Using Skype

| What is Skype?

Skype is a great free progranthat allows you t@onnect and communicate with other peoplall around the
world or just across the hall. You can communicate live threegihchat, voice chat orvideo chat as well as
transfer files. The connection can be between just two people or can involve a group of folks from multiple
locations.

Skype isfree to use although the company does offer some extra features that you can pay fais suaking
calls to real phone numbers. Still though, no cost is involved in any of the activitiesctovénis guide.

| What could | use Skype for?

Skype has many possitdgplications in a school settingsuch as:
Communicate with fellow employees regardless of what building they are in
Hold meetings without having to meet in person
Talk to the office in an emergency if you do not have a phone in your room
Get live interactive tech support from the tech staff
Bring easy distance learning into your classroom including:
Have your students talk to students from some other school, state, or country
Have your students talk to people from a different culture
Have your students talk to an expert in some field
Have your students conduct an experiment/survey/project with students in othientoca

| What do | need to use Skype?

At the least you need:
A computer (PC running Windows 2000 or XP, or a Mac computer with G4 800 Mhz processor or faste
running Mac OS X v10.3.9 Panther or newer)
Internet connection
Free Skype program.
If you wish to do voice chat, you need a microphone and speakers (or a headset miomvhioks<both)
If you wish to do video chat, you need a camera, such as a simple web cam.

| How do you install Skype?

Skype is easy to setup. First you needdwnload the progrant

Go to the Skype website dittp://www.skype.com

Click their “Download’ link

Follow their directions from there to download the program

If you choose to run the installer the program will begin to install

If you choose to save the installer, then you will need to take note of whereeysawarg it, and then
double-click on that after it has downloaded to begin the install

arwnE

Once the install begins, you will go through the next six steps:



Step 1- You will be asked if you want to run the program.

Simply click “Run” to begin.

%¥ Skype™ - Install

m Hello! Thank you for downloading Skype™
. —

-
;\' o ;

- _/ .

0 Select your language: | English -

@ W es, [ have read and accept the Skvpe End User License Agreement
and the  Skype Privacy Statement

@ Install |

Cancel |

Ophions

Open File - Security Warning E

Do you want to run this file?

SkypeSetup, exe
Skype Technologies SA

Marne:
Publisher:
Type:
Framm:

Application
Ci\Documents and SettingsielclnciDesktop

| Cancel |

Riun

[ Always ask before opening this file

Y

While files fram the Internet can be uzeful, this file type can
patentially harm your computer. Only run software from publishers
wou trust, What's the risk?

Step 2— Next you need to choose ydanguage
check the box indicating you accept titcense
and then click theltstall” button.

%¥ Skype™ -

Step 3— Next you will be asked if you want to instal
theGoogle toolbar. This is a good toolbar for
browsing the Internet, but is completely optional.
This has no impact on the use of Skype.

Install

m Free! Google Toolbar for Internet Explorer

ok B P = [ - |y Beetwadee Ehidebded | ok T

| Cocgle - Skl | e Bl o=

Google Toolbar makes web browsing more convenient:
» Instant suggestions as vou type in the search box
* Pop-up blocking
* Bookmarks wou can access from any compuker

¥ Install the free Google Toolbar
‘ol can remaove it easily at any time

By installing the Google Toolbar, vou agree to the Google Toolbar terms of use and
privacy policy

Mext » |

Cancel
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%¥ Skype™ - Install

Thank you for installing Skype

Great, you now have Skype!

[v Alsoinstall the Skype add-on For Internet Explorer

The Skype add-on allows vou to call ordinary phone
rurbers on any website with just one click.

Example:

The Queen Victoria Pub
Great food, cold pints.

tel: [~ 0871 3328086

Step 4— Next you will be asked if you want to

install a special add-on that lets you click on phone

numbers in web pages aoitomatically make
calls with Skype. Since calls to real phone
numbers cost money, you may not ever use this
feature, so can feel free to uncheck this option.

Click “Start Skyp€’ when ready to move on.

S, Skype™ - Create Account E
,-"_';} Create a new Skype Account
!

Step 5— Now you are to the point in the install wher
you need tareate your Skype account You need
to enter:
Your full name
What you want for youSkype username
Note: For consistency in the school, we are
suggesting people placetcs ” in front of their
usual Viking username, such ascts_abclnt
What you want for password
And again, check thiicensebox
Click “Next” when done

S, Skype™ - Create Account E

,-"_';} Create a new Skype Account
!

* E-mail |
A valid e-mail address is the only way to
retrieve lost passwords.
v ‘es, send me Skype news and special offers
Country/Region | United States |
City |

v Sign me in when Skype starts

* Fields marked with an asterisk are required

conk [ e ]

Cancel ‘

Full Mame |

* Choose Skype MName |
Between & and 32 characters

* Password |

Minirnurn 4 characters

* Repeat Password |

# [~ Yes, I have read and I accept the Skype End User Licence Agreement the
Skype Terms of Service and the Skype Privacy Statement

* Fields marked with an asterisk are required

P

Cancel

Step 6— For your final step you need to enter:
- Your email address(can be school or
personal)
Your country
Your city (this is optional, but can help people
locate other Skype users)
Then click ‘Sign In” when done.

Skype is now installed and ready to use!
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| How to use Skype — The main screen

Once Skype starts up you will get the screen displayed here. The basied@ae indicated below:

Change your
online status

Add and
search for
Skype users

Your list of

\

contacts

Start a voice
chat with
this contact

S, Skype™ - ericcurts

File Wiews Contacts Tools Hgfp

« Eric Curts

numbers

Call real phone

Q My Account

i Contacts @ Call Phones n. Live _L) History

@ Add Contack

Amy Curts

e

10138 PM (GMT-5), Unionkown, United States
& Paul Hieromymus
Ted W, Hal

\

a Home

Dusty Dannemiller

j_moody

John Fano {cbf305) o

mcilnc

pugcoach

i Ad
Z= v | Enter United States phone number or Skype Name hd

S

* 2 Online

- Search For Sk'fpe Users gy Create CUnFerence

@@/

5,247,938 Users Online

Start a

conference call

Start a text
chat with
this contact

Start a voice
chat with
this contact

Disconnect
current call

Most of the features will be explained in more detail throughout the rest of this guide

| Making a test call

Now that you have Skype up and running, the first thing you shouldtéstisut your systemo make sure

everything is working properly. To do this, Skype has providesuammated call testing service

NookrwhE

In your contact list, selecSkype Test Calt
Now click thegreen call button
Listen to the pre-recorded friendly British woman’s voice

Thenspeak into your micwhen instructed to do so

Thenlisten to hear your messagelayed back to you
If you hear your own message, then everything is working fine

If not, then you will need to double-check all your wires to make sure they arecteshpeoperly, and
then contact a school tech support person for more help if needed.
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| Editing your profile

If Skype is working properly, then the next thing you should do is edit your profder pfofile contains
information about you so that other people can locate you more easily and learn mog@ab@it course, it
is totally optional for you to include this information. Use your own discretion akdbyou wish to disclose.

To edit your profile, do the
following:

Click “File”

Click “Edit my profile”

You will then get this window.
You can edit any of the options
you wish to change

When done, click theUpdate”
button to submit your changes

PwpNPE

o

| How to find and add Skype contacts

Next you will need to start finding and adding contacts. If you already krpessan’s Skype username you
can enter it easily. For example, my Skype usernanericctrts”. | would encourage all NCCS staff to add
me to their list of contacts.

To add a contact you already know, do the following:

Click “Add Contact” at the top of your Contacts’ tab

Type in theSkype usernamdor that person (such as ericcurts)
Click “Find”

Skype will now search for that person

Click on their name when it appears

Finally, click “Add Skype Contact to put them in your list.

oA LNE

Of course, you may not always know what a person’s Skype username is. Ineghailcaan perform a search
to locate their account. To do a search, do the following:
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1. Type in theiremail address
their Skype usernameor their
real name (part of all of the
name)

2. If you want you can then add
extra search options such as
country, state city, language
gender, andage Note: People
may choose not to disclose this
information, so these options
may not always help

3. Next click “Find”

4. Scroll through the matches to
find the person you want.

5. Finally, click “Add Skype
Contact’ to add them to your
list.

| How to do a voice chat with a contact

Most people use Skype to speak with other people. To start a voice chat with one of yats,cimtae
following:

1. In your contact list, find the person you want to call

2. Look at theironline statusto see if they are available. They need to have a green icon with a check
mark in it to indicate they are online and available to talk

3. If they are available, select their name and clickgtteen call button

4. Skype will now call them

5. If they accept your call you can begin talking

6. When you are finished, click thred disconnect buttonto hang up

| How to do a text chat with a contact

Instead of talking, you can also text chat with a contact. That means to typeckvanlaforth. This option
exists for people who do not have a microphone or are in a location where talking out loud would be
impractical.

Starting a text chat is pretty much the same as starting a voice chainl¥lgference is that you do not click

the green call button, but instead you click the blue text chat button. Once you connéctitive laoks like
this:
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1. To send your text messages, type them in at
the bottom of the window and press the
“Enter” key on your keyboard

2. All of the text messages will appear in the top
of the window

3. To add ‘smileys’ to your message, click the
“Emoticons’ icon

4. To send a file to your contact, click th&end
File” option

5. To add more people to the text chat, click
“Add more people to this chat

6. To exit the text chat, simplglose outof the
window

| How to hold a conference call

Skype allows you to have up to 10 people in a conference call at the same timat {he sonference, do the
following:

1. Click “Create Conferencé at the
top of your contacts window

2. Now pick the people you wish to
include and the conference and click
the “Add>>" button for each one

3. If needed you can remove a name
from the conference with the
“<<Remove’ button

4. When you have all the needed names
added, click Start” to begin the
conference call.

Note: You can also add more people to
any call at any time, even if the call did
not begin as a conference call. Simply
click the “Add Callers” button at the top
of the call window to invite more people.

Using Skype — Eric Curts — Page 7



| How to send a file to a contact

Skype also allows you to send files to the people you are connected to. Thisaisveagreo collaborate on a
document you are discussing. You can send a file as follows:

In voice chatmode — Click theMenu” button and chooseSend Fil€
In text chat mode — Simply click theSend File link at the top of the window

| How to do a video chat

If you have aveb cameraplugged into your computer, Skype will automatically detect it and ask if you wish
to enable video. If you choose to do so, you will send live video to the people you call.

This is anexcellent way to do distance learnings it provides both audio and video. You can click on the live
video from your contact amthoose how large/ou want it to display so that everyone in the classroom can see
the video if needed.

| Using extras

Skype also allows other companies to create programs that can workoightth Skype. These extras can
greatly extend the power of Skype. You can see what extras are availtibleves

agrwnE

Click “Tools’ in the top menu bar

Click “Do More” in the drop-down menu

Then click ‘Get Extras’

Now you will see a window with many extras you taowse

If you find one you like, click thgreen play buttonto install it and follow its directions from there

Examples of good extras include:

Unyte Desktop Sharing— This lets you show your contact any program open on your computer. This
can be helpful to collaborate on a project or get tech help from someone.

Sketch Pad- This is a simple interactive drawing program that you and your contact carthese at
same time.

Pamela Call Recorder— This extra can record up to 15 minutes of your Skype call, which would be
great for making a podcast.

| And much, much more

There are many more features available in Skype, and certainly maetitido be developed. This guide
has covered the basics and should give you a solid start. As you learn more thingsegagiram, please
share your tips and tricks with others in the school.

Questions, comments, concerns? Email me at:

ecurts@neo.rr.conor tech@northcanton.sparcc.org

Copyright 2007 — Eric Curts
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