How to Add AND Remove Contacts in Skype for Business
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4 FAVORITES

Christy R. Canady - Available

Connie Schuett - Available - Video Capable
LLC2151

e David Albrecht - Available

Once you have logged onto Skype for Business, you will want to
remove your old contacts, and add new contacts to the Skype
for Business client.

Elba Concepcion -In a meeting
@ Ready for the long Holiday Weekend
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‘ Freddie Acevedo - Available - Video Capable
Greg George - Busy
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Jeff Collins - Inactive - External Network
Kyle Kniffin - Available - Video Capable
Center for Public Safety
LaKeysha Cason - Available - Video Capable
Lakeland

Q Luis Fernandez - Away 1 hour

,‘ Manny Miller - Available - Video Capable
#¥® Keep Calm and Call the Help Desk

@ Skype for Business @ -
What's happening today?
William De Witt

Available ¥
WAD-145 ¥

=

a 0 B

GROUPS STATUS RELATIONSHIPS NEW

To remove an old contact, use your mouse to click on the old
contact and once highlighted right click the old contact. Once of
conve St s your options is to “Remove from Contact List”. Once you click
St e ol on “Remove from Contact List”, your contact will be removed
instantly.
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Send anIM

Send an Email Message

e David Albrecht - Available
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Schedule a Meeting
Copy
You can perform the same actions in “Remove from Favorites”.
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Remove from Favorites
Remove from Contacts List

Tag for Status Change Alerts
Change Privacy Relationship

See Contact Card
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a 0 &= Simply begin to type in the individual’s email address in the
pealing “Find someone” field. For example: username@polk.edu
T and you will begin to see contacts appear.

Barry Collins - Available - Video Capable
INSTR TECHNOLOGY TECH I, Instructional Technology and elearning




@ Skype for Business
What's happening today?
William De Witt

Available ¥
WAD-145 ™

a 0 =

beolins Once the needed contact appears, right click with your
PSS mouse on the contact and you can “Add to Favorites” or
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