
Contact Lists in Skype for Business 

Contact lists can be a great way to organize those people you have regular contact with in SfB.  People 
can actually in more than one contact list and you may add people who are at federated institutions into 
your list and then treat them as if they were part of your campus. 

To create a new group, right click any group name. Then select Create New Group in the popup. 



 

You can then type in whatever you want the group name to be. You may also delete or rename groups. 
Unfortunately you cannot have groups inside of groups. 



Now to add someone to a group, type in their email address or their full name in the Find someone 
input box. As you type their name it will drill down to the person. Here I am typing in Maurice’s name. 
Once you find him, right click anywhere in the area he appears under MY CONTACTS. 



 



You may now do a number of things such as add him to a contact group, initiate a SfB call, start a video 
call, send him an IM or email and even find previous conversations with him. Once you have added him 
to a contact group he will then be a member of that group. 



 

On the Windows side (unfortunately it doesn’t work on the Mac yet) you can treat a group much like 
you treat an individual contact.  If you right click the group name you can start an IM with everyone who 



was currently ‘green” in their status in one group.  You can send them a conference call (there it will call 
all of the available members). You can also start a video call. You may also change the location and 
features of the group as indicated in the choices. 
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