
 

  



             

             

             

             

             

Starting Skype for Business 

Click the Windows start button at the bottom-left of your screen and type 

“Skype”. Then click on the Skype for business application that appears. 

NOTE:  If your menu does not say “Skype for Business 2016” please contact the 

Help Desk. 

 

 

 

 

 

 

  

Accessing Skype 



Signing into Skype 

When you first open Skype through the Windows Start Menu, it will ask you for 

your credentials. At this point, please enter your email address and network 

password. You may also click on the "save my password" box so you don't have to 

enter it over and over. Then proceed and press “Sign In." 

 
    



Setting Status 

Your presence status is automatically set based on your Outlook calendar but you 

can change it temporarily if you want to by clicking on the status drop down 

menu. Presence status is a quick way for other people to see whether or not 

you’re free to chat. Here are the presence settings you can change: 

 

 

 

 

 

 

 

 

 

  



If your presence is: It means you are:  

 

 
Available* Online and available 

 

 
Be Right Back** Away from your computer briefly 

 

 
Away*,** 

Logged on, but have been away from computer for a period of 

time 

 

 
Off Work** Not working or not available 

 

 
Busy*,** Hard at work and shouldn’t be interrupted 

 

 
In a call* In a Skype for Business call (two-party call) 

 

 
In a meeting* In a meeting (using Skype for Business or Outlook) 

 

 
In a conference call* In a Skype for Business conference call (Skype meeting with audio) 

 

 
Do Not Disturb** 

Do not want to be disturbed. You will see IMs, but only if you’re 

both in the same Workgroup. 

 

 
Presenting* Giving a presentation 

 

 
Out of the office Set to OOF in your Outlook Calendar 

 

 

Offline* Not signed in 

 

 
Unknown Presence can’t be detected 

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

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

 



Minimizing Skype 

If you minimize skype, you will find it automatically goes down to your system 

tray. You can click on the arrow in the bottom right and then click on the skype 

icon to open up a context menu that will allow you to Open Skype. Note that 

people can still send you messages when skype is minimized. You have to set your 

status to “Do Not Disturb” or “Busy” – or sign out of Skype – in order not to 

receive immediate communications. 

 

 

 

 

 

 

 

 

If you’d like Skype to minimize to your Task Bar, you can change that option by 

selecting “Tools” then “Options” and unchecking the box under Application 

Window under the “General” tab.  

 

 

  



 

 

 

 

 

 

 

How do I sign-out of Skype? 

To sign out of Skype, click on the status drop down menu and select “Sign Out”. 

To reactivate skype, you will need to sign back in. 

 

 

 

 

 
 

 

 

 

 

  



What are these different icons?  

NOTE:  We currently do not have access for you to upload a profile picture. 

 


