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About Vicnet Internet training workbooks 
 

This workbook is part of a series of 

workbooks in Easy English. They provide 

basic information on how to use the Internet.  

 

You can see all the workbooks on the Vicnet 

website: www.vicnet.net.au/publications 

 

 
 

The workbooks were written by  

Vicnet at the State Library of Victoria 

 

The funding came from Department of 

Planning and Community Development 

 

 

 

When writing this workbook, Vicnet used 

computers with 

  

 Microsoft Windows 7 operating system 

 Internet Explorer version 8   
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How to use this workbook 

This workbook should be used 

with a trainer. The trainer could 

be a friend or someone from your 

school, library, neighbourhood 

house or other organisation.  

 

 

Websites on the Internet change 

often. The text and pictures in 

this workbook may be different 

from those you see on  

the Internet. 

 

  

A circle is used to show you 

which part of the picture to look at. 
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Introduction 

 

Skype is a free software 

program that helps you make 

calls using the Internet. 

 

You can download Skype from 

the Internet on to your computer. 

 

In this workbook you will learn 

how to: 

 download Skype on to 

your computer 

 create your own  

Skype account  

 make free calls and free 

video calls using Skype 

 create a group and make 

a group call 
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The Skype website 

 

You can find the Skype website 

on the internet.   

 

Follow these steps. 

 
1. Move your mouse over the 

address bar showing the 

current website address. 

 

2. Do  1  click. 

 

You will see the current website 

address surrounded with blue. 

 

3. Type in this website address 

www.skype.com 

 

4. Press the Enter key on  

your keyboard. 
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You will see the Skype website. 
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Create your Skype 

account 

 

You will need to create your 

own Skype account. 

 

You must become a member so 

that you can sign in to Skype to 

make calls. Membership is free. 

        

1. Move your mouse over  

 Join Skype. 

 

2. Do  1  click. 

 

You will see the  

Create an account screen. 
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You can use the scroll bar to 

move down the screen as you fill 

in the information and create  

your account. 

 

 

The * means that you must fill in 

the box with information. 

 

3. Move your mouse on the box 

under First name*. 

 

4. Do  1  click. 

 

5. Type in your First Name. 

 

6. Press the Tab key. 

 

7. Type in your Last name. 

 

8. Press the Tab key. 
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9. Type in your email address.   

 

10. Press the Tab key. 

 

11. Type your  

email address again. 
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Profile information 

 

Continue creating your account 

by adding profile information. 

 

1. Move your mouse over the 

arrow next to day. 

 

 

 A list of days will appear. 

 

2. Move your mouse over the 

day of your birth. 

 

3. Do  1  click to select the day. 

 

Repeat steps  4  to  5  to select 

the month and year of  

your birthday 

 

 

4. Move your mouse over the 

arrow next to Gender. 
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5. Do  1  click. 

 

6. Move your mouse over Male 

or Female. 

 

7. Do  1  click. 

 

8. Leave the Country*  

as Australia. 

 

 

9. Press the Tab key. 

 

10. Type in the City you live in. 

 

11. Press the Tab key. 

 

12. Leave the Language  

as English. 

 

13. Press the Tab key. 
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14. Type in your Mobile phone 

number.  You can leave  

this blank. 

 

15. Press the Tab key. 

 

16. Move your mouse over the 

arrow next to Select. 

 

17. Do  1  click. 

 

18. Select how you would like to 

use Skype.   

For example click mostly for 

personal conversations. 

  

19. Move your mouse over the 

box under Skype Name. 

 

 

20. Do  1  click. 

 
 

21. Type in your Skype Name. 
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22. Press the Tab key. 

 

22. Type your Password. You 

will see dots in the password 

boxes.  This keeps your 

password secret. 

 

23. Press the Tab key. 

 

24. Type your Password again. 

 

25. Tick the boxes if you would 

like to receive news from 

Skype by SMS or by  

email or both.   

 

26. Move your mouse over the 

box  under Type the text 

above here* 

 

27. Type in the wavy text shown. 
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28. Move your mouse over  

I agree – Continue. 
 

 

29. Do  1  click.  

 

You will see this web page. 

 

 

 

 

 

 

 

 

 

 

 

You have now created your own 

Skype account. 

 16 



Download Skype 

 

Now that you have created your 

own Skype account, you will 

need to copy the Skype 

software on to your computer. 

This is called download. 

 

Follow these steps to download 

Skype on to your computer. 

 

1. Move your mouse over the 

yellow line at the top of the 

web page. 

 

2. Do  1  click with your right 

mouse button. 

 

A menu will appear. 

 

3. Move your mouse over 

Download File. 

 17



4. Do  1  click. 

 

You will see this screen. 

Do you want to run or  

save this file? 

 

5. Move your mouse over Run. 

 

6. Do  1  click. 

 

You will see this screen. 

The green line shows that Skype 

has started to download on to 

your computer. 

 

When download has finished 

you will see this screen. 

 

7. Move your mouse over the 

down arrow next to English if 

you want to  

change the language. 
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For this example, leave the 

language as English.  

 

8. Move your mouse over  

I agree - Install. 

 

9. Do  1  click. 

 

You will see this screen. 

The green line shows that 

Skype is installing on to  

your computer. 

 

 

When installation has finished 

you will see this screen. 

 

This is the Welcome to Skype or 

the sign in screen. 
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You will see a Skype icon on 

your computer desktop. 

 

 

 

 

 

 

 

 

 

 

You have now downloaded 

Skype to your computer. 
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Sign in to Skype 

 

Each time you want to use Skype 

you will need to sign in. 

 

If you do not have the sign in 

screen open on your computer 

then follow these steps. 

 
 

1. Move your mouse over the 

Skype icon on your  

computer desktop. 

 

2. Do  2  clicks. 

 

You will see the Welcome to 

Skype or sign in screen. 
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 You will see your Skype Name. 

 

3. Move your mouse over the 

box under Password. 

 

4. Do  1  click. . Do  1  click. 

  

5. Type in your Password. 5. Type in your Password. 

  

6. Move your mouse over  

Sign in. 

6. Move your mouse over  

Sign in. 

  

7. Do  1  click. 7. Do  1  click. 

  

  

 

 

 

 

  

Make sure you do not have the boxes ticked next to: 

 Sign me in when Skype starts, OR 

 Start Skype when the computer starts 

Remember the computer you are using may be in a public Internet place. 
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You will see this screen. 

Signing in has started. 

 

When signing in has finished you 

will see the Skype home page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

You are now signed in and 

ready to use Skype. 
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Add a Contact 

 

The next step is to add a Contact. 

 

This means adding a person 

you want to contact, using Skype. 

 

The people you add to your 

contacts must also have Skype 

on their computers. 

 

The best way to search for 

someone you know is by using 

their Skype name. A Skype 

name is like a  

telephone number.   
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Follow these steps to  

add a contact. 

 

1. Move your mouse over  

Add a Contact. 

 

2. Do  1  click. 

 

The Add a contact box  

will appear. 

 

3. Move your mouse over  

Skype Name.  

 

4. Type in the Skype Name of 

the person you want to add to 

your contacts.   

 

5. Move your mouse over Add. 

 

6. Do  1  click. 
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The Send contact request 

screen will appear.  

You will see a message in the 

box (you can  

change the message). 

 

7. Move your mouse over  

Send request. 

 

8. Do  1  click.  

 

Your request has been sent to 

this contact via email. 

You can close this window. 

 

 
 

When you see a green tick next 

to this new contact in your 

contacts, this means that this 

person has accepted you and is 

online (is signed in to Skype). 
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Accept a request 

 

When you invite someone to be 

a contact on Skype they will 

receive a request from you. 

 

They must accept the request 

so that you can make contact 

with them on Skype. 

 

You will also receive requests to 

become a contact, from others. 

 

When you receive a request you 

will see Contact request 1. 

 

 

1. Move your mouse over 

Contact Request 1. 

 

2. Do  1  click. 
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You will see this screen.  

 

3. Move your mouse over  

Add to Contacts. 

 

4. Do  1  click. 

  

This person is now added to your 

Contacts. 
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Online 

 

This is the online symbol. 

 

If the person you want to contact 

is signed in to Skype a green 

tick will be next to their name.  

 

They are online. 

This means you can call them. 

 

 

Offline 

  

This is the offline symbol. 

 

If the person you want to contact 

is not signed in to Skype a grey 

cross will be next to their name.   

 

They are not online.  

This means that you  

cannot call them. 
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Make a phone call 

 
You can make a free call from 

your Internet connected computer 

to another Internet connected 

computer using Skype. 

 

 

You will need speakers and a 

microphone to make a call.  If 

you are in a public place you can 

use a headset. 

 

You can also call land line 

telephone numbers and mobile 

phone numbers using Skype.   

This will cost money! 

 

Follow these steps to make a 

free call using Skype. 
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1. Move your mouse over the 

the name in your Contact list. 

 

 

2. Do  1  click. 

 

The name will be surrounded  

in blue. 
 

 

3. Move your mouse over Call. 

 

4. Do  1  click. 

  

You will see a screen like this. 

You are now calling and waiting  

for your contact to answer 

your call. 

 
 

When your call is answered the 

screen will appear like this. 
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5. When you have finished with 

the call, move your mouse 

over End call.  

 

 

6. Do  1  click. 

 

 

 

This screen will appear.  

The call is finished. 
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Make a video call 

 

You can also make a free video 

call from your Internet connected 

computer to another Internet 

connected computer using Skype. 

 

You can talk face to face  

on video. 

 

You will need a webcam (web 

camera) to make a video call.  

You will also need speakers and 

a microphone.  If you are in a 

public place you can 

use a headset. 

 

Follow these steps to make a 

video call using Skype. 
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1. Move your mouse over the 

name in your Contacts list.  

 

2. Do  1  click. 

 

The name will be surrounded  

in blue. 

 

3. Move your mouse over  

Video call. 
 

 

4. Do  1  click. 

 

You will see a screen like this. 

You are now calling and waiting  

for your contact to answer  

your video call.  

 

When your contact answers 

your video call you will see them 

in the video window. 
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The smaller picture at the 

bottom of the video screen is a 

picture of you. 

 

5. Move your mouse over Full 

screen so that the video 

takes up the whole screen.  

 so that the video 

takes up the whole screen.  

 

  

6. Do  1  click. 6. Do  1  click. 

  

The full screen will appear.   The full screen will appear.   

    

  

7. When you have finished with 

the call move your mouse 

over End call (red phone). 

7. When you have finished with 

the call move your mouse 

over End call (red phone). 

  

8. Do  1  click. 8. Do  1  click. 

  

The call is finished. The call is finished. 
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Call failed 

 

When you make a call and there 

is no answer, this means that the 

call has failed. 

 

There is nothing wrong.  

 

The contact you are calling is 

either not signed in to Skype or 

not able to pick up the phone. 

 

If the call fails you will see this 

screen showing Call Failed. 

 

You can call again later. 
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Call functions 

 

When making a call or a video 

call you can mute the sound or 

you can put the person on hold. 

 

Mute 

 This is the mute button. 

 

Use this so that the other person 

cannot hear you. 

 

 

1. Move your mouse over the 

Mute button. 

 

2. Do  1  click. 
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You will see that the microphone 

has been muted. 

 

 

 

 

3. To unmute (restart the sound), 

move your mouse over the 

Mute button. 

 

4. Do  1  click. 

 

The other person will be able to 

hear you now. 
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Hold  

 

Use this to put the call on hold 

for a moment. 

 

1. Move your mouse over Call in 

the tool bar. 

 

  

2. Do  1  click. 

 

You will see a menu. 

 

3. Move your mouse over Hold. 

 

4. Do  1  click. 

 

The call will be placed on hold. 
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5. To remove Hold, move your 

mouse over Call in the  

tool bar. 

 

6. Do  1  click. 
 

 

You will see a menu. 

 

7. Move your mouse  

over Resume. 

 
 

8. Do  1  click. 

 

The call will be taken off hold. 
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Create a group 

 

You can create a group.  This 

will help you make a call to more 

than one of your contacts at the 

same time.   

 

This is called a group call. 

 

Follow these steps to create a 

group. 

 
1. Move your mouse over 

Create a group. 

 

2. Do  1  click. 

 

You will see the Empty group 

blue area. 
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You can drag contacts that you 

want to add here  

(in the blue area). 

 

3. Move your mouse over the 

first contact. 

 

 

4. Do  1  click and hold your 

mouse down. 

 

5. Drag this contact into the 

Empty group area. 

 

The contact will be added. 

 

 
 

6. Repeat steps 1 – 5 to drag as 

many contacts you want to 

create this group. 
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7. When you have completed 

your group, move your mouse 

over Save group in Contacts. 

 

 

8. Do  1  click. 

 

A screen will appear with the 

name of the contacts shown 

in this group. 

 

You can change the name of the 

group to one that suits you. 

 

9. Move your mouse over the 

box showing the names. 

 

10. Do  1  click. 

 

11. Type the new name. 

 

12. Move your mouse over OK. 
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13. Do  1  click. 

 

You have now created a group.   

 

This is the group contact symbol. 

This is how the group appears in 

your Contacts. 
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Call a group 

 
Calling a group is the same as 

calling one of your contacts. 

 

1. Move your mouse over the 

group in your Contacts. 

 

2. Do  1  click. 

 

3. Move your mouse over  

call group. 

 

 

4. Do  1  click. 

 

This screen will appear showing 

all the contacts in the group 

that you are calling. 
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Settings 

 
You can change your sounds, set 

your privacy and change the 

language of Skype. 

 
1. Move your mouse over Tools 

in the Menu bar. 

 

2. Do  1  click. 
 

 

3. Move your mouse  

over Options. 

 

4. Do  1  click. 

 

A list of Skype Options  

will appear. 
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Set up the sounds 

 

1. Move your mouse  

over Sounds.  

 

 

2. Do  1  click. 

 

A list of sound options  

will appear. 

 

You can try out sounds, change 

sounds, mute sounds and import 

sounds.  The phone ringtone  

for example.  

 

3. Move your mouse over Save. 

 

4. Do 1 click. 
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Privacy settings 

 

You can decide who you allow to 

find and contact you on Skype. 

 

1. Move your mouse  

over Privacy.  

 

2. Do  1  click. 

 

3. Move your mouse over the 

button for Allow calls from 

people in my  

Contact list only.   

 

4. Do  1  click. 

 

5. Move your mouse over Save. 

 

6. Do  1  click. 
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Change the language  

 

You can change the language of 

Skype to a language of your 

choice.  This will change the text 

on your Skype computer screen. 

 
 

1. Move your mouse over Tools 

in the Menu bar. 

 

 
2. Do 1 click. 

 

A list will appear. 

 

3. Move your mouse over 

Change Language. 

 

4. Do  1  click. 

 

5. Move your mouse over  

the language. 
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For example, Francais 

(French). 

 

6. Do  1  click. 

 

Your Skype screen will now be in 

the language you have chosen. 

For example, French. 

 

If you are in a public Internet 

location it is important that you 

change the language back to 

the original language setting,  

for example English. 
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Sign out 

 

If you are using a computer in a 

public place you must sign out 

of Skype. 

 

If you are using your own 

computer at home you can stay 

connected to Skype.  

You can keep receiving Skype 

calls at any time. 

 

 

1. Move your mouse over Skype 

in the Menu bar. 

 

2. Do  1  click. 

 

You will see a menu. 
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3. Move your mouse over  

Sign Out. 

 

4. Do  1  click. 

 

 

You are now signed out  

of Skype. 

 

You will see the Welcome to 

Skype or sign in screen.  
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