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Opening Skype on Windows 10 
1. On a Windows 10 computer, in the lower left corner click 

the Windows icon. 
2. Type in “Skype” and as soon as you see “Skype” click on 

that selection, and enter your Skype username and 
password if prompted. 

 

 
 
If you do not already have a Skype account, you can easily create one—they are free. You can 
even create a Microsoft account just for Skype at https://outlook.live.com/owa  
 
  

https://outlook.live.com/owa


Checking Your Audio & Video 
1. Open Skype. 
2. In the left pane, in the top right corner, click on the 

ellipse (…). 
 

 
3. Your Settings open. 
4. In the left pane, select 

Audio & Video. 
5. In the Camera section your 

live picture should appear. 
If it does not, see if there is 
an option above your 
picture, and try selecting a 
different web camera. 

 
6. Scroll down until you see 

the Audio section. Test 
your microphone and 
speakers and adjust the 
volume as needed. 

7. Close the dialog box by 
clicking the X in the top left 
corner.  



Using Skype  
Once you open Skype, you will select someone to call from the left pane.  
 
You have some important options there: Search, Chats, Contacts 
 
The first couple times you use Skype you may need to search for your friends and family. You 
can search by name or email address associated with their Skype account. 
Finding Someone 
1. Click in the Search box and type in their name or user name.  
2. If you have already contacted them, you can find them listed under Contacts and (recent) 

Chats.  
 
Once you found your contact, select their name, and the right panel changes to show you 
various options.  

 
Making a Video Call 
1. In the top right corner, click the Video Call button. 
2. You should hear a beeping / ringing noise.  
 



Accepting a Video Call 
1. If the Skype program is open, you will see 

a notification along the top of the window. 
If you are working in a different program, 
a window will pop up in the lower corner 
of your screen, prompting you to answer 
the call. 

 

 

 
  



Installing Skype 
1. Go to the Skype website: 

https://www.skype.com 
2. In the upper right corner, click Sign in. 
3. From the drop down menu click Sign up. 

 
4. On the Create account page, click the link for Use your email 

instead. 
5. Enter your personal email address and click Next. 

 
6. Enter a password and click Next. 

 

https://www.skype.com/


7. Enter your name at the prompts. 

 
8. Enter a birth year and birth date. The year is to make sure you 

are old enough to use Skype. 

 
9. A verification email is sent to your email. Check your email, 

copy and paste the code you received, UNCHECK the box for 
“promotional emails” and click Next. 

10. You should now be able to log into Skype on your computer. 
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