SKYPE BASICS

SKYPE FOR BEGINNERS

This is a fairly basic run-through for beginners in getting started with Skype.
Much more detailed support and information can be obtained on the Skype support website

(https://support.skype.com) See http://www.skype.com/intl/en-gb/support/user-guides/ for a range of

user guides in PDF format which you can download and/or print out.

1. WHAT IS SKYPE AND WHAT CAN YOU DO WITH IT?

e Skype is an application which you install on your computer, laptop or mobile device.

e This provides a method of making phone calls using ‘internet bandwidth’ instead of your fixed line
telephone or mobile phone.

® You can send files (including photos, documents or presentations of any size) and share your screen
with others.

e Skype may also be used as a form of Instant Messenger with no sound or vision and just text.

® You can make audio calls using a simple headset with microphone and video calls using a webcam.

2. WHAT DOES IT COST?

e |tis Free to:

o Make basic audio computer to computer calls to other Skype users anywhere in the world (this
includes both one to one and conference calls) because the ‘bandwidth’ used is paid for in the
monthly fee that you pay to your internet service provider (ISP).

o Make one to one video calls to other Skype users.

o Send files and/or share your screen with one other Skype user.

® You must Purchase credits or a subscription if you wish to:

o Make calls or send texts from your computer or mobile via Skype to mobile or landline
telephones.

o Use Skype for group video conferences with 3 - 10 people - which can include sending files and
screen sharing.

o You can buy Skype credits by signing in to the Skype website using your Skype username and

password.
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3. INSTALLING THE SKYPE CLIENT

Go to http://www.skype.com and click on Get Skype at the top of the page. If you are using a Windows

desktop computer or laptop, click on Windows underneath Computer.

Features | Get Skype | Prices Accessories Business Support

Get Skype homepage

Computer Mobile TV

Windows Android Panasonic
Mac iPhone Samsung
Linux Symbian
i Join the fun Business download Skype on 3
Other downloads Other phones
° LA Get Skype homepage

Click on Download Skype under Skype Free and you will be asked to save the SkypeSetup.exe file. Click on
Save File (this will save the file to wherever you have chosen to do this on your computer. It may be your
desktop, documents or a specific downloads folder). If you have a downloads window showing in your
browser, double clicking on this file will begin your install. Alternatively, you can browse to the file on your

computer and double click on it (or right click and choose open from the context menu, if you prefer) to

begin the install process. Follow the setup wizard to complete the installation.

Download Skype 5.3 for Windows

Get together as often as you like, wherever you are in the world.

Skype y - Skype

@ Frgg o Bremium
£4.99/month*

¢ Skype-to-Skype

calls All the great free features PLUS:

¢ One-to-one video ) )
¢ Group video calling
calls

. * Live chat customer support,
« Instant messaging .
+ Filasharing * 25% off an HD webcam 4

X
" Download Skype ) Buy Skype Premium
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4. STARTING SKYPE

To start Skype

If it's your first time opening Skype:

0 % Open Skype on your computer.
228 That means double-clicking this icon on your desktop or choosing it from the

Sl \Windows > Start menu.

9 Click Don't have a Skype Name?
This opens a Create account window.

6 Type in your name, then create a Skype username (called a Skype Name) and a
password.

- Pick ones you can remember so you can sign in next time.
- Follow the directions from there and click Sign in.

If you've opened Skype before:

0 Open Skype from your desktop or Windows > Start menu.

@ In the start-up screen, click in the box under Skype Name and type it in. Then do
the same for your password.

(If you forget your password, click the Forgot your password? link and follow the
directions from there.)

6 This will sign you in to Skype, ready for you to use.

Get up and running

T 2
Download Skype 2. Add a contact % @ q =
It's quick, easy and free y EBA J 3
o Samts © ST e s s st
(RE e a—— o g e
Add cortacts s e x Chme
Friends, family, colleagues — search for them or add z o .
them instantly if you know their Skype name A ~ e
Make afree S Il S\ -
Choose a contact and click the call button © :___
F Y -
‘:cn-—
A O D Qtome
Q

Julia Ault June 2011



SKYPE BAsIcs

5. ADDING CONTACTS

Adding a single contact
To add a contact:

1. Sign in to Skype.
2. In the menu bar, click Contacts > Add a Contact.

Skype Conversation  Call  VYiew
Add a Contact...

Import Contacts...
Create Mew Group...

Contact Categories » L

v Show Outlook Contacts 1t

Sort Contacts by »
Hide Contacts YWwho »
Advanced »

3. Enter the Email, Phone number, Full name or Skype Name of the person you want to add.

+44v

Jennifer North|

4. If the Skype account of the person you wish to add is displayed, click Add below the contact.
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5. If more than one Skype account matches your search:
a. Click View for a list of matching Skype accounts.

Jennifer North

b. From the list of matching accounts, click Add contact next to the one you wish to add.

E Add contact
?
W Add contact

1 2 3 4 Next»

6. More information on the Skype account you have selected is displayed. Confirm that this is the

account of the person you wish to add by clicking Add.
7. Before the contact can be added, you must send a contact request to that person. Enter some text

to introduce yourself and click Send request.

Hi Jennifer,
I'd like to add you as a contact.
Thanks!

Dan

8. The contact will be added to your contact list, but will appear offline until they accept your request.
Once the person agrees to your request, they will be added to your Contact list. You can then make
free calls and video calls to that person, and send instant messages and files to each other.
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Importing multiple contacts
To import contacts from the address book of your email account:

1. Sign in to Skype.
2. In the menu bar, click Contacts > Import Contact.

? Add a Contact...
‘ Import Contacts... ]
E Create New Group...

3. Select the type of email account you have._ If you can't see your email account, click the dropdown
arrow for more options.
4_ Enter your username and password and click Import.

5. Step 1: Add people from your address book who already have Skype accounts or phone numbers
associated with their email accounts.
o If any of the people you have selected already have Skype accounts or phone numbers
associated with their email accounts, these will be listed in the Connect via column.
o Select the contacts you wish to add and click Add contacts.
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6. Step 2 Send a message to people who don't have Skype.
a. Select the people you wish to send a message to.
b. Enter a message or use the message provided.
c. Click Send email. Sending an email will invite the selected friends to download and install
Skype so you can call, video call and instant message each other.

If you don't want to send any messages, click Skip.

James Cooper ]
Your emad address
_pmu_coopcf@mml.com]
Vesaayr

HI Just dropping you 8 quick nole
to let you know I'm on Skype., If
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6. MAKING A CALL

Calling someone who's on Skype

You can talk to anyone else on Skype, anywhere in the world, for free.

First you need to find your friends who are using Skype and add them to your contact list.
When you've added your friends, it's really easy to call them

To call someone in your contact list:

In Skype, click the Contacts tab.

|Skype Contacts Conversation Call Yiew Tools Help

¥  Sylvia Cooper ™ & Skype Home &) Profile Face

aMake vour free call to an ordinary phone -
Learn how to use Skype
L Contacts @® Recent
IM Search Il News and alerts

Find the person you want to call. If you have lots of contacts, you can type a name into the
search box to find the person you're looking for.

Click the contact. You will see their details in the main window

Skype Contacts Conversation Call View Tools Help

4~ Sylvia Cooper A [ James Cooper )
aMake your free call to an ordinary phone @ online
L Contacts ~ © Recent
J/
. Alex Cooper
Awesome Skilz @ Video call A\ Call ~ E{= T

James Cooper
Currently in Tokyo. Back Thursday!

Choose Call (for audio only) or Video call and you will be connected.
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7. ANSWERING A CALL

How do | answer a call?

When someone calls you, the call alert window appears on your screen giving you four options

¢/ Charlie Kent calling

l. A —. A —
ol t Answer 1 Answer with video *™ Decline @

Just click one of these options

- \ Answer J answers the call as a voice call

S & Answer with video 8 answers the call and starts video, so the caller can see you
A ——
- i

o el - hangs up on the caller

o & - click and select a contact to transfer the call to

8. MAKING A VIDEO CALL

To make a video call

1. Sign in to Skype
2. In your contact list, select the person you want to call

L Contacts (® Recent (&)

- w4 Chloe Rose -
f o Sarah Feme

3. Check that the person you want to call is online._ If they are, 4 will be displayed next to their name
Learn more about status settings

4. In the calling area, click LI Viaey can Your video call will begin when the person you are calling
answers

Snapshot  Fullscreen  Zoomin  Pop-out
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o= tndcal B o) AR Addpecple M e0 . |

Changing the way your video call is displayed
It's easy to display your video call in the best way for you. The following table shows you how

To... Click... Notes

View the video call in m Click again to exit full screen mode

full screen mode

View the video call in a You can drag the new window to any location on your
separate window screen, and it will appear on top of other windows

Close the window to return to Skype

Zoom in on the video m Click again to zoom out. This option is only available if
the video you are receiving is high-quality or HD

Hide the Contact list Click again to show the Contact list.

Turning your video off
You can turn your video off at any time during a video call. If you do, the person you are calling will not
be able to see your video, although you will still be able to see theirs

To turn off your video, click and click it again to turn your video back on. When the button
is blue, your video is on, and when it is white it is off

Viewing the video from your own webcam
When your video is on, you can view the video from your own webcam by rolling your mouse over

Auw

i

W AR Addpecple WM o 3 share

Click E in the video to keep the view from your webcam displayed, and click and hold w in the top right
corner of the video to resize the view from your webcam

To reposition the video, click and hold your image, then drag it to where you want it to be displayed. You
can place it in any of the four corners, or underneath the video of the person you are calling

Click E to stop viewing the video from your webcam
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Using other Skype features while on a video call
While on a video call, you can send instant messages, share your screen, and take video snapshots of
the person you are calling. The following table shows you how

j o 2

Add more people to
your video call

Send an instant
message to the person
you are calling

Share your screen

Take a video snapshot
of the person you are
calling

9. SHARING THE SCREEN

Download Skype

Download the latest version of Skype

Make a video call

Call one of your contacts

Share your screen

Click the Share button in the call window

Click...

,m., Add people

Notes

From the list of contacts that is displayed, select a
person to add to the video call and click

Add to call

Type your message and press Enter. Click the
button again to hide your instant messages

Click Show entire screen to share your entire
screen, or Select window to choose which
window to share

To send the video snapshot to the person you are
calling or anyone else, click Share and select the
person. To view your video snapshot files in
Windows Explorer, click Locate

-l

”‘  pananta
ey Cnaten Ol W Tl NS

Select window e
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10. MAKING A CONFERENCE CALL

Download Skype

Download the latest version of Skype and add
contacts.

Choose Skype contads to call

Or add phone numbers you want to dial in too

Make a conference call

And get more done, for free.

Getting everyone who matters on one call is
even better when you can all see each other

This requires a subscription
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Show people exactly what you're talking
about

Screen share a presentation over a call and stay in
control, show friends and family photos without
having to send them - even show gran how to use
her email by doing it on your screen and having her

watch
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11. SKYPE ON THE GO

Skype’s even better when
it's always with you

NOKIA

Jack Davies

Amy Zarus

Pete Brown
Jason Stone

0

0 Download Skype 0 Mobiles with Skype e Call from any phone
v Free Skype-to-Skype calls.* v Free Skype-to-Skype calls.*
¥ Chat with one or more friends for free.* ¥ Chat with one or more friends for free * ¥ Buy Skype Credit or a subscription to
¥ Make a video call on Skype and share ¥ Call directly from your phone book. activate your number.
the moment.** + Call phones abroad — at low Skype v Easytosetup
v Call phones abroad — at low Skype rates v Call phones abroad — at low Skype
rates. rates.

12. PC SYSTEM REQUIREMENTS

System requirements

* PC running Windows® XP, Vista or 7, both 32- and 64-bit operating systems.

« Internet connection — broadband i1s best (GPRS is not supported for voice calls).

» Speakers and microphone — built-in or separate.

» For voice calls recommend broadband connection with 100 kbps down / 100 kbps up.

« For group video calling everyone on the call needs Skype 5.0 for Windows or Mac or higher plus webcams, and at least one
person needs a group video calling subscription. For best quality we recommend you use a high-speed broadband
connection of 4Mbps down / 512kbps up and a computer with a Core 2 Duo 1.8 GHz processor. As a minimum you’ll need a

high-speed broad connection of 512kbps down / 128kbps up and a computer with a 1 GHz processor.
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13. PRICING PLANS

What does it all cost?

See what's free and how much you can get for just a little more.

Free
See how much you
can do for free

Get Skype and start talking
to the world.

« Skype-to-Skype calls
« One-to-one video calls
« Instant messaging

« Screen sharing

Pay As You Go

From 1.4p a minute
(1.6p" incl. VAT)

Great for regular calls to
phones. And add features
when you need them with
Skype Credit.

« Call phones and
mobiles

e SMS

» Call forwarding

Subscriptions
From 0.7p a minute
(0.8p incl. VAT)

Perfect for frequent calling
and to get Skype's lowest
calling rates when calling
abroad.

« Lowest calling rates

< Choose unlimited
calling®

« Best rates witha 3 or
12 month subscription

Skype Premium
Group video from
£4.99/month

(£5.74 incl. VAT)

Get together with three or
more® people over group
video.

Group video calling
Get help when you
need it with live chat
support

e Day pass or monthly
subscription available

14. WHAT ELSE?

JJ3  Greatfor business
(5) By creating an account for all your employees in Skype Manager they'll be able to send large presentations to colleagues, partners

or suppliers via Skype. Create accounts with Skype Manager

Get even more with

Instant messaging Group video Screen sharing

If you're sharing photos with friends, write quick  Sending a file to a few colleagues? Get them all  If you'd rather walk someone through a file than
send it to them, screen share it over a call and
make sure you're really on the same page

on the same video call for the feedback you
need right there and then

messages about them as you flick through
using instant messaging.

Send any size documents, photos or presentations of any size for free
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15. SKYPE FOR BUSINESS

Skype Manager™

The simple way to manage Skype in your business.
One tool to create accounts, allocate credit and assign

features.

See how Skype Manager works

Overview Pricing

Trial
now

Support

Add credit

£ 10.00

Total: €30

One tool to manage Skype across your entire business

Skype Manager is a web-based management tool that lets you centrally manage Skype for businesses of any size.
Trial Skype Manager today, and discover how easy it is to create Skype accounts for your colleagues, allocate them
credit and features and keep track of what everyone's spending.

What's more, everyone in your business can work smarter by using features like group video calling, voicemail and

call forwarding.

\ A
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Create accounts

23
m

Get your colleagues set up with
their own Skype business
account

- company
Co Ma

Quickly and easily Skype business accounts for your colleagues, keep

Allocate Skype Credit

)

KXIG=X

our account Ac

Keep their credit balance topped
up and monitor usage.

track of what they're spending, allocate features and monitor usage in

real time, all from one central point

Assign features

Aod cresn Awto Rechart
9= O
15485 Auto re

Give them the tools they need to
collaborate and work smarter

Start collaborating

. &

Give all or selected employees
access to group video calling

Employees no longer need to worry about buying credit or features
themselves - they are allocated centrally from Skype Manager. And
with auto-recharge set up they'll always have credit available to make

that important business call
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