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Procedures Screenshots 

 

1. Here is a link to Step-By-Step 

guide for Skype for Business for 
new users.  It is a 15 minutes 
informative guide.  We 
recommend that you watch the 

video before or after you follow 
the instructions in this document. 

2. Also, there are more in-depth 
videos around Skype for Business 

on the right side of the video 

 

 

https://www.youtube.com/watch?v=7_c4zVJ739M 
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3. Select Start, Programs, Skype for 
Business 

4. If you don’t see the Skype for 
Business then email your 

computer name to 
Eduardo.Zuniga@fortbendisd.com 
to push the application to your 
computer 

 

5. Select Sign-in type in your 

First.Last 
name@fortbendisd.com 

 

mailto:Eduardo.Zuniga@fortbendisd.com
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6. Type in your password 

 

7. Select Yes 
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8. Click the icon to add a contact. 

 

9. Select Add a Contact in My 

Organization. 

 

 

 

 

10. Enter the name of the individual 
you wish to add. 

 

11. When you find the individual, 
right-click and select the entry to 
add to your Contact List. 
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12. A ? mark by a user name 
indicates the user is not on Skype 
yet  

 

 


