


Objectives
• Setup audio and video 
• Make a call using Skype for Business 
• Manage your contacts and set your presence
• Send an instant message to colleagues
• Create a meeting using Skype for Business and invite 

others
• Use Skype for Business to share and collaborate on 

projects



Select Skype from your Start menu

Click here to set up your Audio Device 
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FAQ
from faculty and staff

1. Can faculty and staff use Skype? 
Yes.

2. What do faculty and staff need to know to start using Skype? If you are 
on your work computer start menu, Skype. If you are on another device 
you need to install Skype from the Office 365 Portal and then use. 

3. Can faculty and staff send a Skype instant message to someone who is 
not a faculty or staff member? Yes. The person you want to Skype with 
must have a Skype or Microsoft account.

4. Can I create a Skype meeting in Outlook? Yes. Open the calendar and 
click on the New Skype Meeting tool from the toolbar. 

5. Can I invite someone who is not a faculty or staff member to a Skype 
meeting? Yes. You need to know their email address. 

6. How do I join a Skype meeting? Open the meeting invite in your mailbox 
and click on link “Join Skype Meeting”.
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ANSWERS:
1. Yes.
2. You can start Skype from the Start menu on any UMB Windows 10 computer or laptop. You can download Skype from MS Office 365 portal (up to 5 machines total) onto your personal computer or laptop. You must have a headset (with microphone and headphones) OR a microphone (built-in most laptops) and speakers. NACS or Campus IT (Helpdesk) can help you set these up.
3. Yes. The person you want to Skype with must have a Skype or Microsoft account which they can create by going to www.skype.com and they can download Skype from that site, too. 



Additional Information
Visit Center for Information Technology Services 
(CITS) website for more info about Skype and 
training sessions they offer
http://www.umaryland.edu/office365/skype-for-business/

You can also schedule a private training for your 
group with Learning Technologies or CITS 
Enterprise Training
https://cf.umaryland.edu/cits_training/

http://www.umaryland.edu/office365/skype-for-business/
https://cf.umaryland.edu/cits_training/
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