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 guestions or concerns.




Download Skype to your computer

Step 1: Go to www.skype.com
Step 2: Click on icon to start downloading.

W’A Buy Skype Credit - Help - Search

Use Skype Business Shop Account

It's important to stay
together.

B United States (English)  ~  Aboutus ~ Partners  lobs  Prices  Securty Privacy policy ~ Legal

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

File Download - Security Warning =3
Do you want to run or save this file?
@ MName: SkypeSetupFull.exe
Type: Application, 22.4MB

From: download.skype.com

Fun | [ Save | [ Cancel |

potentially ham your computer. If you do not trust the source, do not

@ ‘While files from the Intemet can be useful, this file type can
- run or save this software. What's the risk?

Step 4: The box below will appear. Save the file to yourdesktop . The options will
appear on the left column of the box below. Click on icon to save the file.

Savehs == .
G e » T e 7] Once you have saved the file to your

SN e e r————— computer, the box below will appear.
% docmens b o H Click on icon to continue the

(% Recently Changed
download process.

B Desktop :A} Computer
% Recent Places

/% Computer =0
W Network
B Ppictures -
(e & o Microsoft Office Excel 2007
XCE | shorten Download complete == =
Folders S = ;55KB .
File name:  SkypeSetupFull - V1
Save as type: [ Application - . Download Complete
~ Hide Folders Cancel

SkypeSetupFull.exe from download. skype.com
i

Downloaded: 224MBin 1sec
Download to: C:\Usershecr.. \Skype Setup Full exe
Transfer rate: 22 4MB/Sec

[C1Cinse this dialog box when download compietes:

[ Bun ] [Openfnlder ] | Close I

*Vista Windows Users: Another box may appear asking whether to give permission to
continue. Click on the 60OKOd or oO0Continuebd
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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 oYes to accept
> Skype™ - Install (=l e =]

(‘/",\‘ Hello! Thank you for downloading Skype
A
=y

Select your language:

[ ¥es, 1 have read and accept the Skype End User License Agreement
and the Skype Privacy Statement

Click the icon Install  to begin.

Step 6: The next box below will appear. Unclick the E icon to show | | to not install
the Google Toolbar. Itis not necessary to finish the process.

o Skype™ - Install
& r\‘\‘ Free! Google Toolbar for Internet Explorer

=

(=) = ==

i Google |G- b @ M- O~ | 3 bocmaiew Bl i2bkced | o Ok

- ] Aol

‘Google Toolbar makes web browsing more convenient:
* Instant suggestions as you type in the search box
# Pop-up blocking

* Join live conversations with the Skypecasts button

["] Install the free Google Toolbar
You can remove it easily at any time

By installing the Google Toolbar, you agree to the Google Toolbar
terms of use and privacy policy

Cancel

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.

. Skype™ - Install

Free calls to anyone
who's on Skype

—
Installing Skype: may take a few minutes

== ==

| Cancel




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 ar = 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|—|i con

S Skype™ - Create account

G Create a new Skype account.

Already have a Skype account? Sign in

==l

Full name

* Create Skype Mame.

= Password

* Repeat password

Skype Terms of Service and the Skype Privacy Statement

* Fiekds marked with an aster

=[] Yes, I have read and I accept the Skype End User License Agreement the

Cancel

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

t o checkYesO

Examples:
Skype Name: RockGirl28
Password: musicsinger

Click on icon to

continue.

Itis

up to you if you would like to be sent Skype news and special offers. Unclick [7] to

showl—lif you donodt

want

t o

') Skype™ - Create account

@ Create a new Skype account.

==

* Email |

retrieve lost passwords.

Country/Region United States
City

Sign me in when Skype starts

A valid email address is the only way to

Yes, send me Skype news and special offers.

Cancel

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.

be sent any i

Click on to continue.

**|f 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.

') Skype™ - Create account

@ Create a new Skype account.

\

Cancel
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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 startup menu that will pop
up each time you signrin 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
') Skype™ - Welcome screen (=)
@ Hello anfl welcome\to Skype.
J' Take a mWite to get set up... Or get started now..|
cbseu\snebomescre;n
‘and start using Skype
(7] Show wekcome screen at startup
Youobr e

€305 Skype™ -

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.

Ro,ckGirIZB
§kvﬂ Cof®yts stenmlcgﬂ L= dmE sE

4+ RockGirl28

- ‘ Add vides or

Call mabile phones and landines at greatlow rates,

3 Edcho / Sound Test Service

'3 John Smith

= Mike Jones

Randy Harris

B Call phones
‘€4, Directory
& Shop

4 Contacts
Choose a contact and start talking.

4 Phones and SMS

You can also use Skype to call landlines and mobile phones.

oo e

ready to

To Log back into Skype at another time

Step 1: There should be ann icon on the bottom right corner of your desktop screen.
Double click on the icon and it will bring up a screen. See below.

') Skype
Skype Tools Help

Welcome to Skype.

Skype Name

. RockGirl28
Don't have a Skype Mame?

Password

Forgat your password?

Sign in

[ Sign me in when Skype starts
[ start Skype when computer starts

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

go!

If the n icon is not

icon on your desktop

screen from when you
saved the file while
downloading Skype.

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.

there, click on the larger @



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 personbés first and | ast name i n

at the top of your Skype screen. This wil/ all ow
to add to your Contact list.

RockGirl28

Rock Girl

John Smith
Randy Harris

Samantha Henry

Step 2: Once you type the personb6és name in the s
pear. Click on icon to search Skype and see if this person is on Skype
as well.

RockGirl28

Rock Girl

v

Step 3: Once you hit Search Directory, Skype will bring up a list of people by the name of ie:
6Peter Douglasé that currently have an account wi
list and find your Contact person. Click on the name and hit the icon.



