
Getting Started with Skype 

What do I need to use Skype? 1. An internet connection – broadband is best 
2. Speakers and microphone – built in or separate 
3. A webcam to make video calls 
4. The Skype application 

Download and Install Skype 
1. Go to the Skype website 

and click on the green 
button that says Get 
Skype found on the top 
right of the screen. 

2. Choose what device you 
will be using Skype on. 

3. Then follow the steps to 
install Skype (in this 
instance on a computer) 
illustrated to the right. 
 

Step 1:  
 Save the Skype file to your computer. 

 
Step 2: 

 Double click the downloaded file or right click and choose run/open. 
 

 
 

 The drag the Skype icon to the application folder by holding on icon 
and moving it over to the application folder. 

 
Step 3: 

 Launch Skype from your applications folder.  You will get a warning, 
but click Open. 

 
 This will take you to the take you to the sign in screen. 
 Next click on the button to create an account at the bottom of the 

sign in screen. 

 

http://www.skype.com/en


 
Create a Skype Account 

1. Enter your name and 
email address. 

2. Enter your profile 
information.  The more 
details you provide the 
easier it makes it for 
friends to find you. 

3. Mark if you are using 
Skype for personal or 
professional. 

4. Create a Skype name 
(this is not your email 
address) and password.  
Follow the instructions 
on the screen about the 
content of the name and 
password.  

5. Enter the security 
words displayed in the 
box.   

6. Read the Skype terms of 
use and the Skype 
Privacy Policy, then 
click I agree – 
continue. 

7. You now have an active 
Skype account. 

Step 1: 

 
Step 2: 

 
Step 3: 

 
Step 4: 

 
Step 5:  

 
***This is only an example.  Your security words will look different.*** 

Step 6: 

 
 



 
Using Skype to Make Group Video Calls 

Sign in 
1. Start by pulling up 

Skype. 
2. Select Skype name 
3. Enter Skype name and 

password. 
4. Remember only sign in 

using the Skype name 
not the Microsoft 
account or Facebook. 

 

  
 

Creating Contacts 
Make sure you have all the 
contacts added before you 
start the video call.   
To add a contact: 

1. Select Contacts on left 
side of the screen. 

2. Click Add Contact. 
3. Search for your contact 

using full name, Skype 
name, or an email 
address. 
 

 

 
 

 
 

Creating a Conversation 
Before starting the video call, it 
is helpful to create the 
conversation. 

1. Go to File. 
2. Select New 

Conversation. 
3. Add people from your 

contacts. 

 

 
 

 



 
Time to make the video call 
Now you are ready to start 
your video call.   

1. Select the Conversation. 
2. Select Video or Call. 
3. Wave hello to everyone! 

 

 
 

 
 

Things to know while on the 
video call. 
Here’s some helpful 
information to know while you 
are on the video call: 

1. Click on the video 
camera button if others 
can’t see your video. 

2. Click on the 
microphone button if 
you wish to mute the 
volume on your end. 

3. Click on the plus bubble 
button if you want to 
send files, share your 
screen, or add people to 
the conversation. 

4. Click on the red 
telephone button if you 
wish to hang up. 

 

 

 

 



 

Troubleshooting Skype 

 
Troubles signing in with an 
existing Skype account 

1. If you want to keep your 
old Skype account but 
don’t remember your 
Skype Name or 
Password, click on 
“Problems signing in?” 
at the red arrow. 

 
2. If you want to open a 

new Skype account, 
follow the instructions 
“Getting Started with 
Skype” on the first page 
of the tip sheet. 

 

 
Retrieving your password 

1. Type in the email 
address you used to set 
up your Skype account 
and press “Send email.” 

 
2. If you don’t remember 

the email address you 
used to open your 
Skype account, you can 
click on “Contact 
Support” at the bottom 
or open a new account. 

 
 

 



 
Other potential problems 
Not all problems are covered 
in this tip sheet, but there are 
other resources out there to 
help you.  Click on the name of 
any of the websites below to 
go directly to it. 
 

1. Skype Help 
 

2. Skype for Dummies 
 

3. Skype Community 

Skype Help 
 If you click on the where the red arrow is pointing at Mac, you can 

change it to any type of device such as Android, Windows, or 
PlayStation to receive help specific to your device. 

 

 
Skype for Dummies 

 This website provides solutions to the most common problems that 
can occur while using Skype. 

 

 
Skype Community 

 Skype also provides a discussion forum where you can ask questions 
of other Skype users or search for questions similar to what you may 
have about using Skype. 

 

 
 

 

https://support.skype.com/
http://www.dummies.com/how-to/content/how-to-troubleshoot-skype-problems.html
http://community.skype.com/t5/Skype-Community/ct-p/English


Index:  Further Skype Troubleshooting Tips  
(or, Getting Down Further into the Weeds with Skype) 

(Primarily PC Tips here that may definitely apply to Macs as well)   
If you do remember your Skype 
Name and Password, but signing 
in is still confusing, and you come 
to a screen like this, 

1. Click on “Create an account 
or sign in.”   

 
2. Don’t even try to sign in with 

your Microsoft Account 
(email) or Facebook!  

Alternatively, if you’re facing this 
page and it’s confusing,  

1. Just click on “Skype Name,” 
not “Microsoft account.”  
(Microsoft (MS) is the 
company that owns Skype.  
The Microsoft account is the 
email address you used to 
register or sign up with 
Skype, not your Skype 
account itself.) 

 
2. Then fill in your Skype 

name.  (It is much easier to 
simply ignore the Microsoft 
account choice.) 

 

 

Open Skype automatically? 
1. Unless you are a frequent 

user of Skype, click No here 
or else Skype will 
automatically open the 
program every time you 
turn on your computer.  

 
2. Unless this is what you 

want, check “Do not ask me 
again” because Skype takes 
a lot of the computer’s 
energy to open every time. 

 

Click here. 
 



Turn Skype off? 
1. If you choose Yes above, 

Skype can be very hard to 
close or turn off!  Microsoft 
has engineered the newer 
versions so it pretty much 
stays on unless you're quite 
persistent!   

 
2. If you chose Yes, Skype will 

probably place itself on your 
taskbar (the lowest 
horizontal margin on your 
screen).  Notice the white-
ish squares surrounding 
icons on the taskbar to the 
right:  Google Chrome (web 
browser) is open, Skype is 
on, and LibreOffice is open.   

     
 
                                                         

Turning Skype truly off: 
1. Under “Skype” in the top left-

hand corner of your screen,  
if you click on Close it will 
close but the icon will still be 
lit up on the taskbar.   

 
2. If you sign in and click on  

“Skype” in the upper left-
hand corner and then click 
on Sign Out, the program 
will disappear – and then 
watch what happens! 

 
3. To actually and truly turn it 

off, you have to Quit Skype.  
Right-click the Skype icon on 
your taskbar and choose the 
Quit option.   

 
4. Skype will ask you if you 

really want to do this, and 
you can answer Quit again, if 
you like!   

 
5. The icon will flounce off 

your taskbar.  You'll have to 
open Skype from your Start 
menu (the screen before you 
open your browser in a PC) 

 



when you want to get in 
again.   

 
6. To put Skype back on your 

taskbar, right-click the icon 
from the Start menu and 
click on “pin to taskbar.” 

Even if you already have an 
account, Skype may offer to 
download the program again!   

1. This could be beneficial if 
the account you have is old 
and you want to update it. 

 
2. If you just want to start 

Skyping because you already 
have a downloaded version, 
close this window and 
reopen Skype to go right in 
and start.   

 
3. However, if you want to “get 

Skype on other devices,” you 
can see where to do that on 
this screen! 

 

Check your speakers, 
microphone, and video 
components 

1. Click here to make sure 
they're working.  This is 
definitely something you 
want to find out before your 
first videoconference. 

 
2. On this screen they also 

remind you to fill in more 
details on your profile.  Or, 
you can be a minimalist  
and that works, too. 

 

 



Your image shows up in Skype but not the person you’re videoconferencing with:  
1. If you can hear them because they are there waiting for it to work just as you are:  have them click 

on their videocamera icon.  
 
2. It could also be that they haven't accepted you as a contact yet or vice versa.  That transaction must 

be accomplished for you both to be able to interact.   
 
This is where it's handy to set up the interview beforehand, as aforementioned, in Creating New 
Conversations under Using Skype to Make Group Video Calls. 

Call first. 
1. If you're wishing to Skype with someone and you cannot reach them from within Skype, try 

calling them first to make sure they are available and online.   
 

2. Even if they are online, they might have worked very hard to get their Skype program turned off 
so they won't know you're trying to Skype them! 

 
If you do Skype a lot, you will probably wish to leave it open all the time for just this very reason. 
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