised contact number?  
 

These types of generic duty lines will remain on the Cisco network. In some cases, this will mean there will be a 

need for physical desk phone to be retained. 

Staff on Skype Telephony can support managing these duty lines by completing the quick steps below on the desk 

phone the duty line extension is logged into or where a desk phone is not applicable via an IT Service Now portal.  

If you have a duty line / externally advertised phone extension logged into a desk phone, please follow the step 

below and then complete the 7 steps explained on the previous page: 

1. On the desk phone set up the duty line to forward to a member of the team who is on Skype Telephony 

(i.e. Best practice is to use the extension number of the member who was previously the first caller 

receiver in the old hunt group set up). 

 

2. Once this has been set up the member who has the duty line forwarded to them will need to follow the 7 

steps detailed on the previous page, which will ensure the rest of the team are connected to receive the 

calls too. 

 

If you do not have a duty line / externally advertised phone extension logged into a desk phone, please raise a 

service request on the IT Service Now portal. 

 

 

 

 

 

 

 

 

 

 

 

 

https://capitalgsprod.service-now.com/sp/


 

Duty / Public Line Set Up 

 


