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Business Process Manual 
How to Install and set up Skype chat 
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How to install Skype 
On iPhone 

1 Open your iPhone's App Store.   Tap the App Store app icon  which resembles a white 

"A" on a light-blue background. 

 

 

2)  Tap Search. It's a magnifying glass icon in the bottom-right side of the screen.  If you're on 

an iPad, the Search option may instead be in the upper-right side of the screen. 
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3)  Tap the search bar. This option is at the top of the screen. Your iPhone's on-screen 

keyboard should appear. 

 

 

4) Type in skype. Doing so will allow you to search the App Store for the Skype app. 
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5) Tap Search. It's a blue button in your on-screen keyboard. This will search the App Store 

for the Skype app. 

 

  

6) Tap GET. This option is to the right of the "Skype for iPhone" heading. 
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7) Enter your Touch ID. When prompted, scan your fingerprint to confirm your choice. This 

will allow Skype to begin downloading onto your iPhone.  If you don't use Touch ID for App 

Store downloads, instead tap Install when prompted and then enter your Apple ID password. 

 

 

8) Open Skype. Once Skype finishes downloading, tap OPEN in the App Store, or tap the Skype 

app icon on your iPhone's Home Screen. This will open the Skype app. 
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9) Log into Skype. Enter your email address (or phone number, or Skype username) and 

password when prompted, then follow any on-screen instructions.  You will most likely be 

asked if Skype can use your phone's camera, microphone, and location information. 

 

  



BPM V1.0  30/03/2020 

Method2 

On Android 

1) Open your Android's Google Play Store. Tap the Google Play Store app icon , 

which resembles a multicolored triangle on a white background. 

 

 

.  

2) Tap the search bar. This is at the top of the screen. 
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3) Type in skype. Doing so will prompt a drop-down menu with a list of matching apps.  
 

 

  

4) Tap Skype - free IM & video calls. This option should be the top result in the drop-down 

menu. Tapping it will take you to the Skype app page. 

 

  

5) Tap INSTALL. It's a green button on the right side of the screen. 
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 7) Open Skype. Once Skype finishes downloading, tap OPEN in the Google Play Store, or tap 

the Skype app icon in your Android's App Drawer. 

 

 

8) Log into Skype. Enter your email address (or phone number, or Skype username) and 

password when prompted, then follow any on-screen instructions.  You will most likely be 

asked if Skype can use your phone's camera, microphone, and location information. 
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Method3 

On Windows 

1) Open Start. Click the Windows logo in the bottom-left corner of the screen. 

 

2) Type in store. This will search for the Store app. 
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3) Click Store. It's at the top of the Start window. Doing so opens the Windows Store app. 

 

 

4) Click the search bar. You'll find this in the upper-right side of the Store app. 
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5) Type in skype. This will prompt a drop-down menu that contains matching options. 

 

  

 

6) Click Skype. It should be the first option in the drop-down menu. Doing so opens the Skype 

app page. 
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7)  Click Get. This option is on the left side of the page. Clicking it prompts Skype to begin 

installing onto your computer.  If you've installed Skype in the past, you'll click Install here 

instead. 

 

 

8) Open Skype. Click the blue Launch button in the Store window. This button appears once 

Skype has installed. 
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9) Log into Skype. In most cases, you'll automatically be signed in with your Microsoft account 

credentials; if not, enter your Microsoft email address and password, then click Sign In in the 

middle of the page. This will open your Skype account and load any messages saved to it. 

 

 

• If you're automatically logged into an account that you don't want to use, click ⋯ in 

the upper-left side of the Skype window, then click Sign Out in the resulting drop-down menu 

and log back in with the proper account. 
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How to Video Chat on Skype 
Using Skype on a Computer 

 

10 Sign into Skype. Check to make sure your camera is working properly.  

On a PC, from the Tools menu, select "Options," and then under General, choose "Video 

Settings." 

On a Mac, from the Skype menu, select "Preferences", then click on the Audio/Video tab. 

Image titled Video Chat on Skype Step 2 

 

  



BPM V1.0  30/03/2020 

2) Select your camera. Turn on your webcam or connected video camera. You should see 

your webcam output in the window. If you have multiple cameras hooked up, select 

the desired one from the Camera menu. 

When you've made your connection and verified it's working properly, close the 

Preferences window. 

 

3) Click Contacts. Then, click on "Online" to show only your Skype contacts that are 

available for a call. If you have many contacts online, you can quickly find the person 

you're looking for by entering their name into the search field at the top right of the 

screen. 

 

 

4) Initiate the call. Position your cursor over the person you wish to call. A green button 

will appear over their picture that says "Video Call," with a small camera icon to the 

left. You'll hear a ringing tone until the other person answers, or the call times out. 
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Note: if the button only says "Call," check to make sure your camera is hooked up and 

functioning properly. 

 

 

5) Talk with your friend. Once the call is connected, you'll see your friend's picture in the 

window. When you're finished chatting, click the red phone icon at the bottom of the 

window to end your call. 
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Method 2 

Using Skype for iOS 

1) Launch the Skype app. Tap "People" to view all your contacts, then select "Online 

Contacts from the Contacts menu. You can also enter their name in the search field. 

 

 

 

2) Tap your contact. Locate the person you want to do a video call with, then tap their 

picture or name. A window will open with several buttons. 
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3) Tap Video Call. This will initiate the call, dialing the person. When they answer, they'll 

be displayed full-screen, while your image will be in a thumbnail that you can tap and 

drag to place on screen wherever it's convenient. 

If you're on a voice call and want to switch to video, tap the camera icon at the bottom 

to switch to video 
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Method 3 

Using Skype on Android 

1) Launch the Skype app.  

 

 

2) Select "Settings." Then tap "Enable video calling" to check it. 

3 
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3) Tap to select the Contacts tab. Locate the person you wish to contact. When you find 

them, tap their picture. 

 

 

4) Tap "Video call." This will call them up, starting the video call. Tap the camera icon at 

the bottom if you wish to switch from a voice call into a video call. 
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How to Group Video Chat on Skype 
1) Open Skype on your computer or mobile device and log in. Click the blue “S” icon on 

your computer’s desktop to open the application and its initial login screen will 

appear. Type in your Skype username and password on the allocated text fields and 

click the “Sign In” button you see on the window to login to your account. 

If you don’t have a Skype account, just click the “Create an Account” button on the 

same window and enter your full name, a valid email address, and your desired 

password to instantly get an account. 

2 

2) Start a chat. Once you’ve signed into your account, click the name one of your friends 

that you want to have a group call with from the Contacts panel at the left-hand side 

of the Skype window. This will show the Conversation panel at the center of the 

application’s window where you can type in your message and chat with that person. 
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3) Add other contacts to the conversation. Click the plus (+) icon the upper left-hand area 

of the Conversation panel and choose “Add People” from the drop-down list to open 

the “Add People” sub-window. 

Pick out the names of the people you’d like to include in the group video call from the 

left-hand panel of the Add People sub-window and click the “Select” button right at 

the bottom to move these names to the right panel. 

Once you’ve chosen all the people you want to participate in the group video call, click 

the “Add” button on the lower right corner of the Add People sub-window to complete 

your selection. 

 

 

4) Start the group video call. After picking out your friends and adding them to the chat, 

click the “Call” button at the top of the Conversation panel to begin the group video 

call. Just wait for everyone to answer your call to start (though the group video call 

can begin even if not all the participants answer the call). 
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5) End the call when you’re done. You can terminate the group video call by clicking the 

red phone icon at the bottom of the Skype call screen. Keep in mind that only the 

person who started the call can end it. If you’re the one who started the group video 

call, everyone else will be disconnected. But if you’re only a participant, the call will 

still continue after you’ve clicked the red phone icon. 

 

 


