
Skype for Business – Meeting Quick Start Guide 

Setting Up a Skype Meeting 

1. In Outlook Calendar, choose 

“New Skype Meeting” 

under the “Home” tab. 

   

2. The only difference is that 

your message already has 

Skype link included. Don’t 

delete the link when you 

add your own message. 

 

Starting a Skype Meeting 

1. You can start the meeting 

in two ways: 

 

a. Click the link in your calendar event or event email. 

 

b. Log in to “Skype for Business 2016” on your desktop and 

double click on the meeting in your events list.  

 

c. If this is your first time using Skype, you need to log in with 

your work email.  

 

2. Choose how you want to hear the meeting: 

 

a. Select “Use Skype for Business” to listen and talk through 

your computer speakers & mic or headphones. 

 

b. Select “Call me at:” and choose the number that you want 

Skype to call so you can listen and talk through your 

telephone.  
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3. Here’s a tour of all the settings you’ll need to run or attend your meeting: 

 


