Skype Voice Over Internet Protocol (VoIP) Connecting Checklist

Name _____________________________________________ Date ______________________

Follow these steps to connect for your Skype, voice over Internet protocol interview:

__________ (10) Turn on computer or check that it is on and working.

__________ (10) Make sure you have a camera to do a video Skype.

__________ (10) Connect to Skype.

__________ (10) Look for the person you will Skype on contact list.

__________ (10) Click video conferencing.

__________ (10) Confirm your video is working by seeing yourself on the small video box

__________ (10) You should make a connection with interviewee by clicking their Skype name.  You invited them so you should call that person.  Do not wait until they call you.  The time is on the lower right hand corner of the computer.  When the time appears that you scheduled the Skype interview, click their Skype name. 

__________ (10) Skype will ring; wait for the interviewee’s large video box to appear.

__________ (10) When you see them, confirm that they can see and hear you.

__________ (10) When the confirmation of both you and the interviewee can both see and hear you may start your interview

Total __________%

If you could not go through the connecting process, please note and ask any questions that may help you when you try to reconnect.
Take notes on what may help you the next time you connect.
