
Introduction to Skype  

 The following is instructions to download Skype software to 

your computer.  This will allow you to access people across the 

world through phone, chat and webcam.  All for free!  After you 

have downloaded the software, there are some basic notes to help 

you understand the software once you have it installed.  To make a 

phone call on Skype, you will need speakers on your computer or a 

microphone/headset to hear the contact you are calling.  To use 

the webcam option, you will need a webcam installed to your com-

puter.  

 

If you need help with purchasing software or devices (webcam, mi-

crophone), please feel free to call or email our office if you have 

any questions or concerns. 



Download Skype to your computer  
Step 1:  Go to www.skype.com 

Step 2:  Click on                 icon to start downloading.  

 Step 3:  The box below will appear.  Click on   icon to save the file to your computer. 

 Step 4:  The box below will appear.  Save the file to your desktop .  The options will 

appear on the left column of the box below.  Click on  icon to save the file. 

 Once you have saved the file to your 

computer, the box below will appear.  

Click on icon to continue the 

download process. 

 *Vista Windows Users:  Another box may appear asking whether to give permission to 

continue.  Click on the óOKô or óContinueô icon to proceed. 
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Step 5:  The box below will appear to thank you for downloading Skype.  Once you  

have read the User License Agreement and Privacy Statement, click on the  icon to 

check óYesô to accept. 

 Click the icon to begin. 

Step 6:  The next box below will appear.  Unclick the  icon to  show to not install  

the Google Toolbar.  It is not necessary to finish the process. 

 Click the icon to continue.  

Step 7:  The next box below will appear to show Skype is continuing to install to your 

computer.  It may take a few minutes. 
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Step 8:  The box below will appear to create your User Account.  You will have to choose 

 a Skype Name and Password.  Fill in the text boxes below marked by an icon.  Once  

you have typed in your Skype Name and Password, read the User License Agreement, 

Terms of Service and Privacy Statement.  Click on the icon to check óYesô to accept. 

Examples: 

Skype Name:  RockGirl28 

Password:  musicsinger 

Click on  icon to  

continue. 

Step 9:  The next box below will require you to enter your email address.   It is  

up to you if you would like to be sent Skype news and special offers.  Unclick  to  

show if you donôt want to be sent any information. 

Click on to continue. 

 

**If another box appears stating 

your Skype name is already in 

use by someone else, choose an-

other name from the selection 

given, or type in a new name to 

continue. 

The box to the right will appear to 

show Skype is entering in all your in-

formation and setting up your account.  

It will take just a few moments.  
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Welcome to Skype  

The following two screens below will appear to welcome you to Skype.   

The screen below is just a start-up menu that will pop 

up each time you sign-in to use Skype.  You may click  

on the circle icons to get more familiar with Skype. 

Or you may click the arrow 

to get started nowé.. 

The screen below is your actual Skype Communica-

tion box.  It will show your contacts, your options to 

call, text (talk) with your contacts, etc.   

RockGirl28  

RockGirl28  

John Smith  

Mike Jones 

Randy Harris  

Youôre ready to go! 

To Log back into Skype at another time  

Step 1:  There should be an icon on the bottom right corner of your desktop screen.   

Double click on the icon and it will bring up a screen.  See below. 

RockGirl28  

Step 2:  Type in your password and you are set to go! 
 

Note:  You have the option at the bottom of the log-in screen to automatically be signed 

in when the Skype icon is double clicked and/or when your computer starts up. 

If the icon is not  

there, click on the larger 

icon on your desktop 

screen from when you 

saved the file while 

downloading Skype. 
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Adding someone to your Contact List  

The contact must be in your list to call and video for free  with Skype. 

Step 1:  Type the personôs first and last name in the search box  

at the top of your Skype screen.  This will allow you to search for the person youôd like 

to add to your Contact list. 

John Smith  

Randy Harris  

Samantha Henry 

RockGirl28  

Rock Girl 

Step 2:  Once you type the personôs name in the search box, the screen below will ap-

pear.  Click on icon to search Skype and see if this person is on Skype 

as well. 
RockGirl28  

Rock Girl 

 

 

Step 3:  Once you hit Search Directory, Skype will bring up a list of people by the name of ie:  

óPeter Douglasô that currently have an account with Skype around the world.  Scroll down the 

list and find your Contact person.  Click on the name and hit the icon. 
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