sioaccountant

Skype Us

Physio Accountant
A division of Paris Financial
Suite 5, 2-6 Albert Street
PO Box 309
Blackburn VIC 3150 Australia
Ph: (03) 8393 1000 Fax: (03) 8393 1099
www.physioaccountant.com.au




@physioaccountant

Skype Us

Table of Contents

1. TO JOIN SKYPE ..cvvveeiiiiiiiiiiniitniiinnrressnrreesssssressssessnessssssssnessssssnnns 1
2. B 3R T A1 1
2.1 [Ifit's your first time opening SKYpPe: .......cccvviiiiireiiiiiiniiiiiiesiiinieensnnenenes 1
2.2 If you've opened Skype before:.....cccccciiiiieiiiiiiieiiiiiiicnrrrcnrrr e 2
3. How do | add contacts?........ccivviiiiieiiiiniiiiiniiiienininnnneenesnees 2
3.1 Adding a single contact ........cccceeiiiiiuniiiiieniiiiinniiinsasssene 2
4. How do I make a video call? .......cceceiiiiieeniiiiiiieniiininnnnnicnnneeninnnnen. 4
90 Y F= 1 11 T= 3= IR/ T =Y I or- | | OIS 4
4.2 Changing the way your video call is displayed .......c.cccccrvuiiiimiiiiiiiinciiiennciiennne. 5
4.3 Turning your Video Off.........cieeeiiieeiiiieniiiieiiieniereeneereaseerennerenseenensesensesenseessnsesens 5
4.4 Viewing the video from your own webcam ........cccccciiiiieiiiiiiiciiinieeccennenencenneen. 6
4.5 Using other Skype features while on avideo call ........ccceeuereenrreeirienicreeceeennnnnes 6

5. What do | need to make a video call? .....cceuveireieireirieireiecrnieecncreneenes 7




1.

To join Skype

Visit www.skype.com and ‘Join Skype’

Share the moments that matter,
wherever you are

and ‘Join Skype’

Buy Credit Sign In

- N
W Features Get Skype Prices Accessories Business Support Special offers

+ Bafe & Secure
+ Quick &Easy
+ Cear & Smpke

It only takes a minute or two - then you'll be ready to call your friends for free once
you've downloaded and installed Skype.

Create an account or sign in B

Fields marked with = are required.

Signin Create an account
First name* Last name*
Your email address* Repeat email*

Complete all the required fields and follow the prompts to download and install Skype onto
your computer.

To start Skype
If it's your first time opening Skype:

“ Open Skype on your computer.
That means double-clicking this icon on your desktop or choosing it from the
Windows > Start menu.

Click Don't have a Skype Name?
a This opens a Create account window.
Type in your name, then create a Skype username (called a Skype Name) and a

e password.
- Pick ones you can remember so you can sign in next time.
- Follow the directions from there and click Sign in.
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2.2 If you've opened Skype before:

e Open Skype from your desktop or Windows > Start menu.

do the same for your password.
(If you forget your password, click the Forgot your password? link and follow
the directions from there.)

a In the start-up screen, click in the box under Skype Name and type it in. Then

e This will sign you in to Skype, ready for you to use.

3. How do | add contacts?

You can add Physio Accountant as a single contact. By doing so we can talk to each other
over calls and video calls, plus send instant messages and files.

3.1 Adding a single contact
To add a contact:
Sign in to Skype
In the menu bar, click Contacts > Add a Contact.

oo Skype™ - dan

Skype FE &

Conversation  Call  Wiew

[ a add a Contact...
-
Import Contacks...

. < Creakte Mew Group...

Contack Categaries »
& A v Show Outlook Contacts it
Sort Contacts by 3
Q )
9 Hide Contacts Who 3
Advanced 4

Enter the Email, Phone number, Full name or Skype Name of the person you want to add.

admin@physioaccountant. com.au

Fhysinaccountant

Physioaccountant
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If the Skype account of the person you wish to add is displayed, click Add below the contact.

admin@physioaccountant.com.au

 461=

Physioaccountant

Physioaccountant

If more than one Skype account matches your search:
Click View for a list of matching Skype accounts.

sl

From the list of matching accounts, click Add contact next to the one you wish to add.

Add contact

L

L)
S B

1 2 3 4 Next»

More information on the Skype account you have selected is displayed. Confirm that this is
the account of the person you wish to add by clicking Add.
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4.1

Before the contact can be added, you must send a contact request to that person. Enter
some text to introduce yourself and click Send request.

Hil

1d like to add you to my Skype contacts.
Talk soon

[Mame]|

The contact will be added to your contact list, but will appear offline until they accept your
request. Once the person agrees to your request, they will be added to your Contact list.
You can then make free calls and video calls to that person, and send instant messages and
files to each other.

How do | make a video call?

Video calling with Skype is free. To make a video call, you should check that your system
meets these requirements. The person you are calling will also need to meet these system
requirements.

Did you know that you can make group video calls to two or more people at the same time?

Making a video call

Before making a video call, we recommend that you check your webcam is working
correctly. If you still have a problem with video calling, these tips can help.

To make a video call:
Sign in to Skype.

In your contact list, select the person you want to call.

L Contacts (® Recent &)

I Q,  Search l

. 4 Chloe Rose ir

a Sarah Femne

W & David Budden
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Check that the person you want to call is online. If they are, “#will be displayed next to
their name. Learn more about status settings.

R —
. R O Video call . . .
In the calling area, click - Your video call will begin when the person you are
calling answers.

Snapshot  Ful screen  Zoom

o endeal 8 W AR Addpeople WM Myvideo CBD share 333

4.2 Changing the way your video call is displayed

It’s easy to display your video call in the best way for you. The following table shows you
how.

To... Click... Notes

View the video call in full

Full screen Click again to exit full screen mode.
screen mode

You can drag the new window to any
View the video call in a location on your screen, and it will
separate window appear on top of other windows. Close
the window to return to Skype.

Click again to zoom out. This option is
Zoom in on the video 2o in only available if the video you are
receiving is high-quality or HD.

Hide the Contact list u Click again to show the Contact list.

4.3 Turning your video off

You can turn your video off at any time during a video call. If you do, the person you are
calling will not be able to see your video, although you will still be able to see theirs.

To turn off your video, click , and click it again to turn your video back on. When
the button is blue, your video is on, and when it is white it is off.
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4.4

4.5

Viewing the video from your own webcam

When your video is on, you can view the video from your own webcam by rolling your

mouse over

(o
]

O AR Addpeople WM tyvideo B Share

Click in the video to keep the view from your webcam displayed, and click and hold “
in the top right corner of the video to resize the view from your webcam.

To reposition the video, click and hold your image, then drag it to where you want it to be
displayed. You can place it in any of the four corners, or underneath the video of the person
you are calling.

Click to stop viewing the video from your webcam.
Using other Skype features while on a video call

While on a video call, you can send instant messages, share your screen, and take video
snapshots of the person you are calling. The following table shows you how.

To... Click... Notes

From the list of contacts that is

Add more people to your S— displayed, select a person to add to the
video call m . add to call .

video call and click
Learn more about group video calling.

Type your message and press Enter.
Send an instant message to n Click the button again to hide your
the person you are calling instant messages. Learn more about
sending instant messages.

Click Show entire screen to share your
entire screen, or Select window to
choose which window to share. Learn
more about screen sharing.

Share your screen

To send the video snapshot to the
person you are calling or anyone else,
click Share and select the person. To
view your video snapshot files in
Windows Explorer, click Locate. Learn
more about video snapshots.

Take a video snapshot of the
person you are calling

Snapshot
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What do | need to make a video call?

To make a video call, you and the person you are calling will need:

e One of the following:
o Skype 4.2 for Windows or higher
o Skype 5.0 for Mac or higher
o Skype onyour TV

Make sure you are using the latest version of Skype.

e A high-speed broadband connection.

e Awebcam.

e A microphone and speakers (built-in or separate headset with microphone).
e If using Windows, a DirectX 9.0c compatible video card.

Before making a video call, we recommend that you check your webcam is working
correctly. If you still have a problem with video calling, these tips can help.

Call quality

The quality of your video call can be standard, high quality, or HD (high definition). The
following table describes the differences between them.

Image resolution

Video quality (pixels) Frames per second
Standard 320x240 15
High-quality 640x480 30
HD 1280x720 30

When you make a video call, Skype will automatically determine the quality of video call
that your system is capable of supporting. This is determined by many factors, such as the
quality of the webcam you and the person you are calling are using, the speed of the
internet connection you both have, and the specification of your computers.

To make and receive high-quality or HD video calls, you will need a high-quality or HD
webcam, as well as a high-speed broadband connection. Your computer will also need to
meet the following hardware requirements.

Hardware Minimum Recommended
CPU 1 GHz At least 1.8 GHz
Graphics card 32 MB RAM At least 64 MB RAM
Memory 256 MB At least 512 MB
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