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The future of communication especially during 
COVID19 for all States, Chapters and Districts. 

 
Let’s make your next Skype Call a resounding 

success by following these simple tips. 
 

Every day, businesses large and small all over the world conduct Skype calls. There are, 
though, important do's and don'ts to follow when holding Skype calls. By organising 
and preparing beforehand, sticking to an agenda, and sending follow-up emails, you can 
keep everyone on the same page, and master the art of holding efficient and productive 
Skype calls. 

Before the Skype call 

Organise and prepare. This step is crucial to accomplishing the items on your 
agenda and keeping participants engaged throughout the meeting. Create an agenda 
or an outline of the topics you want to discuss. Also, prepare as much material 
beforehand as possible so you don't waste time on irrelevant topics. 

Send calendar invites. Skype comes with built-in integrations to Google Calendar 
and Outlook. Create and send an invitation to your meeting participants on your 
calendar platform. It's awkward and frustrating to attend a meeting and the one person 
who is most crucial to the call is missing or, worse, to find out that you missed a 
meeting you were supposed to be in. Send calendar invites so no one misses out on 
your meetings. 

Encourage participation. Create an environment conducive to sharing ideas and 
strategies. If you are hosting or managing the Skype call, ask participants questions. 
Let them know that you value their opinions. Letting others participate in the Skype 
call is key. People who aren't involved easily tune out and will not provide the feedback 
or the help you may be seeking. 

Be punctual. Just like any other MRCS business meeting, it is important that you 
arrive early. Dial in to the call a few minutes early. If you wait until the last minute, you 
may encounter technical issues that take time to fix.  

Be aware of your location. Your location is critical during a Skype call. If you're in 
your office's conference room and you use a microphone or speakerphone, make sure 
you are close enough to the device that it picks up your voice but far enough that it 
won't pick up every little sound you make. Ideally, when you are conducting a Skype 
call, you should be in a quiet place. That's not always possible, though. If you are 
away from the office and need to conduct a Skype call, find a somewhat secluded 



place. Otherwise, if you're in an open area with lots of people, you may have a difficult 
time hearing the conversation. 

During the conference call 

Stick to the agenda. By discussing the topics at hand, you will receive more 
participation. Also, do your best to stay within your scheduled time frame. By 
extending the meeting, you may quickly lose participation and attentiveness. 

Use visual aids when necessary. Visual aids encourage participation among 
attendees. Visual aids are helpful too, when you are presenting new ideas or 
strategies to a large group. No need to be used in every Skype call, and they can 
become an annoyance if we provide too much information.  

Keep notes. Keeping notes is an excellent way to stay focused during a long Skype 
call, and if the information being presented is important, you will want to keep notes 
as a reference. Regardless of whether you take extensive notes or just jot down a few 
ideas, you should always keep a writing utensil and a notebook next to you during 
your calls. 

Record the Skype call.  This can be a valuable tool for several reasons.  

 First, it can allow participants to go back and review the phone discussion and 
the presented information.  

 Second, if an individual cannot attend the meeting, they can listen to the 
recording and receive the same information as the individuals who were there. 

Additionally, a recording is a way to keep track of the meetings and verify what 
information was discussed and presented. 

Become familiar with Skype features. Before you begin a call, learn its features. 
Also, it is wise to practice certain commands and features you plan to use during the 
call to ensure that everyone can participate. 

Keep the meeting short. One of the fastest ways to lose participants' focus is to go 
beyond the time allotted for the call. By keeping the meeting concise and to the point, 
participants will not dread meetings. 

  



After the Skype call 

Summarise the main points and action items before hanging up. Skype calls can 
quickly venture into many different directions. At the end of each call, summarise what 
you want your participants to take away from the meeting, and note any action items. 

Send a follow-up email. It's easy to forget what was said on a Skype call, even if you 
provided a summary at the end of the meeting. By sending a follow-up email, you're 
crystallising the main points of the call and outlining actionable items. Everyone needs 
to stay on the same page to be an efficient team, and that requires effective, 
comprehensive communication among leaders at state and district alike. 

 

 

 

Dato’ Sayed A. Rahman Bin Sayed Mohd DPMT, KMN, PJC 
Secretary General 
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Manual on How To Use Skype 

 
 

1) Open Skype application by clicking the URL below at your browser : 

https://www.skype.com/en/get-skype/ 

 

 

2) Click  “Download Skype” : 

 

 
 

 

3) Then, click on the Skype file that had been downloaded into your computer : 

 

 
 or 

 
 

 

 

 

 

 

 

 

 

 

https://www.skype.com/en/get-skype/


 

4) Click “run” on the pop up window and wait until the installation process of the apps is completed :  

 

   

 

 

 

 

 

 

 

 

 



 

5) Then, sign in  into your account by typing your email address and password in the space provided : 

 

                 
 

** Please refer to Manual on How to Create a Skype Account if you did not have a Skype account.  

 

 

6) Now you can use your Skype. Please make sure to test your microphone and webcam before 

starting/joining in the meeting :  

 

 
 



Manual on How to Create a Skype Account 

 

 

1. Click “Create one!” to start creating your Skype account : 
 

 
 

 

2. Skype account can be created using your phone number or e-mail. Please insert your phone number 

or e-mail address in the space provided :  

 

             



 

7) Then, key in your password. The password must have at least 8 characters comprises of uppercase 

and lowercase letters, numbers, and symbol : 

             

 

3. Put your name in the space provided :  

 

 



4. A verification code will be sent to your e-mail or phone number that you had used to register the 

account (Refer step 2). Please key in the verificatiobn code in the space provided :  

 

 
 

 

5. Key in the characters in the space provided :  

 

 



6. You can choose to upload your profile picture in your Skype account. Click “Upload Photo” to 

upload your picture, or click “Skip” : 

 

 

7. Please make sure your microphone and webcam functions before you start/join any meeting. Click 

“Continue” : 

 

               
 



8. This pop up window helps you to find your contact easily. Click “OK” : 

 

 

9. Now, your Skype account is ready to be used : 
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Manual Penggunaan Aplikasi Skype 

 
 

8) Buka aplikasi Skype pada laman web menggunakan URL yang berikut:  

https://www.skype.com/en/get-skype/ 

 

 

9) Klik  “Download Skype” : 

 

 
 

 

10) Kemudian, klik fail Skype yang telah dimuat turun dalam komputer anda : 

 

 
 

 
 

 

 

 

 

 

 

 

 

https://www.skype.com/en/get-skype/


 

 

11) Klik “run” pada tetingkap yang berikut dan tunggu sehingga aplikasi Skype selesai dipasang (“install”) 

: 

   

 

 

 

 

 

 

 

 



12) Selepas itu, daftar masuk ke dalam aplikasi Skype dengan meletakkan e-mel dan kata laluan dalam 

ruangan “e-mail” dan “password” yang disediakan : 

 

                 
 

** Sila rujuk Manual Membuka Akaun Skype (“Create Account”) sekiranya anda belum pernah    

        mempunyai akaun Skype. 

 

 

13) Kini, anda akan mula menngunakan aplikasi Skype. Sila pastikan mikrofon dan webcam anda berfungsi 

sebelum anda menyertai mesyuarat : 

 

 



Manual Membuka Akaun Skype (“Create Account”) 

 

 

10. Sila klik “Create one!” untuk membuka akaun Skype anda : 
 

 
 

 

11. Akaun Skype boleh dibuka dengan menggunakan nombor telefon atau e-mel. SIla masukkan nombor 

telefon atau e-mel dalam ruang yang berkenaan : 

 

             



 

14) Selepas itu, daftar masuk ke dalam aplikasi Skype dengan meletakkan kata laluan dalam ruangan 

“password”. Kata laluan perlu terdiri daripada 8 aksara yang merupakan gabungan huruf besar dan 

huruf kecil, nombor, dan simbol : 

             

 

12. Isikan nama anda peda ruangan yang berkenaan : 

 

 



13. Kod pengesahan akan dihantar kepada e-mel atau nombor telefon yang telah anda gunakan untuk 

membuka akaun (Rujuk nombor 2). Sila masukkan nombor kod pengesahan anda dalam ruang yang 

disediakan : 

 

 
 

 

14. Isi ruang berkenaan dengan menaip balik huruf dan nombor yang dipaparkan dalam tetingkap yang 

berikut : 

 



15. Anda boleh memilih untuk memuat naik gambar profil anda atau tidak. Klik “Upload Photo” untuk 

memuat naik gambar, atau klik “Skip” : 

 

 

16. Sila pastikan mikrofon dan webcam anda berfungsi sebelum anda memulakan/menyertai 

mesyuarat. Klik “Continue” : 

 

               
 



17. Tetingkap berikut akan dipaparkan untuk membantu anda mendapatkan contact secara mudah. Klik 

“OK” : 

 

 

18. Kini, anda telah berjaya membuka akaun Skype dan aplikasi Skype anda sedia untuk digunakan : 

 



 

Contact Technical Support: 
 

NHQ/IPK Support: +603-2143-8122  
(MON – FRI, from 0800-1700 Hours) 
 
Bahasa Malaysia Service – Contact Aziem, IT Officer MRCS NHQ 
English Service – Contact Karl, Director of Training, MRCS NHQ 
 
Technical Support E-mail: mrcs.institute.kul@gmail.com 

 
Prepared By: 
Amer Aziem –IT Officer, NHQ 

Hanis Hasan – Field Officer. NHQ 

Karl Dass – Director of Training, NHQ 
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