Skype Booklet
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1. Start Skype
Double click on the skype icon on the desktop
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2. Login to Skype

You will be prompted to enter your user name and password
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3. Messages
3.1 To add a new contact

Click on new – New Contact
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You will be prompted by an Add a contact window. – You may add email address or your contact name  
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3.2 To send a message
Right click on the name of your contact, click on send IM
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The message box will be displayed at the bottom of the screen. 
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Type your message in the window
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Press the Return key on your keyboard
3.3 To add more people 

Group IM – click this button [image: image8.png]e0[



to add more people to the conversation.
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4. Call
To call someone on skype – right click on the contact name in the left pane and click on call
[image: image10.png]Contacts | Conversations

EE o





You can also click on call phones on the left pane. You will be prompted by a number pad 
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You can also select the country you want to phone if you click on the drop down menu.
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Useful things you can do on a call:

· Mute – click this icon [image: image13.png]


to mute your microphone so the other person can't hear you.

· Hold – click on this icon [image: image14.png]


to put the call on hold.

· Turn video on – if you've got a webcam plugged in, click the green Video call button to make it a video call.
To end a call click on the red end call button

[image: image15.png]e - —




5. Change status 

To change your status - click on File, then Change Online Status. Your options are: 

· Offline 

· Online  

· Skype Me 
· Away  
· Not Available 

· Do Not Disturb 

· Invisible 




6. Call someone on video

Make sure you've got a webcam and check:
- it's plugged into your computer
- it's switched on. 

In the main window, click the green Video call button.
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Useful things you can do on a video call:

· Resize the screen – click and drag the corner of the video screen to make it bigger or smaller.

· Move it around – click and drag the video of yourself around your screen.

· IM at the same time – click the Show messages link at the top of the video to instant message while you're on the call.

7. To change your profile
Click on skype, then Profile and choose from the following option
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7.1 Edit your profile
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7.2 To change your settings (Privacy)

Click on skype, then privacy
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7.3 You will be prompted by an option window

[image: image21.png]S) skype™ - Options. =10l

Privacy settings: Protect yoursel from unwanted calls snd I

@ Alow anyone to contact e

€ Only allow people in my Contact st to contact me:

Shaw advanced options

Other things you can do

@ Lo st vy sty e

swe | ol





You may choose to allow anyone to contact you or only those in your contact list.

You may also block a contact - you choose from the contact list and click block contact
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7.4 Notification alert
You may configure your notification alert 
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7.5 Call alert
You may allow anybody to call you or only those in your contact list 
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7.6 IM alert
You may allow anyone to send IMs to you or you restrict IMs only from your contact list 
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7.7 To change your password

To change your password go to skype – change password 
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You will be prompted by a change password window
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8. Create new group

Click on contact – create new group –
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Click on add people on the top right corner [image: image29.png]+ Add people




An add to group window will appear – you select the contact and click Add 
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The contact will automatically go to the right pane- 
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To remove a contact from your group list select the name and click on remove 

9. To import contact
Click on contacts – Import Contacts
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The import contact window will open, choose from Microsoft Outlook, Outlook Express or Yahoo and click on search email contact
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Follow the Import wizard to complete the task.

10. Send a file
Click on send file to send a file to your contact [image: image34.png]Send file




You will be prompted to browse the location of the specific file
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Select the file and click on open - 
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To cancel click on cancel

Select from your contact list and click on add. Contact will automatically go to the right 
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