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Skype for Business — Add a Contact

* There are two ways to add a Contact:

— Search using their name

— Finding them within or external to your
organization




Skype for Business — Add a Contact

1. In your system tray (located in
the far right bottom corner of
your screen), click on the up
arrow and then click on the
Skype for Business icon.
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SEARCH USING THEIR NAME




Skype for Business — Add a Contact to

MY CONTACTS
1. Inthe “Find someone” a
field, type the name of the — L -
person you want to add to Fye—

your contacts. In this
example, Sharon Grant.




Skype for Business — Add a Contact

2. Once Sharon Grant is
shown, right-click on her
name and either Add to
Favorites or Add to a
Contacts List (if you have
created Groups).

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




ADD A CONTACT




Skype for Business — Add a Contact

1. Click the Add Contact -

&~
button. a
GGGGGG STATUS RELATIONSHIPS NEW 2+
4 FAVORITES
4 OTHER COMTACTS [0)
To add contacts, drag from another group or add from search.
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Skype for Business — Add a Contact

2. Click on the “Add a Contact
in My Organization.”

William Shelby

f Awailable =
Set Your Location *
o
- 0 = o~

GROUPS STATUS RELATIONSHIPS NEW

Add a Centact in My Organization
People who've added you as a contact will show up here. Add ther

your Contacts list to make sure they can contact you and see wher Add a Contact Notin My Organization +

you're around. Create a New Group

3 Display Options
v;& David Lowry - Offline 14 hours
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Skype for Business — Add a Contact

3. In the search field, type the
person’s name that you
want to add as a contact |
and you will see their < :
contact pop up. In this
example, | typed Christian
Boman.
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Skype for Business — Add a Contact

@ Skype for Business

What's happening today?

4. Add to Favorites or Add @
s 0 B a-

to Contacts List. =

Christian Boman x

Find and right-click people to add them to your Contacts list,

MY CONTACTS

i_"'h Christian Boman - Presence unk

s
Business Applications Administrator, Send an |M

Call

Start a Video Call

Send an Email Message
Schedule a Meeting
Copy

Find Previous Conversations
Add to Favorites

Add to Contacts List

Tag for Status Change Alerts
Change Privacy Relationship »

See Contact Card
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NEED HELP?

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