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Stepl:

Click on your start menu and then click on ‘All Programs’.
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Expand the Microsoft Office 2013 folder and click on ‘Skype for Business 2015’.
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Step 2:

Skype for Business should now be open. To sign in use the same username for your computer, but with
“@colostate.edu” appended to the end. For example: if my sign in is “jdoe” | will sign in to Skype using
“{doe@colostate.edu” and the same password that | use to sign in to my computer.

® Sypeicr e - 0 x

Skype for Business

Sign in o-

Sign-in address:

Use the sign-in address for your organization - not a Skype Name
or Microsoft Account

Learn More
Delete my sign-in info
Need help signing in?

Signin as:
o Available~

& Microsoft Corporation. All rights reserved,

The first time you log in to Skype a window will open asking if you would like Skype to save your login information.
If you don’t want to reenter your credentials every time you start Skype click ‘Yes'.

x

Do you want us to save your Skype for Business sign-in info?

Waould you like us to save this info and sign you in automatically next time?

Skype will also ask if you want to share usage information to help the developers make improvements to the program. It
is safe to allow this by clicking ‘Yes’. It is also acceptable to prevent this by clicking ‘No’.

Help Make Skype for Business Better!

Can we collect info to improve Skype for Business and
other Microsoft products, such as how you use Skype for
Business, error logs and device configuration?

Learn More

.
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Step 3:
To add contacts click the ‘Add Contact’ button ="
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People who've added you as a contact will show up here. Add thefh to Add s Contact
your Contacts list to make sure they can contact you and see whe
you're around,

H-

then click ‘Add a Contact in My Organization’.
Add a Contact in My Organization

Add a Contact Mot in My Organization »

Create a Mew Group

Display Options



You can then type the name of your contact into the search box.

@ Skype for Business @ - 8 x
What's happening today?

Pyles, Andrew

Available ¥

Set Your Location ™
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I Steven I x

MY CONTACTS

Schaeffer,Steven - Offline
Instructor, 1374 Mechanical Engnr

Abt Steven - Offline
Emeritus SR Resch ScifScholar, 1372 Civil Engineering

Aguilo-Arbues,Steven - Offline
Colorado State University

Albers,Steven - Offline
Sr Research Associate, 1375 CIRA

Alles,Steven - Offline
Laboratory Support I, 1872 Chemistry

Babb,Steven (EID) - Offline

Junior: Agricultural Business, Agricultural Sciences: Agricultur..

Banghart,STEVEN - Offline
IT Professional, 1018 Acad Comp Metwrk Sve

Bettger,Steven (EID) - Offline

Senior Political Science, Liberal Arts: Political Science

Booth,Steven - Offline

We found toa many matches to show them all. Refine your search.

H-

Once you find the person you are searching for, right click on their name and click either ‘Add to Favorites’ or ‘Add to
Contacts List’.

@ Skype for Business

Eile Meet Now Tools Help
What's happening today?
Pyles,Andrew

Available ¥
Set Your Location ™

- 0 32 -

Steven D X

MY CONTACTS

Dove,Steven - Away 30 mins

Management I, 6( Send an IM
Dow,Steven - ¢ Call s
Professor, 1678 Cli Start a Video Call
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Schedule a Meeting

Copy
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Change Privacy Relationship *

See Contact Card




To create a Contacts list click the ‘Add Contact’ button and click ‘Create a new Group’.

Add a Contact in My Organization
Add a Contact Mot in My Organization »

Create a Mew Group

Display Options

You can how name your new group.

[ Mew Group

You can also rename or delete groups at any time by right clicking on them.

Mowe Group Up

Create Mew Group

Step 5:

You can now send instant messages to any of your contacts by right clicking on their name and then clicking ‘Send an IM’
or by double clicking their name.
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