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Using Skype 
 
Skype  is a free application that allows users to make ‘phone calls’ using your computer, over the Internet. 
Calls to people within the Skype service are free; calls to landline telephones and mobile phone can be made 
for a fee. Skype now has additional features including instant messaging, file transfer, and video conferencing.  
Registered users of Skype are identified by a unique Skype Name, and may be listed in the Skype directory.   
You will need an integrated microphone and speakers, or add these to your computer.  To see your caller, you 
will need to install a webcam if you do not have an integral camera. 
 
To download Skype  go to www.skype.com and follow the instructions to download, giving details as required 
to create your profile (you can change this later).  A shortcut to Skype will be put onto your desktop.   Double 
click on the icon to open the Skype window.   

 
In order to connect to another person, they need to be 
registered on Skype, and added to your Contacts list.   
 
To add a contact, click on Add a Contact and enter as much 
detail as you know in the Search box.   If the person is 
registered, a match will be found.  Click on Add, and a 
Contact Request window opens – you can edit the request 
message before sending it.  If the person cannot be found on 
the register, a window opens so that you send a message 
asking them to add you to their contacts.  Again, you can edit 

the message before sending. 
  
The picture shows 3 contacts, one of which is online, indicated by the green tick (the 4

th
 is a testing service).  

To call a contact, double click on their name in the left column, and the main area changes to allow you to click 
on the Call button.  If you want to see the person, then use the Video call button.   
 
You can include other people in your conversation by clicking 
on Add People.  If you do this regularly, you can create a Group.  
Click on Create a Group (in the left hand column), and drag the 
names of the people to be in the group, as instructed.  Click on 
Save Group and change the name to, eg Family.  This will 
appear as a Group in your Contacts list, and you can click on it 
to call all its members at the same time.   
 
To send a message rather than call, double click on a Contact, 
then click in the box at the bottom of the screen to write your 
message and click Send Message.  They can pick this up when they are next on line.  If you are both on line, 
you could send messages instantly instead of calling. 
 
To change your Profile or add a photo click on the Profile tab.  Here you can also view your account details, 
and create a subscription so that you can call landlines and mobiles worldwide.  You need to have sufficient 
credit in your account before you can do this, but you may make savings over calling from your landline.  To 
change your privacy settings, click on the Tools menu and select Options. 
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We run a range of courses including basic computer use, internet and e-mail, e-Bay, digital photography, genealogy.  We 
also offer individual training, either one-off sessions or a series, at a pace to suit you; a session lasts 2 hours and costs £8.  

See our web site or contact us for further details. 

 

http://www.skype.com/

