How to Use Skype

In this walk-through you will learn how to download Skype, create an account, and use some of the
features available. This is a walk-through for a Mac operating system

To Begin Installing Skype open up any browser. You can either type in the adress
| http://www.skype.com of, you can se e second link will bring you to the page

below.

Skype will automatically set up a download for the operating system it thinks you are using.
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Use Skype Business  Shop

Make calls from your
computer — free to other
people on Skype and cheap to
landlines and cell phones
around the world.

Press ThelDownload Skype button Iro continue




After pressing the Download button it will bring you to this page and have a dialog box pop up.
Just click on

When the file is downloaded just run the .exe file and follow the instructions to get the program installed. After
the program is installed, run the program by double clicking the Skype icon on your desktop.

em Buy Skype Credit - Help - [Search

Use Skype Business ™ Shop Account
Opening SkypeSetup.exe !J

‘You have dhosen ko open

You’re now downlo "S5 =~

which is a: Binary File

fram: hitp:/fdownload skype. com Skype is also available for
The Skype download should Starty . .. o i o save this Fle? Windows
download again. Yeu need Window =—| e Windows {Business version)
YWindows (Beta)
i Mac 0S5 X
G Run the Skype Setup application ":Jl‘—ruél{mr —
Awindow will open asking what you want to do -.;,,:.*_m W
with @ file called SkypeSetup.exe. Click e Cordless phanes
‘Save Flle'. m I o 3 Skypephone
| S— Nokia ME00/MS10

SkvpeSetup.exe afe
Done SECUre Skype is
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@ Follow the Setup Wizard T ikt ek Yo o o e

when the download is done, click on the
SkypeSetup.exe file fram the Mozilla
Downloads window to open the Skype
Setup application. st e e :
(Alternatively, you could open it directly from o rodnd o e e s
the location you saved it which is typically -
wOur oeskiop.)

The Skype Setup Wizard will appear and
guide you through the rest of the
installation.

@ Launch Skype

After the installation has finished, you can open Skype at any time by clicking the icon on your
deskiop or in your system tray.



Now we will make an account.

Click on the Don't have a Skype Name? link.

000 Skype™

Welcome to Skype.

Skype Name
| -]

I Donit have a Sicype Name? |

Password

Fargat your password?

[ Remember password

000 Create a New Account

Impomant: A valid e-mail address is the only
Wy 1 Fetrieve pRsswords,

rebd Skype End User License Agreement and agree with the terms
my name and password on this computer

Skype when | log I 1o Mac 08 X

ase contact me about new features, services and other Skype stuff

( Cancel ) ( Create )

Fill in th bove and check the desired
-rhe press Create to continue.

If the Skype Name you chose is already taken by someone else
(there are millions of users) then you will get an error like the one
below. Just Pick another name that may be more unique.

Sign In Error
Skype Name already taken




™ O O Skype™ - benmlatham

IGY Skype Name or phone number

e e After completing the W4 Skype Test Call
| (VL benmlatham | $0.00 | )] account .Complelﬁon it ‘{Vi“ Call me to test your sound!
' automatically sign you in. —
[ _skype Test Cal | At this point you will only -
have one[aftact] This 200
contact is to test your To Delete this contact from your
microphone and sound. list simply click on the drop down

arrow and click on remove contact.

Warning!

Are you sure you want to remove Skype Test Call
from your contacts?

( Cancel j [: Remove )

This warning will pop up its just to inform you
of the action of erasing a contact.

Q) all Phanes or send sms .
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Skype™ - ben ham (=)

(Q, Skype Name or phone numbser
Search and Call Contacts
it beamlatham | s0.00 | @
Now your Skype should look as
so. We need some friends. :)
Gmemm
+ -




SCreen.
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To add a friend we

MO M Skype™ - benmlatham — )
IFQ Skype Name or phone number B! need to Cth on The
Search and Call Contacts little + symbollin the
+ benmlatham 5000 @  bottom left of the

Add a Skype Contact

13,571,342 Pecple On e

After the information is enter there will be a

Nlistiof pessiblepespleimat ching your search.
006 Add a Skype Contact
Add a Skype Contact
Enter the Skype Name, full name or e-mail address of the person you
wish te add to your Contact List.

T TN s )

Add a Skype Contact

Enter the Skype Name, full name or e-mall address of the person you
wish to add to your Contact List.

(’q.

* Adwanced search

i @l an ordinary phone number a5 a SkypeOul contact:

bl § Search B

( Add number )

This dialog box will open you can type
in the name, email, or skype name of
the contact. For an example I will add
Ohgeer to the list.
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Prafilis lor ohigaer

(Full haree . B4 Lathas

Bermhde: Home Frose

La=guaga: E=gise Mchia Prace:

Coartey. Unined Sianes Tiree:
Sane) Frowinge
City:

@ Qo -

After clicking on one of the contacts,
these 2 windows will open [61g]is the
contacts profile and the[secondlis the
settings for adding the contact here
you can send them a message and
select privacy settings.
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Q ‘h—h_b—m ¥ou are onfing

Wauld you like 1o
15 sk b e hin e Mlalek el o TG whrt
10 sk b st his/hir stabes BUT D NOT
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0 O O Skype™ - benmlatham =]

"Q Skype Name or phone number )
Search and Call Contacts Now were not as lonly.
4% benmlatham | s000 | @ O and look _Ed 'S.on
lets chat with him.
4 Ed Latham Remember, every stranger is a f...
4 Ed Latham (=)
\ Remember, every stranger is a friend
i;w;] you just have not met yet.
08:55 (CMT-5) United States @Ee
In order to chat you just need to
click on his name Once, and then
click on the chat bubble
noon Ed Latham
=0/ 00 1
< Add Topic = Profle  Call Sand File
—
- -
View earlier messages: | Day | 1 Week | 2 Weeks | 1 Month | 3 Months
6 Momths | L Year | &
@ Call Phones or Send SMS
+ - 13,669,354 People Onl ~://,‘
This simply shows who is
in your chat.The toolbar [
can be closed by pressing
the Drawer button.

Now in order to chat with him all i
have to do is type in the box and it

will appear above. [o- Gt E




oo Ed Latham (=

B& ,?h 9 h}“ ,,,:l I After opening a chat with one person

. you can add people to the chat. To do

Wiew earlier messages: 1 Day | 1 Week | 2 Weeks | 1 Month | 3 Manths | .
& Months | 1 Year | All so click the|add button.

Add to Chat
Select the users you would like to add and press “Rdd™
Al cosvtacts mai in this chat §2) Caontacts 1o add §0)

o Stacy
Wl Jeremy Latham

There will be a window that
will pop up, contaning of 2

ao6 Ed Latham, Stacy (=] . .
e 7 © o 1 - collums. On one side there is
Add Topic  Frofle Call Send file - the list of your contacts and
_t Double-click here 1o set chat 1opic the other the list of people
a View earller messages: 1 Day | 1 Week | 2 Wesks | 1 Month | 3 Months | 5 your addmg to the chat. In
. Sinthe L Ly | A0 ) order to add them simply click
Ber Latharm acced Stacy 1 his char on there name and press the

you have added all the contacts

you want to have in chat press

s

Now you can talk to
multiple people at
oncel




If you have a friend that has all of your other friends as contacts then they can send you there

contacts. ncoming Contacts

You have received contacts

&a Ed Latham {ohgeer) has sent you following 2 contacts

W Jeremy Latham (ohgiejr)
W @ Stacy (stacylatham)

As your friend sends you the
contacts this window will pop
up, all you need to do is check
wich contacts you would like to
accept and then press the
Add Selected button.

"f. Cancel )

Add Selected

Skype File Edit

In order to share contacts to some
one click on[Contactslon the Menu
bar. From there go to Send contacts.

View Accuuntl@c.ﬁll Chat Window Help

From this dialog box you can select the
contacts you wish to share and the person you

wish to share them to .

R.YeYs! Send Contacts
To change the person you wish fo
. Send Contacts to:
share the contacts to click he ——
= Ed Latham
Te sand 1o sultiple uners, anter Thair Seype namaes ibowe etk ipace = batween
AN conacrs (3) Cannas 1 send 00

The list works the same as adding
friends select the friend you wish

Ed Latham {ohgeer)
Jaramy Latham (ohglajr)

to share and press the Stacy {stacylatham)
Add to send List. M

Once you have select all that
you wish to share, select the |
send button.

Add 1o send lat Lamowe froom send iag

Waiting i s
LA A A A A AR R A A R LA A AR AR LR R R R RN

Claie



Using an internet browser you can show people links by using skype all you have
to do is got to the sight you would like to share then copy th nto the

[chaf bar of Skype. Then press enter.
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-
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| Gongie Search [ rm S L -
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You can also receive links simply by clicking on the hen the other person sends it. When you
click on the link it will open up a browser and bring you to the site.

ape domestic-cat.jpg (IPEC Image, 4 70x324 pixels)
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View earlier messages: | Day | L Week | 2 Weeks | 1 Moath | 3 Months |
& Months | 1 Year | All
(Ber Laghaen § 5 an
hello
[Exdl Lathuaen ST AN
Heswr aire you doing Ben?
Bary Laghaen BET AN

Cant we go voice 7 =

Ed Latien 1o an
nope, | am in & reom with students a5t the moment. What do you reed?

B Lagham 05 ask
hitpe [ /www. google.com,

Ed Lataem Ly

Gee thanks . this link will let you know how | feel today... when | get time | wall send

you that file we tallced about yeaterday
o7 as
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In this section of chat I was sent[a file]l

0T AN

Gee thanks .. this link will let you know how | feel today... when | get time | will send

you that file we talked about yesterday

+ http:/ fanimals.nationalgeographic.com /staticfiles /NGS fShared /StaticFil
s/ animals/images [ primary /domestic-cat.jpg
Ben Latham

The snow doesnt help either =

Ed Latham

0k found that file we were talking about .... remember the one on reflection
questions?

w10 AN

When the file is sent you will have
this window pop up asking you if you
would like to Accept or Decline the
file. I accepted it because i knew
what it was so i wasn't afraid of
something bad, but make sure you
know what it is first.

Incoming File Transfer

Ed Latharm sent file "Reflection Questions doc” 1o members of this chat

Ed Latham wants to send you a file:
‘ File name: Refecrion Questions doc
[File size: 70U0 KB

( Decline ) ( Accept )

Theses are just pictures of the

process of downloading

ann File Tranifers

Refection Quetnons dor
b B Lt b - M8
D r T EEEEEEEEEEEEEE

a0 n File Tranyfery

Mo Aefleotan Quesbons doc
B 1o e

M
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Enter a message here for all your
friends to see in their Contact List.

=

To customize your profile got to the

top of your contacts screen and find

this little window. Then press
|_Edit Profile |

To use a picture find one
in your files or online and
then save it to your
desktop. Then just drag
and drop the picture into
the picture box.

In thi™indow fill out as
much information you feel
comfortable with and

then press

Eddit Profile

Details that all Skype users will see

Sype Mame  benmlatham

Full Name

Country | - Not Specified - 2]

Seate /P

Language | - Not Specified - 3]

Details that only my contacts will see

(_ Change... :‘}
{ Resat to Dafault )

' Shaw my timezone
¥ Show that | have 1 cantacts

-

Genger | - Not Specified - B

Nirthday | - Wot Specified -

Home Foos

Ceffice Phome
Mobile Phone
t-mail  benlatham fiyahoo com *
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Skepe | File Edit View Account Contacts Call Chat Window Help

To get to the preference menu were you can change your settings
and even test your webcam click on on the menu bar and
then on Preferances...

™ Ceneral
s P AOQOO0O 1 W . |
| General Privacy Notfications Audio Calls SMS  Video Char File Transfers Advanced This is the main menu

or the Preferences
Settings: || Rermember my name and password on this computer for referenc

W Check for updates automatically here is were you will be
[ Show status in menu bar able to change all your
[1Show Address Book Contacts seﬁings.

When | double click a Contact or use address field:
() Start a call
(*) Start a chat

Set my status to Away when inactive for 10 | minutes

Set my status to Not Available when inactive for 30 | minutes

Vide

5 P ANGREO 1 @

0

Cereral

]
Kotifications  Audic Calls  SMS

Under the Video tab of the

Preferences Menu you can set webcam
settings and look at what you will look
at on skype.

Camera: | Built-in iSight .

¥ Enable Skype Video
When | am in a call:

7 Start my video automatically
Automatically receive video from

) Na ane

(%) People in my Contact List

() Anyene who | allow to call me
Shaw that | have video to

() No one

(=) People in my Contact List
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