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Step 1. Set up your equipment

Headset- instructions come with the package. Plug the jacks into the appropriate outlet
on your computer or laptop. If you have a desktop computer with a tower, the jacks will
need to be plugged into the back of the tower. Match the symbols on the jack (a headset
or microphone) to the appropriate plug. The jacks are usually color coded.

Phone- If you're using a USB Skype phone, download the software and follow the
instructions on setting up a Skype account that come with the phone

Webcams/USB SpeakerEach regional office and headquarters has a webcam and

speaker for meetings. Insert the CD-Rom to install the software ancesp@alkor
webcam on the computer you’ll use most often.

Step 2. Install Skype

Start atwww.Skype.conmand click th button.

You may get a message that a pop up has been blocked. If so, click on the yellow bar to
temporarily allow pop ups. Next, you may get a security warning before thasois
installed. Click “Run” to start the Skype setup wizard:

File Download - Security Warning

Do you want to run or save this file?

Marme: SkypeSetup.exe
Type: Application, 2, 16ME

Fraom: download.skype.com

Run ] [ Save ] [ Cancel

| Wihile files from the Internet can be uzeful, this file type can
1 ﬁ patentially harm your computer, [F oo do not frust the zource, do not
= Uk or save this software, What's the risk?

Now you’re ready to start — click “I agree — install” to start downloading8&lepftware:



& Skoype™ - Install

Q.’f‘;ﬁ_ Hello! Thank you for downloading Skype

i

=
=y

Select vour language: i w |

By installing this application, vou agree you have read and accepted the
Skype End User License Agreement and the Skvpe Privacy Statement

[Iagree—install J [ Cancel ]

**During the installation process, you'll be asked if you want it install a Gotogllbar.
Bob Williams says these toolbars just cause problems, so uncheck the box beforg clic
“Next”:

# Skype™ - [nstall

%Ir‘*ﬁi. Free! Google Toolbar for Internet Explorer

|| Googe - SO M I | iy B e | oot Y A

Google Toolbar makes web browsing more convenient:
*® Instant suggestions as you bype in the search box
» Pop-up blocking
# Inin live conwversations with the Skypecasts butkon

[J1nstall the free Google Toolbar
‘Wou can remave it easily at any time

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

[ Mext = J ’ Cancel

Once the wizard is finished — click on 1 button.



Step 3. Create a Skype account

After you hit the button, you'll be prompted to create a Skype account.

Enter your name, and create a Skype name and password. A Skype name is analogous to
an email address — you can create any name you like, as long as no one elseypsing Sk
has claimed it. If you are too creative though, it may be difficult for peoptewould

like to add you to their contact lists to find you. Keep it simple, for example:
jeanne.mahoney or jeanne.mahoney.ATC:

k- Skype™ - Create account

Create a new Skype account.

Already have a Skype account? Sian in

Full name i;ﬁreg Stowver |

......

* Create Skype Mame, |greg.stover !
Between & and 32 characters

|
* Password Gl |

* Repeat password [P !

# Yes, I hawe read and I accept the Skvpe End User License Agreement the
Skype Terms of Service and the Skype Privacy Stakement

* Fields marked with an asterisk are required,

[ Mt ] [ Cancel l

After creating a Skype name and password, click “Next” and enter your wak éhe
city you're based in, and then the “Sign in” button:

5 Skype™ - Create account E|
Create a new Skype account.
* Email |gstover@ap?agc_hiantrail.l:-rg [
i |

A valid email address is the only way to
retrieve lost passwords.

[¥es, send me Skype news and special offers.

Country/Region | Uniked Stakes b

City |Harpers Ferry|

Sign me in when Skype starts

* Fields marked with an asterisk are required,

Signin ] ’ Cancel




Once you've created a Skype name — add it to your email signature:

fidsend | ) - |8 |3 1 8% |
LA Tou.. |

;e !

Subjeck:

Jeatne Mahoney

Volinteer Eesources Coordinator
Appalachian Trail Conservancy

799 Washington Street, P O Box 807
Harpers Ferry, WV 22425-0807
www. appalachiantral org
imahonevi@appalachiantral org
204-535-6331, ext. 107

304-535-2667 (fax)
sloype Mame: jeanne tnahoney




Step 4. Check your equipment

TEST SPEAKERS, MICROPHONE AND WEBCAM

When you've finished setting up your account, you'll see a screen thatweiliygu a
Skype overview, help you find people using Skype,tastlyour equipmentClick the
“Check your sound” button:

L] Skype™ - Welcome screen

. Hello and welcome to Skype.

Take a minute to get setup... Or get started now...

L —
a5 { \
Y 7 & . -
See what you can do Check your sound works Find your friends Close this welcome screen
with Skype and start using Skype

[#]show welcome screzn at statup

You'll be walked through the process of testing your speakers, microphone and (if you
have one) webcam. Once you click on the white button that says “Test speakevs” foll
the instructions on your screen:

L Skype™ - Welcome screen

Check your sound works
Speakers Microphene 4 Video
‘ou need speakers, headphones o a headset, e ‘ou need a microphone (internal ar plug in, or e tou need a webcam (internal ar plug ind.
& headset.
Test microphone Tesk video
Did you hear anything? Cirfentlyliing;
| saundma pigital Audio ~|
= No itk et S &
.~ Retuin to welcome screen Exit this guide




If you want more information about speakers, microphones or webcams — click on the
appropriate hyperlink:

TEST CALL

After you’'ve completed the set up, first click on the button, then the
“Echo / Sound Test Service” button and finally the green “Call” button:

Listen to the announcement, and when prompted, start speaking. Skype will record and
play back your comment$**If you don’t hear your own voice, see the troubleshooting
guide at the end of this document.*®&fter the call ends, you’ll be prompted to find
contacts if everything went well, or troubleshoot if you still need assistartus is the
screen you'll see during the call:



Step 5. Open Skype - Menus/Settings
OPEN SKYPE

Now that you've created a Skype account you can always get back taghbglicking
the Skype icon in the lower right hand corner and choosing “Open Skype.”

If you received a call, IM, or video call while you were away from youkdie Skype
icon in the lower right hand corner of your screen, which is usually green withla chec
mark:

.. .will be replaced with an orange exclamation point. Click on the icon to see the call
you missed:



SKYPE MENU BAR FEATURES

From the Skype menu bar you’ll be able to access most of the functions you need. Some
of the menu items (privacy settings, for instance) show up in more than one menu.
Common functions you'll need to use are listed below.

Skype Dropdown Menu
- Change your online status
- Edit the profile you made when you created the account (email, location, etc.)
- Change your password
- Buy Skype Credit (for calling cell phones/land lines)

Contacts Dropdown Menu
- Search for and add contacts (you can only call people on your contact list)
- Create groups of contacts for conference calls on Skype
- Manage and categorize contact information

Conversation Dropdown Menu
- View past conversations and messages

Call Dropdown Menu
- Make a call
- Change audio settings during a call

View Dropdown Menu
- Choose the screen you'd like to see — Contacts, Conversations, History
- Call aland line or cell phone

Tools Dropdown Menu
- Change/Edit settings — sound, video, privacy, etc.
- Share Skype

Help Dropdown Menu
- Troubleshoot problems — Online Skype support
- Sound/Video quality guide — if you have trouble seeing/hearing each other.



SETTINGS

Skype gives you a lot of options, but some settings are more important and useful than
others. You can adjust your settings — privacy, audio, etc. — by clicking on Tools >>
Options on the Skype menu.

Privacy settings- Millions of people use Skype, and unless you restrict access, some of
them will want to call you and , for instance, show you their videos. To ensure that you
only receive messages from people on your contact list, on the Skype menu bar, go to
Tools>>Options>>Privacy Settings and choose to receive calls, videos dnaimiM

people on your contact list:

You may still occasionally receive requests to be added as a contact from y@opl

don’t know who want to be on your contact list. If you get a message from someone you
don’t know, and don’t want to know, right click on their name in your contact list, and
choose “Block this person” on the dropdown menu:

10



General Settings- Here you can adjust basic Skype settings — make sure the box next to
“Start Skype when | start Windows” is checked:

11



Audio Settings- You can test your audio equipment here, make a test call or learn more
about setting up your equipment:

Video Settings- If you have a webcam, you can check or change your settings, or take a
snapshot using your webcam here:

12



Step 6. Adding Contacts
FIND A CONTACT

Before you can call someone, you need to add them to your contact list, and they need to
accept you as a contact. The first time you log in to Skype, you'll be atitathy

prompted to find contacts. Arpthertime you need to find a contact, you can start at the
Contact dropdown menu on the Skype menu bar, and click on “Search for Skype Users.”
Anyone with a Skype account (millions of people) can be accessed here:

For the person you are searching for, enter a Skype name (i.e. jeanne.mdhbney)
name or an email address in the “Find” bdixyou’re adding ATC staff to your contact
list, you can use the work email to get the correct person

13



If you don’t know the email or Skype name, you can enter additional information — city,
state, gender — to narrow down the search. Unless the name you’re searclsing for i
unusual, you'll probably see multiple contacts. For instance, 38 people named Susan
Daniels use Skype, but there is only one in Harpers Ferry:

When you find the correct person, click the “Add contact” button, and then type a brief
message and click the “Send” button:

14



Once you send the message, the person has been added to your contact list, bdt you nee
to wait until they approve you:

ACCEPTING A NEW CONTACT

When someone wants to add you as a contact, you'll get a message — the Skype icon in
the lower right hand corner will change from green to orange

When you log in to check your messages you'll see who has contacted you.

15



You can decide whether you want to add the person as a contact:

Once you click “Add to contacts” you can call or be called by your new contact

CREATE A GROUP OF CONTACTS

If you regularly speak to a group of staff (or, eventually, other partners who yse) Sk
you can create a group of contact, and call every member of the group simulianeous
Click “Contacts>>Create New Group” in the Skype menu bar:

Drag the contacts from your contact list to the empty group:

16



Once you've added all contacts to the group, save the group:

You can call the contacts in the group immediately, or save the group in your caiitact i

17



Step 7. Making and Receiving Calls
PLACING A CALL TO AN INDIVIDUAL

To place a call, start at your contact list. The picture below is the defewl{@iick
“View” on the Skype menu, and then “Default”), if you don’t see the Contact lick, cl
on “View” in the Skype menu and then “Contacts”

If you want to call someone immediately, you can double click on their name — the call
will start immediately after the second click. (You can change thigreeat
Tools>>Options>>General Settings.) Or, right click on the name of the peygon y
would like to call, and decide how you’d like to contact them Call (voice only), Video

Call or Send IM (instant message/chat):

18



RECEIVING A CALL OR IM

When someone is calling you, a message will flash on your computer screen:

When you choose “Answer” you’ll be connected on a voice call only (even if you have a
webcam). Use the “Answer with video” button only if you have a webcam set up.

To end the call, click on the red phone icon:

If you receive an IM while you are using your computer, you’ll hear an alert sound, and
the message will automatically pop up in the lower right corner of your screen.

TROUBLESHOOTING DURING A CALL

-
Mute your microphone

Adjust volume by sliding the speaker icon

E Send or stop video — try clicking this icon if you are having trouble seeing
or being seen during a video call

E Click the arrow to check settings or dial a land line:

19



This icon links to the Skype’s call quality page

You can also use the IM function to chat with the person during the call:

CONFERENCE IN SOMEONE TO A CALL IN PROGRESS

During the call, click on the “+ Add people” button:

Highlight the person you'd like to include from your contact list, and click select

20



Then click “Ok”

21



CALLING A GROUP OF CONTACTS

In your contact list, click on the group you have set up in advance.

All contacts will be called simultaneously. If one person is not availableyiiostill
get through to other contacts in the group:

22



VIDEO CALLS

With a webcam, you can choose whether you'd like to make an audio call or a

. During the video call, your own image will be displayed at the bottom
of your page:

And the person you are talking to will see a larger image of you:

23



CALLING A LANDLINE OR CELLPHONE (TOLL CALL)
You can use Skype to call a cell phone or a landline — this is NOT FREE, however. You

need to buy minutes in advance. When you click View >> Call, a keypad will be
displayed on the screen. You'll need to buy credits before you can make a call.

Existing credits will be displayed on your main Skype page. You can buy negliesc
by clicking on the “View account” button on your main Skype page:

24



Once you've purchased Skype Credit, your available credit and a lisesfwdlt also be
displayed. Enter the number in the search bar, or in the key pad (you don’t need to
include 1), and click “Call”:

MISSED CALLS/LEAVE MESSAGES

If you received a call, IM, or video call while you were away from youkdibe Skype
icon in the lower right hand corner of your screen, which is usually green withla chec
mark:

.. .will be replaced with an orange exclamation point. Click on the icon to see the call
you missed:

You can use the IM function to leave a message for someone you can’t reach, or you can
send and IM instead of calling. Type a message, and hit either the blue messayge i
Enter key:

25
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Step 8. Help - Troubleshooting
If you have problems hearing or seeing the other person:

-- Check that your headset and webcam have been set up correctly — make suke the jac
are plugged into the correct outlets — match the icons and/or color coding.

-- Check the controls on your headset — make sure the volume is turned up, and that your
microphone is not muted.

-- Make sure that your webcam is not in use by another program.

-- If you have a webcam, but do not see the button next to your contact,

first go to the Skype menu and click Help >> Welcome Screen and go through the set up
test to make sure Skype recognizes your webcam. If it does, try H&peck for

Updates; if there is a more recent version of Skype available, download it.

-- If you have problems during a call, you can do some troubleshooting while on the line:

-
Mute your microphone

Adjust volume by sliding the speaker icon

E Send or stop videotry clicking this icon if you are having trouble seeing
or being seen during a video call

E Click the arrow to check settings or dial a land line

This icon links to the Skype’s call quality page

You can also use the IM function to chat with the person during the call:

27



-- Access Skype’s troubleshooting page from the Skype menu by clicking H&plb
Quality Guide on the Skype menu. This screen lists some common audio and video
problems, links to the sound check wizard and Skype online help:

-- Make sure that you are not asking too much of your computer. If you have too many
programs open — for instance - 15 emails, 8 Word documents, 3 Excel files. . .

... 6 websites, eftc. . .

you can slow your computer down, and that may impact your call quality. Also, check
that you have Symantec Endpoint Protection installed.

28



-- Make sure that the volume on your computer is turned up. Click Start >> Control
Panel. . .

And then “Sounds and Audio ”
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Adjust the volume, and make sure that you check the box that will place the volume
control in your task bar.
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