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SIGN IN SCREEN

If you place a checkmark in this box: Skype will automatically sign in 

without putting in a password when you open the program to use it.



SIGNING IN…



Status bar notifications 

while using Skype:

Green: Connected

Yellow: Idle (Away)

Red: Do Not Disturb

White: Signed Out

MAIN SKYPE 

WINDOW



ADDING A CONTACT

1. Click the Add a contact button at the 

bottom of the Main Skype Window.

2. At the Add a contact window – type the information 

you know for the contact you’d like to add and then click 

the View button.



3. This will show you the Skype accounts that are related 

to the information you typed in. Click the Add contact 

button beside the person you’d like to add as a contact. 

If the person you are 

trying to add as a 

contact is not listed, 

you can click on the 

New search button to 

perform a New search.



4. A Send contact request window will appear. Once you 

click the Send request button, a request will be sent to 

that person in order for them to accept your request. They 

will be added to your contact list but you can’t call them 

until they accept you.



ACCEPTING A 

CONTACT



CONTACT WINDOW

Instant 

Message

Video Call –

will appear 

grayed out 

when contact 

is Offline



CALL MENU

End Call

Mute Your 

Microphone

Add, Send and Share
• Take a picture (of other caller)

• Send File

• Send Contacts

• Share screens (Skype Premium)

• Add People to This Call (Skype 

Premium)

Turn off Your Video

Hide IM

Call Quality 

Information

Full screen



MAKING A VIDEO CALL

Double click the contact and then click the 

green Video Call button.



WHEN A CALL IS CONNECTED



RECEIVING A CALL

Your video will appear to 

the caller and you can see 

theirs as well

Your video will not 

appear to the caller



RECEIVING A CALL – option Answer was selected

Your video is not being displayed to the person 

you received the call from until you start your 

video by clicking on the video camera icon.



SIGNING OUT OF SKYPE

Skype will stay open 

and connected until 

you Sign Out of 

Skype.


