
Best Practices for Creating a Skype Meeting 

 

1. Open up Outlook and left-click on the calendar icon in the bottom left corner: 

 

 
 

2. Left-click on the New Skype Meeting icon at the top of your screen: 

 
 

  



3. Create the meeting appointment: 

 
4. Optional (for sealed hearings): Left-click on the Meeting Options icon at the top of the screen: 

 
 

  



a. Change the These people don’t have to wait in the lobby to Only me or anyone in my 

organization, the meeting organizer (or other option should you desire.) 

 
 

5. Optional: If you want to have the meeting reoccur every day M-F, click on the Make Recurring 

text and set your start/end times, days of the week and end time. Click OK: 

 



6. Save the file as an Outlook template: Left-click on the File menu in the top left corner of your 

appointment: 

 
 

7. Left-click on the Save As text: 

 
 

  



8. Change the Save as type: to Outlook Template: 

 
 

9. Save location to a directory you have easy access to and Save: 

 
 



10. Add addresses to send the appointment to and left-click the Send Icon: 

 
 

11. For all future emails, simply double-click on the template shortcut in your storage directory 

using Windows Explorer: 

 
 

  



12. Fill out the email addresses you want to send the appointment to and left-click send: 

 
 

 

 

Meeting Setup for Mac  

 
1. Before starting, make sure Outlook is installed and not using Outlook on the Web. If it is not 

installed go to the AppStore and look for Microsoft Outlook. Should be free to download and 

just say “Get”. If it says “Open” it is already installed. 

      



2. Open up Outlook and left-click on the calendar icon in the bottom left corner:

 
3. Left-click on the Meeting icon at the top left of your screen:  

        

4. Left-click on Skype Meeting icon: 

        

5. Then left-click on the down arrow next to the Skype Meeting button. And select “Set Access 

Permissions”: 

       

  



6. Optional for sealed hearings: You’ll see a drop down window open up with a slider control. Slide 

that control to “Only Me”: 

       

7. Optional: If you want to have the meeting reoccur every day M-F, click on the “Recurrence" 

option and set your start/end times, days of the week and end time. Click OK: 

          

 



8. Add addresses to send the appointment to and left-click the Send Icon:

 
9. To save the Meeting as a template, find and select the Email you sent out. 

 
10. Then click “File” and “Save as Template”: 

       



11. Save location to a directory you have easy access to and Save:

 
12. For all future emails, simply double-click on the template shortcut in your storage directory 

using Finder:  

       



13. Fill out the email addresses you want to send the appointment to and left-click send:

 

 


