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Skype for Business — Creating a Group

1. Open Skype for Business. In
your system tray (located in
the far right bottom corner of
your screen), click on up arrow
and then click on the Skype for
Business icon.
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2. Once Skype for Business is
open, click on the button to
create a new group.
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3. Click on the “Create a New
Group.”
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To add contacts, drag from anather group or add from search

Add a Contact in My Organization
Add a Contact Mot in My Organization »
Create a New Group

Display Options




Skype for Business — Creating a Group

4. A NEW GROUP will be @ S
- 0 B -
created. g

GROUPS STATUS RELATIONSHIPS ~ NEW -
ORITES
R CO
el or add from search.

NNNNNNNN #




Skype for Business — Creating a Group

lllllllll
Set Your Location =

5. Type the name that you 2’0o B o
would like to call the —
new group. In this
example the new group ey ——r—
was named “TEST
GROUP”
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6. Create as many @ .
o [ U = -
groups as you e
need to organize [, |
i:!_, Christian Boman - Offline 11 hours .

your contacts.
Right-click each
contact and
move it to the

& Adam Newby - Offline 5 days

Andrew Gassmann - Away 14 hours

Brian Masters - Inactive 40 imins - Mobile

More Testing....

Brian Masters - Available - External Network

Start a Video Call

Send an Email Message
Schedule a Meeting

Copy

Find Previous Conversations
Add to Favorites

Copy Contact To »

Mowve Contact To 3

i i Remove from Group ECS
. @ David Lowry - Offline 11 hours Remove from Contacts List ES
a p p rO p r I a te A TSM (1) Tag for Status Change Alerts ITCCOP
Change Privacy Relationship » ITSM
-

group.

See Contact Card

Other Contacts
PMO
Test Group
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NEED HELP?

UIS SERVICE DESK
HELP@CU.EDU
303-860-HELP(4357)
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