


built-in capability for conference calling,
173–174

business cards, Skype Name on a, 298
business communications

advantages of using Skype for, 230
cost management, 232–233
exchanging documents, 231
file transfers, 231
High Speed Conferencing, 236–238
limitations of using Skype for, 230
marketing, 233–236
overview, 229–230
privacy in, 231–232
security issues, 243
Skype Business Groups, 232–233
toolbar for Firefox browser, setting up,

239–242
using videoconferencing, 124

business promotions
business cards, Skype Name on a, 298
call transfer, improving customer service

with, 299
giveaways, 299
global town hall meeting, conducting, 297
large-scale online conferencing, 298
local presence, establishing, 296–297
mentoring, 297–298
Mood Messages, 168, 295–296
notifying customers of important news,

295–296
promotionals, 299
SkypeWeb alerts, 296
training, 297–298

Buy Skype Credit option (Help menu), 52

• C •
Call Forwarding option (Tools menu), 48
Call menu

Answer option, 50
Hang Up option, 50
Hold option, 50
Ignore option, 50
Mute Microphone option, 50
overview, 50
Resume option, 50
Unmute Microphone option, 50

Call Recorder, 217

call transfer, improving customer service
with, 299

call waiting, 202
caller ID

long-distance, widget for, 224–225
overview, 221–222
personalized caller announcements,

223–224
ringtones, changing, 222–223

Change Language option (Tools menu), 49
Change Online Status option (File menu), 38
chat mode, starting in, 60–61
chats

abbreviations in, 99
acronyms in, 99
archiving, 100–101
blocking a chatter from your Contacts

list, 92
bookmarking, 96–97
clearing messages, 100
with conference callers, 176–178
contacts, swapping, 95
customization of your chat window, 97–100
denying, 64–65
distributing information, strategies for,

93–94
etiquette for, 102
file transfers, 93–94
font size, changing, 98
font style, changing, 98
former chats, returning to, 96
group chats, 89
hiding contacts, 98
how they work, 87–89
inviting others to join your, 88
IRC (Internet relay chat), 100
leaving, 96
notification options for, 97
ongoing chats, 100
pop-up alerts used for notification of a, 97
saving, 100–102
searching, 101
sending, 102
sizing chat window, 99
starting, 87–89
“ten” codes, 90
time to chat, setting a, 91
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topics assigned to, 95
videoconferencing, 121
whisper chats, 91–92

chat window
customization of, 97–100
sizing, 99
visual feedback, used for, 32

Check for Update option (Help menu), 52
City field (profile screen), 26
clearing messages, 100
clip-on webcams, 105–108
Close option (File menu), 39
collaboration between students,

encouragement of, 303
collectors, Web communities for, 256–257
commerce communities, 255
communication quality

headsets, 203–206
overview, 202–203
speakerphones, 206–208

conducting meetings with GoToMeeting,
182–183

conference calling
backup plan for, establishing a, 173
built-in capability for, 173–174
chatting with conference callers, 176–178
discussion material, showing, 178
dropped connection, reconnecting a, 176
focus during, maintaining, 173
overview, 169–170
Philips VoIP321 Skype phone, 202
rules for, 171–173
starting a call, 174–176
third-party Web conferencing tools used

while, 179–188
time-zone differences, planning for, 171–172
transferring files during, 178
troubleshooting, 314
uses for, 170–171
whisper chat during, 178
written record of, 177

connections, testing
feedback, eliminating, 32
Skype Call Testing Service, using, 30
sound problems, troubleshooting, 30–32
steps for, 29–30

connections, troubleshooting, 315

contacts
finding, 197, 311
hiding, 98
swapping, 95
troubleshooting, 311
viewing, 149–150

Contacts list, 76
Contacts menu

Add a Contact option, 42–43
Backup Contacts to File option, 45
Import Contacts option, 43–45
Manage Blocked Users option, 46
overview, 42
Restore Contacts from File option, 45
Search for Skype Users option, 43
Send Contacts option, 45

contour lines, positioning, 82–83
control of meeting, taking, 184–185
convenience of file transfers, 231
conversations, recording, 293
Coordinated Universal Time (UTC), 172
cost management, 232–233
cost savings for Web communities, 257
country codes, setting, 241
Country/Region field (profile screen), 26
CrazyTalk Messenger

animated avatars built with, 81–85
contour lines, positioning, 82–83
facial settings in, 84
importing pictures into, 81–82
overview, 81
spindle points, adjusting, 82–83
switching between avatars, 85

Create a Conference Call option (Tools
menu), 46–47

credit
purchasing, 127–130
using, 314

customer access, maintaining, 235
customer base, supporting, 235–236
customization

with avatars, 78–86
of background, 86
of chat window, 97–100
of Contacts list, 76
of firewall settings, 73–74
general settings, 59–62
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customization (continued)
graphics used in your profile, 77–78
of History Quickfiltering, 76
of hotkeys, 71–72
incoming calls, automatically answering, 75
of Internet connection, 72–74
notification when someone contacts you,

receiving, 66–67
personal style, using your, 86
personalized caller announcements,

223–224
personalized greetings made with

Pamela, 166–167
privacy settings, 62–65
of proxy settings, 72–73
ringtones, 67–70
Skype language file, 307–310
startup, Skype automatically starting at, 75
of updates, 74–75
Winamp, automatically pausing, 76

• D •
Daylight Saving Time (DST), 172
denying calls or chats, 64–65
directory assistance used for Skype

information, 315
disabled individuals, Web communities for,

256
disabling all Skype APIs, 243
discussion material, showing, 178
Do Not Disturb icon, 55
downloading

Firefox browser toolbar, 239–240
and installing Skype on Pocket PC

devices, 192
Skype, 17–19

drivers, installation of, 198–199
dropped connection, reconnecting a, 176
DST (Daylight Saving Time), 172
duration of Skypecasts, selecting, 265

• E •
ease of file transfers, 231
ease of use, 291
eBay, 255

Edit My Profile option (File menu), 38
education communities

advantages of, 251
language learning sites, 253–256
Moodle, 251–253
overview, 250–251
Web communities, 250–256
World Class Schools portal, 252

eliminating feedback, 32
email addresses

search for, 35–36
troubleshooting, 314

Email field (profile screen), 28
emergency calls, 126, 314
emoticons, using, 61–62
etiquette for chats, 102
external firewalls, 73–74

• F •
Face Tracking, 105, 111
facial settings in CrazyTalk Messenger, 84
family communities, 257
family uses

announcements, sending, 294
conversations, recording, 293
ease of use, 291
free calls with Skype, 291
messaging, 292–293
party planning, 292
recipe and cooking tips, 292
reminders, sending, 293–294
status icons used to alleviate

interruptions, 293
video contact, 294

fan base, building a, 266
FAQ option (Help menu), 51
feedback, eliminating, 32
FeedBurner used to create podcasts, 278–280
Festoon, 221
field reporting with videoconferencing, 123
File menu

Change Online Status option, 38
Close option, 39
Edit My Profile option, 38
My Skype Account option, 38
Sign Out option, 38–39
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file transfers
in business communications, 231
chats, 93–94
in conference calling, 178
convenience of, 231
disabling, 243
ease of, 231
security in, 231
size limit, lack of, 231
troubleshooting, 312, 315
in videoconferencing, 122

Firefox browser toolbar
country codes, setting, 241
downloading, 239–240
“on” mode, need for, 241
setting up, 239–242
toll-free numbers, Internet searches for, 242

firewalls
customization, 73–74
external firewalls, 73–74
internal firewalls, 73–74
restricting Skype to route its content

through specific, 243
first call

initiating a call, 34
making your, 32–36
search directory, use of, 35–36
search for someone to call, 33–34

focus during conference calling,
maintaining, 173

Focus Skype, 72
font size, changing, 98
font style

changing, 98
troubleshooting, 312

foreign language education, 301–302
former chats, returning to, 96
forwarding calls, 146–147
free calls with Skype, 10, 291
Full Name field (profile screen), 25
full name search, 35

• G •
gadgets, 15. See also specific gadgets
gamers, Web communities for, 257
GarageBand, 280

Gender field (profile screen), 25
gender search, 36
general settings

audio mode, starting in, 60–61
chat mode, starting in, 60–61
customization, 59–62
emoticons, using, 61–62
online status timeouts, 61–62
overview, 59–60

Get Headset option (Help menu), 52
Getting Started guide, 22–23
Getting Started option (Help menu), 51
giveaways, 299
Gizmoz Talking Headz, 221
global alerts, sending, 235
global student interaction, 301
global town hall meeting, conducting, 297
GMT (Greenwich Mean Time), 172
GoToMeeting

conducting meetings with, 182–183
control of meeting, taking, 184–185
Macintosh support for, 184
meeting ID for, 182
online interactive class with, 181
overview, 180–182
participating in a meeting, 183–184
privacy of meetings, 183
private online meetings with, 181
problems for client, solving, 181
scheduled meetings, 182–183
security, 181
setting up, 182
software licensing, 181
starting a meeting, 183
team programming with, 181–182
unscheduled meetings, 182–183

graphics used in your profile, 77–78
Greenwich Mean Time (GMT), 172
greeting on Skype Voicemail, recording

your, 144–145
group chats, 89

• H •
Hang Up option (Call menu), 50
hardware tools used to save the audio

from Skypecasts, 274
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headsets
communication quality, 203–206
Internet Chat Headset, 204–205
Lightweight Computer Headset Model

33-1187, 204–205
Motorola Wireless Headset H500, 209–210
overview, 203
Premium Headset 350, 204
troubleshooting, 311, 313, 316
voice echoing, preventing, 203

Help menu
About option, 53
Buy Skype Credit option, 52
Check for Update option, 52
FAQ option, 51
Get Headset option, 52
Getting Started option, 51
Help option, 51
overview, 50–51
Redeem Voucher option, 52
Report a Problem option, 52–53

hiding contacts, 98
High Speed Conferencing

marketing, 233–234
overview, 236
setting up, 236–238

History Quickfiltering, 76
Hold option (Call menu), 50
Home Phone/Office Phone/Mobile Phone

field (profile screen), 26
Homepage field (profile screen), 26
homework, help with, 304
hotkeys, 71–72
HotRecorder for VoIP, 218

• I •
Ignore option (Call menu), 50
iLife used to create podcasts, 280–284
image quality, 110
image size, 110
images, transmission of, 110
Import Contacts option, 43–45
importing pictures into CrazyTalk

Messenger, 81–82
incoming calls

automatically answering, 75
rejecting, 146

initiating a call, 34
installation

of drivers, 198–199
Philips VoIP321 Skype phone, 200
of Skype, 19–20

interface
Call menu, 50
Contacts menu, 42–46
File menu, 38–39
Help menu, 50–53
menus, 37–53
overview, 37–38
status icons, 54–56
toolbar, 53–54
Tools menu, 46–49
View menu, 39–42

internal firewalls, 73–74
international calls, dialing, 131–133
Internet Chat Headset, 204–205
Internet connection, 72–74
Internet relay chat (IRC), 100
Internet telephony devices

Linksys CIT200 Internet Telephony Kit,
197–200

overview, 197
Philips VoIP321 Skype phone, 200–202

Invisible icon, 55
inviting contacts to join online meetings,

186–188
inviting others to join your chats, 88
iPAQ hw6900, 192–195
iPhoto, 280
IRC (Internet relay chat), 100
iSight, 117
iTunes

overview, 280
submitting your podcast to, 284–286

iWeb, 280

• J •
joining segments in Transcriber, 277
joining Skypecasts, 262–263
.jpg files, 77

• K •
keywords for Skypecasts, 265, 267
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• L •
Language field (profile screen), 26
language learning sites

Mixxer, 254
My Language Exchange, 254–256
overview, 253
xLingo, 254

languages
changing, 307–310
options for, 20
search for, 36

large-scale online conferencing, 298
leaving chats, 96
legality of recordings, compliance with, 165
lighting for videoconferencing, 120
Lightweight Computer Headset Model

33-1187, 204–205
limitations of using Skype for business

communications, 230
link to Skypecast placed on your Web site,

270
Linksys CIT200 Internet Telephony Kit

advantages of, 197–198
contacts, finding available, 197
drivers, installation of, 198–199
how it works, 197
online status, indicating your, 198
operating the phone, 199–200
overview, 197
profiles information, 197

listing for Skypecasts, 268
local presence, establishing, 296–297
locations

for initiating Skypecasts, 261
search for, 36
for videoconferencing, 120

Logitech QuickCam Fusion’s Video Effects
software, 221

long-distance, widget for, 224–225

• M •
.Mac Account, 280
Macintosh

conference calling, 176–177
GoToMeeting, support for, 184

Microsoft Outlook, importing contacts
from, 43–45

Plantronics Explorer 320 connection with,
211–212

speech recognition software, 213–216
videoconferencing setup on, 117–118

Manage Blocked Users option, 46
manual panning, 112
marketing

customer access, maintaining, 235
customer base, supporting, 235–236
global alerts, sending, 235
with High Speed Conferencing, 233–234
no-cost community gathering online,

holding a, 233–234
overview, 233
payment services, offering, 236
with Skypecast, 233–234
with SkypeWeb button, 234–235

meeting ID for GoToMeeting, 182
meetings

conducting, 182–183
control of meeting, taking, 184–185
overview, 180–182
participating in a meeting, 183–184
privacy of meetings, 183
private online meetings, 181
scheduled meetings, 182–183
starting, 183
subject for Skypecasts, 264
unscheduled meetings, 182–183

mentoring, 297–298
menus

Call menu, 50
Contacts menu, 42–46
File menu, 38–39
Help menu, 50–53
overview, 37–38
Tools menu, 46–49
View menu, 39–42

message recording feature of Pamela,
164–165

messages taken with Skype Voicemail,
144–146

messaging, 292–293
microphones

noise cancellation microphones, 113
troubleshooting, 311, 312
used in Skypecasts, 267
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Mixxer, 254
mobile platform for Skype

overview, 190
Pocket PC devices, 191–195
removable drives, 190–191
Wi-Fi phone, 195–196

moderating Skypecasts, 271–273
mood, creating a, 120
Mood Messages

overview, 294, 295–296
with Pamela, 168

Moodle, 251–253
Motorola Wireless Headset H500, 209–210
movies, showing, 248
MP3 files, recording, 159–161
multilanguage support

changing languages, 307–310
customized Skype language file, 307–310
overview, 307
Skype Translation Forum, 310

multi-person chat, ability to correctly reply
to, 168

multiple devices, troubleshooting, 312
multiple handsets, 202
multiple numbers with SkypeIn, having, 138
musicians, Web communities for, 256
Mute Microphone option (Call menu), 50
My Language Exchange, 254–256
My Skype Account option (File menu), 38

• N •
NannyCam, setting up a, 122–123
Netgear SPH 101 Wi-Fi phone, 195–196
no-cost community gathering online,

holding a, 233–234
noise cancellation microphones, 113
Not Available icon, 55
note-taking with Pamela, 165–166
notification options for chats, 97
notification when someone contacts you,

receiving, 66–67
notifying customers of important news,

295–296

• O •
Offline icon, 54
“on” mode needed for Firefox browser

toolbar, 241
ongoing chats, 100
online dating, 246–247
Online icon, 54
online interactive class with GoToMeeting,

181
online presentations, 303–304
online status, indicating your, 198
online status timeouts, 61–62
operating the phone, 199–200
organizing messages in Skylook, 161–162
organizing Skypecasts, 263–266
Outlook. See also Skylook

contacts, troubleshooting, 315
contacts, viewing, 42, 149–150
importing contacts from, 44–45
overview, 150
synchronization with Skype, 154–157

• P •
Pamela

automatic recording of all conversations,
165

birthday notifications, 163–164
blogging with, 167
described, 14
legality of recordings, compliance with, 165
message recording feature of, 164–165
mood messages with, 168
note-taking with, 165–166
overview, 163
personalized greetings made with, 166–167
podcasting with, 167
single chat and multi-person chat, ability

to correctly reply to, 168
time scheduling with, 167–168
troubleshooting, 314

participating in a meeting, 183–184
party planning, 292
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