STEP BY STEP:
HOW TO SET UP AND USE SKYPE



You can use Skype on your PC, Mac, iPhone, iPad, Smart phone or tablet. You just need to make sure you
have access to the internet (Wi-Fi or mobile data) and that you have a camera that works.

Setting up a Skype account
- PC/Mac:

1. Type www.skype.com on your internet browser and press enter
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http://www.skype.com/

2. Once you are on the website, it will look similar to this

@ This site uses cookies for analytics, personalized content and ads. By continuing to browse this site, you agree to this use.

=. Microsoft I Skype Downloads ~SkypetoPhone  Skype Number Features  Products v  Get help

Skype makes it easy to
stay in touch
Talk. Chat. Collaborate.

Download Skype

or Chat now




3. To set up your new Skype account click on ‘Sign in’, it will show a drop down and then click on ‘New
to Skype? Sign up’

Get help v Signin «

& My account

g Use Skype online

New to Skype? Sign up




4. You can choose to create a Skype account with your mobile number OR your email address.

a8 Microsoft

Create account

+44  ~  Phone number If you want to create your

Skype account with an
email address, click here

Use your email instead <<



5. Once you have put your mobile number OR email address in (you cannot use a work or school email
address), click next

B8 Microsoft
Create account

olivia@access—ambassadors.co.ukj

Use a phone number instead

Get a new email address




6. Now you need to create your own password. Make sure it is a password you will remember but
something that it is difficult for other people to guess. When you have chosen a password, click next

Passwords must have at least B
8 characters and contain at
least two of the following:
uppercase letters, lowercase —
letters, numbers, and symbols. mm Microsoft

< olimaisie@yahoo.com

Create a password

Enter the password you would like to use with your
account.

Create password

[:j Show passward



7. Type in your first name and last name, then click next

BS Microsoft
<« olimaisie@yahoo.com

What's your name?

We need just a little more info to set up your
account.

First name

Last name




8. Choose the country you are living in and put in your date of birth, then click next

BS Microsoft
¢ olimaisie@yahoo.com

What's your birth date?

We need just a little more info to set up your
account.

Country/region

United Kingdom

Birthdate
Month




9. You will receive an email to confirm your new Skype account, check your email inbox (check your
JUNK/SPAM inbox if you cannot see the email in your normal inbox.) Copy the code from your email
into the box and click next

B Microsoft

< olimaisie@yahoo.com

Verify email

The confirmation email you receive might look similar to this

Microsoft account

Verify your email address

Enter the code we sent to olimaisie@yahoo.com. If
you didn't get the email, check your junk folder or
try again.

Enter code

@ I would like information, tips, and offers about To finish setting up your Microsoft account, we just need to make sure this email address is yours.

Microsoft products and services.

To verify your email address use this security code: 3642

oosing Next means that you agree to the Microsoft Services
hreement and privacy and cookies statement.

If you do not
receive the

emall after a
few minutes,

If you didn't request this code, you can safely ignore this email. Someone else might have typed your email address by mistake.

Thanks,
The Microsoft account team

click ‘try
again’



10. You will see some writing and you will need to copy it into the box below

g If you can’t
see the letters

. properly, you
m: Microsoft can click

< olimaisie@yahoo.com ‘New’ and it
will give you a

Create account )
different one

Before proceeding, we need to make sure a real
person is creating this account.

Enter the characters you see




11. It will ask you if your email address is CORRECT. Check your email address, if itis CORRECT click
‘Looks good?! if you need to change your details click ‘Update now’.

B8 Microsoft

olimaisie@yahoo.com

Is your security info still
accurate?

We just want to make sure this security info is up-to-
date, so we can use it to verify your identity or alert
you if there's ever a problem with your account.

® olimaisie@yahoo.com

Remind me later

Update now Looks good!




12. The screen will now look similar to this, it is loading your Skype account page. You just need to wait

B® Microsoft

X% Skype cannot be used for emergency calling.




13. You have now set up your Skype account. It will ask you to upload a picture. It can be of yourself or

another picture of your choice.

If you do want
to add a picture
click ‘upload
photo’ to add a
picture, then
click ‘continue’

Skip

Choose Your Profile Picture

Add a picture that represents you to customise how others see you.
You can always change this later in Settings > Account & Profile.

Upload photo

Add Image

You can also drag and drop a picture

—~ D

If you do not
want to
upload a
picture, you
can click
‘Skip’




14. Click ‘continue’ for Skype to check if your microphone works

|
web.skype.com wants to

If your
computer asks
you to use the
microphone,
you can click
‘allow’

& Use your microphone

“—

Test your audio

Let's make sure that your equipment is on and working properly.
You can always change this later in Profile > Settings > Audio &
Video.

Microphone
Speakers
[> Test audio

% Make a free test call



15. Click ‘continue’ for Skype to check if your video (camera) works

web.skype.com wants to

If your
computer asks
you to use the
camera, you
can click ‘allow’

- W Use your camera

Block

Test your video

Let's make sure that your equipment is on and working properly.
You can always change this later in Profile > Settings > Audio &
Video.

VIDEO

Camera



16. Your screen will look similar to this, click ‘ok’

“—

Find Contacts Easily

To help find your friends, we'll suggest people with mutual contacts.
You can change your privacy settings in Profile > Settings >
Contacts, including how people can find you.

Privacy & Cookies

!
e




17. Your Skype screen will look similar to this

web.skype.com wants to

= i A Show natifications
*
Q People, groug

0 Enable notifications X

Turn on push notifications to know straight away when

new messages arrive and calls happen.
Enable

ﬂ & [2) o

Calls Contacts Notifications

34 Meet Now & New Chat

RECENT CHATS -~

Start chatting on Skype
Q' Use Search to find anyone on

Skype.

If you would like

notifications

o from Skype,
click allow

Welcome, Olivia

Tell your friends what you're up to

Start a conversation

Search for someone to start chatting with or go to
Contacts to see who is available.

You are signed in as olimaisie@yahoo.com
Try switching accounts if you cannot see your contacts or conversation history.

Learn more




STEP BY STEP:
HOW TO USE SKYPE



How to use your Skype account

You can add/find your friends, colleagues etc. on Skype by asking them to give you their Skype email address
OR Skype ID

1. To find someone on Skype type in their Skype ID or their Skype email address here

OB  Olivia £0.00
[ ]

Q_ People, groups & messages

0 Enable notifications X We I com e, OI iVi a

Turn on push notifications to know straight away when

new messages arrive and calls happen.
Enable

& [2) a

Calls Contacts Notifications .

Chats

(‘D:d Meet Now New Chat

Tell your friends what you're up to

Start a conversation

Search for someone to start chatting with or go to
Contacts to see who is available.

RECENT CHATS -~

If you would like naotifications from Skype,
click enable.

You are signed in as olimaisie@yahoo.com

Th'S means Skype W|" Iet yOU knOW When Try switching accounts if you cannot see your contacts or conversation history.
you have received a message or video call

Learn more




2. when you have typed in your friends Skype ID or email address they will show up here

OB Olivia
L]

Welcome, Olivia

All People Messages Groups

Search for people by name, email, phone
number or Skype Name.

SKYPE DIRECTORY

John Smith .

INVITE A FRIEND Tell your friends what you're up to
Invite Friends
e Not seeing your friends here? Send

S . ;
them an invitation to join Skype! Start a conversation

Search for someone to start chatting with or go to
Contacts to see who is available.




3. If your friends show up in the list, click on their name

OB QOlivia |
° John Smith

All People Messages Groups

Search for people by name, email, phone
number or Skype Name.

SKYPE DIRECTORY

1S John Smith

INVITE A FRIEND

Invite Friends
e Not seeing your friends here? Send

them an invitation to join Skype!

g hype a message

You can talk to your
friend by typing to
them here

You can start a video
call with them by
clicking here

John Smith

82 No Mutual Contacts

Say hi to with a wave.

You can add them to
your contact list by
clicking here




