
 

Setting Up Skype: A Guide for Community Groups 

 

This guide is for Skype 2011, but the principles are 
similar for other versions 

https://www.skype.com/en/ 
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Equipment you will need: 

• A high-speed Internet connection: This can be DSL, 
satellite, or a cable modem. A dial-up connection is 
OK for instant messaging on Skype, but it isn't 
enough for voice or video calls. 

• Speakers and a microphone (built into your 
computer or separate): Some people like to use 
headphones or even a full headset so they can 
hear and talk to the other person more clearly. 

• A webcam if you want to make video calls: Many 
new computers even come with built-in webcams. 
If your computer doesn't have one, you can buy 
one online or in stores 

 

 

 

 

 

 



Windows vs. Mac 

There are two different versions of Skype, depending 
on the type of computer you have: Skype for 
Windows and Skype for Mac. 

 

 

We'll focus on Skype for Windows in this guide—but if 
you have a Mac, don't worry. The features in each 
version are mostly the same. 

  



Downloading and installing Skype 

It only takes a few minutes to set up Skype for the first time. 
You'll start by creating an account on the website. Then you'll 
download and install the software you need to run Skype on 
your computer. 

To download and set up Skype: 
1. Go to Skype.com and select Sign In in the upper-

right corner. 
2. Select Create an account, and the sign up form will 

appear. Follow the directions and enter the 
required information, such as your name, 
birthdate, and gender. 

 

 

 

 

   

3. Review the terms of service and the Skype Privacy 
Statement, then click Continue. 

 

http://www.skype.com/


4. Your account has been created. Select Download 
Skype. 

 

5. Locate and select the installation file on your computer, 
then follow the instructions to install Skype. 

 

 

  



6. Enter your user name and password, then 
click Sign in. 

 

7. The Skype window will appear. 

 



To adjust your privacy settings: 

Skype is a social network. This means you can theoretically 
receive calls, video, and messaging from people you 
don't know unless you adjust your privacy settings. 
Luckily, Skype makes it easy to keep your information 
safe and protect yourself from unwanted callers. 

1. Click Tools, then choose Options. 

 

 

 

 



2. The Skype - Options window will appear. 
Click Privacy to open the privacy settings pane. 

 
3. Adjust any settings that might be a concern to you. 

Click Save when you're done. 

To set your Notifications: these are the items and actions 
Skype alerts you to, like when specific users are online or want 
to add you to their contacts. Most notifications are displayed at 
the bottom of your screen.    

1. The notifications you receive can be set in the privacy page by 
clicking on the notifications button, second from the top of the 
button menu (see above). 

2. Check the items you want Skype to alert you to. 
Click Save when you're done. 



Adding contacts 
Adding contacts manually, or importing them from services 
like Facebook or Outlook, is the first step toward actually 
using Skype to call, chat, and video conference with your 
contacts. 

To add a contact: 

1. Search for someone you know using 
a name, Skype name, or email address with the search 
bar, then click any name to see more information. 

2. When you find the person you're looking for, click Add to 
Contacts to send a contact request. 

 



Accepting contact requests 

On Skype, you add contacts to your account—and they add 
you to theirs—via contact requests. When you receive a 

request, you can accept, decline, or block the person. 

To import contacts: 

1. Select the Settings gear, choose Contacts, then click the 
option to Automatically add friends.

 



2. Select Manage address books. 

3. A dialog box will appear. From here, you can select a 
service you use, then enter your user name and password. 

 

4. Once you've linked your account, any contacts from that 
service who also use Skype will be automatically added to 
your contacts list. 
 



Setting Up a Skype Conference Call 

Log on to your Skype account. Click on the “Group” icon at 
the top of your contact list. On the empty group area, 
drag and drop names of contacts that you want to 
include in a conference call. Once all contacts are added, 
simply click on the “Call Group” button to initiate 
the conference call. 

Add more people to the conference call: 

If you need to add more people to your conference call, 
you can drag their names into the meeting from your 
Contacts list. Or add them by using the people menu: 

1. In the conversation window, in the Participants pane, 
click Invite More People. 

2. Select someone from the list, and then click OK. Skype 
for Business calls the person for you and adds them to 
the meeting. 
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