An Introduction

Acknowledgement: This guide has been adapted with kind permission from Skype a Guide for
Staffordshire Uni., produced by Karl Gimblett and Staffordshire University.



Introduction to Skype Important

Skype is a software application that allows users to You should
make voice calls over the Internet. Calls to other users already have

of the service and, in some countries, to free-of-charge Skype installed,
numbers, are free, while calls to other landlines and on your PC

mobile phones can be made for a fee.
If you haven't

Additional features include instant messaging, file please contact

transfer and video conferencing. the helpdesk to
arrange this.

Using Skype for the First Time

Creating a Skype account

Step 1 — Enter your name.

/

s Skype™ - Create account

Step 2 — Enter your
proposed skype account

@ Create a new Skype account.

user name.

Already have a Skype account? Sign in

/'/

Full name Mr Fox

Step 3 — Enter the
password for your

* Create Skype MName fantasticmrfox

account.

* password Hekokktokok ok

Passwords match

Password Ok .
Step 4 — Repeat your
* Repeat password """"‘"‘*"""*"‘ password

#* [7] Yes, I have read and I accept the Skype End User License Agree Step 5 — After reading
Skype Terms of Service and the Skype Privacy Statement the terms & conditions

click the Yes box.

* Fields marked with an asterisk are required. Get help I

[ Next » %(" Step 6 — When finished

click the Next button to
continue.

Note: The username convention is as follows — your.email@tsd.ac.uk




Have one Skype account, need another ?

Creating additional Skype accounts

Step 1 — Enter your email
address.

s Skype™ - Create account

Create a new Skype account.
Step 2 — Unless you want

to subscribe to this

* Emal . fox@btaffs.ac.uk service ensure this box is

A valid email address is the only way to un-ticked.

retrieve lost passwords.

[[Jes, send me Skype news and special offer€
Step 3 — Enter your

Country/Region
Country/Region United Kingdom v
City ‘Stoke-on-Trent Step 4 — Enter your city.
[sign me in when Skype sta
* Fields marked with an asterisk are required. Step 5 - Itis

recommended you leave

l Slgn in ! [_conce !'\ this un-checked unless
—*/ you intend to be

Step 6 — Click the Sign in making/receiving a lot of
button to continue. Skype calls.

s Skype™ - Create account

@ Create a new Skype account.

Step 7 Wait for your
account to be created.




Did something go wrong?

If the Skype user name you specified in step 1 has already been taken you will
be confronted with a window like the one below:

S Skype™ - Create account Step 1 Don’t worry,

@ Create a new Skype account.

The Skype Name you chose is already taken. Select from the fallowing
suggestions or enter a different Skype MName.

simply choose one of
the alternatives, OR
create a brand new
one.

For the purpose of this

(O fantasticmrfox2 tutorial

O fankastianefon2? fantasticmrfox375 has

O fantasticmefox4s been selected as the

(® Fantasticmrfox375 alternative.

O Fantasticmrfox959

ol

Between 6 and 32 characters Step 2 After you've

selected an alternative

Note: The password you have aleady entered will be used for this account. or created a new one

click Sign in.

Signiin

Once you've logged in...

s Skype™ - Welcome screen

@ Hello and welcome to Skype.

Take a minute to get set up... Or get started now...

At the welcome screen
select the Get Started

$ RN )

e Now option.
St /J P
See what youcando  Check your sound works  Find friends and import Close this welcome screen

with Skype contacts and start using Skype




Exploring the Skype interface

Now that you’ve created a Skype account and logged on, let’s take a quick
look at the interface. We'll just be looking at the items most relevant to
getting you started.

/i Your username — if you
don’t recognise the
username specified
you may have logged

on using someone

4~ MrFox

else’s account!

Add video or write a message here for your
friends to see.

_ CETTEN

Call mobile phones and landlines at great low rates

Your profile and
picture and message go
here if you wish to
specify them.

Search Contacts, Groups and Conversation Topics

Contacts Convalsatinn\

€ Contacts

You haven't added a contact y
already on Skype.

This tab contains a list

21,455,685 people online

& call phones

of your past
conversations.

Phones and SMS
You can also use Skype to cal

This tab contains a list
of your Skype contacts.



Adding a Contact

Contacts are, of course, one of the things that make Skype such an
incredible communications tool and adding them is very simple. Don't
forget though, you need to know your contact’s Skype name before you
can add them as a contact. There are other ways of adding contacts - for
the purpose of the purpose of this tutorial we’ll use the simplest.

Adding a Skype contact part 1

ikypeConversaﬁm Call View Tools Help

G- New Contact...
Create New Group..:
l Import Contacts...
i Search for Skype Users...
Contact Categories

Show Outlook Contacts

—
SN Sort Contacts by
[

Erson,

Cont Hide Contacts Who >
Advanced »

W4 Ec

4 MrFox

s Skype™ - Add a contact

@ Add a contact

Add a contact

address and click Find.

[ace.ventura1972|

More things you can do

0 Save a phone number in your Contact list

=y Add people from your email address books
3 Help a friend get started on Skype

Find people on Skype and add them to your Contact list, E

-

Find

|

‘You can also add MySpacelM contacts. Enter their MySpaceIM name and click l\ I

Step 1: Click on
Contacts and then
select New Contact.

Step 2: Enter the Skype
user name of your
contact into the find
box. There are other
ways of searching for
contacts but for now
we’ll enter our
contact’s name.

In this example we are
adding the user:
ace.ventural972.

Step 3: click Find.




Adding a Skype contact part 2 Step 1: If the search
has proven successful

an entry will appear.
Add a contact You can be doubly sure
that this is the contact

you’re looking for by

Add a contact .
Find people on Skype and add them to your Contact list. Enter their Skype Name, full name or checki ng out the Full

address and click Find. Name and the

' - — Country/Region fields.
‘You can also add MySpacelM contacts, Enter their MySpaceIM name and click Find.

Full name Skype Name Country/Region Prafile I

Step 2: When you’re
happy you’ve located

your contact simply
click the Add contact
button.

Add contact ] [ Close

Step 3: You now have
@ Add a contact an opportunity to send
a personal message to
Add Ace Yentura to your Contact List and request his/her contact details. VeU CORETED, 1) il
example, our Mr Fox is
\4 Mr, Fox sending the message
“Hi - I have a Skype

account!” to his

Hi - I have a skype account!!

contact.

This message will
appear on your

contact’s Skype
system.
Step 4: When you're
finished (you don’t
— have to send a ( Send | [ close

| message at all by the
way), click on Send.




S Skype™ - Add a contact

@ Add a contact

e Hurray! You've added Ace Yentura to your Contact list.

This person needs to accept your When they've accepted, you'l see
request, Until then, their status will when they come online.

appear as Offline. )

| X
\7>)

Close this window to edit your new cont rofile, or add more contacts,

Add more contacts

Step 5: That’s it, the
contact has now been
.| successfully added.
When you're ready
click Close.

More things you can do

a Save a phone number in your
&= Add people from your email
ﬂ Help a friend get started o

Note: As this area states — you will

know when your contact request
has been confirmed by the change
in their status icon (we’ll look at
this more closely in the next
section).




Having a Conversation

With Skype already started, follow these steps.

Step 1: First of all, we
must make sure that

or write & message here for your

the person we wish to
contact is online. As we
discovered above, if

:h New  }l search Contacts, Groups and Conversation Topic

Contacts | Conversations your contact is online,

their name will have a
G Echo | Sound Test Service 4 Contacts .y
e ——— green tick icon next to

it.
If they have a grey icon

16,567,912 people online:

2 Call phones next to their name
4 Directory

then they are offline

€ Phones and SMS and unavailable.
You can also use Skype to call landlines and mobile pb'

Sh
CET

Step 2: Click on the
contact you’d like to

skype Contacts Conversation Call View Tools Help
4~ MrFox

have a video call with.

&dd video or write a message here For your
friends to see.

a Echo | Sound Test Service

Mr Fox  Hi-Thavea
Step 3: As soon as you

select the contact this

T, Callto Ace Ventura,

L. Callto Ace Ventura, duratio window appears with

the video call button.

16,567,912 people online
& call phones

({ Directory

Ace Yentura ha

Click on this to “ring”
your contact.

f, Call from Ace Yentura, duration (

©®©~ &sharev (QExtrasv
Type a message to Ace Ventura here




v Skype™ - fantasticmrfox375
Skype Contacts Conversation Call Wiew
* Mr Fox

video or wr

L New ~

Contacts | Conversations

Echo | Sound Test Service

2= call phones
., Directory
& Shop

Q

Did you know?

text (SMS) messages

You can use your Skype Credit to send cheap

Tooks Help

Ace Ventura

Personalize -

-~

Starting wideo

. Skype™ . fantasticmifox375
Sope Cortacts Corwersation Cgll Yeew

“d~ MrFox

& New ~
Conversations

‘ Aco Verturs

W Edho | Sound Test Service

Comtacts

£ Call phones
« Directory
B Shop

N

N

{

Call phores stroad on Shype of reat rates (4
From your mobde. Find out more

Tock teb

¢ Ace Ventura

This button
allows you to
end the call.

You should now hear a
sound similar to the
engaged tone on a
phone line.

Notice that your

contact’s icon has
changed to a lifted
phone handset.

Skype is awaiting your

contact’s web cam
feed.

Skype is also awaiting

your own web cam to
start.

If all has gone well your
contact’s image should
now be visible — this is
our previously added
contact Ace Ventura.

.

And YOUR image will
be available here.

Here is a picture of our
Skype demonstrator
(this will be you of
course) — Mr Fox.

20 BNO,

Here you can see
how long the call
has lasted for.

These are the
audio
controls.

-

This button allows
you to take a
snapshot of your
contact.

A

This tool allows
you to create a
text window to
communicate.
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Frequently Asked Questions

——————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

i Webcam is not pluggedin ;
! 1 1. Make sure the webcam is plugged in
Webcam has not been 2. Contact the itservicedesk@tsd.ac.uk
| installed to have drivers installed '

' No webcam video

'
b o o o o e oo b o o e e o |

' Webcam is not plugged in !
: 1. Make sure the webcam is plugged in !
i Webcam has not been i 2. Contact the itservicedesk@tsd.ac.uk !
installed to have drivers installed '

i No webcam audio

| ' ' '
[ttt ittt T 1
' ' ' '

i Username or password not | 1. Re-enter your username and/or

5 ' recognised 5 password
| Cannot log onto Skype 5 1 2. Ensure you're either physically
i Network connection absent ! connected to a network (via a cable) !

or connected to a wireless network

__________________________________________________________________________________________________________________________

Headset microphone not Webcam microphone when 1. Selecting headset as microphone in
5 working ! using a headset E settings this need to be set up from
| with the sound properties

An excellent source of help is the Skype support website:

https://support.skype.com/en-gb/category/TECH
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