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Context  

The topic of this instructional design plan is “An Introduction to Skype: Fundamentals 

and Functions”. Skype and Skype for Business are both being introduced in the Pellissippi State 

Community College as a means for faculty to connect with students and colleagues more 

effectively.  As Skype for Business is being implemented, a poll of the faculty and staff of the 

college has found a large group that has limited or no experience with Skype.  A need for an 

introduction into Skype programs and features has been expressed. The following plan will be 

used to fill that need.    

 This plan is to be implemented in a workshop class during the college’s “In Service” 

orientation. Teachers will be in a computer lab/ classroom type setting for the workshop. The lab 

should be equipped with webcams and headset microphones. The audience for this workshop 

will be adult teachers who are not familiar or have limited experience with the Skype program. 

The teachers can be new hires or established instructors from the institution.  

There are three main contextual components to this plan: 1) Fundamental Information 

about the Skype, 2) a step by step guide to usage, and 3) a period during the class where 

members will use their skills to communicate with other people in the class.   

The first component of the class details the fundamental points to Skype.  It will begin by 

defining terminologies that are used in Skype; such as Skype ID and how that differs from an 

email address or phone number, Call vs Video Call, Chat, Conversation, and Contacts. 

Understanding the program capabilities and how to use them effectively and to one’s advantage 

encourages the new users to be more receptive and willing to put effort into the learning process. 

With that in mind, some the strongest assets of Skype to be highlighted would include One-On-

One video calls and audio calls, group conversations, the chat feature and how skype can connect 
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to a land line and how these facets improve communication, understanding and evaluation of 

transferred information.  

The second component involves the technical knowledge and manipulation of the 

program systems. This includes how to install Skype on multiple devices (cell phone, Mac, PC, 

tablet), how to start a one-on-one call, how to join a call, how to create a group call, toggling 

microphone and video on/off (“Find out What Features”, n.d.). These technical functions will be 

presented in a visual text/aural lecture combination. Short videos that show the steps to complete 

each task will be shown to the students during this presentation segment of the class. Paper 

handouts of this portion can be used for taking notes, reminders and review of procedures at a 

later date for participants.  The different formats will cover different types of learning styles that 

the students may prefer.  (Richey, Klein, & Tracey, 2011).  

 The third component is an interactive session where each participant will log into the 

skype account through their college email address and create a call to another member of the 

class. Then they will reverse the process and go through accepting an incoming call. During each 

call they will be directed to turn off audio and video and then reestablish full connectivity to the 

other participant. After these tasks are completed participants will create a group conversation. 

The group conversation can be used as a Q&A for the rest of the class period and culminate with 

each member exiting the conversation and logging out of skype.  

Limitations to this plan will include the time frame within which the workshop can be 

held. The classes are set at 1 hour and 20 minutes. This prevents the work shop from being a full 

course that would include all the elements of both Skype and Skype for business.   The next 

limitation is control of the technological experience of the class members. Since the in-service 

classes are open for any faculty to attend, this could create a large diversity of background 
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experience. A third limitation of this plan will be the number of participants a computer lab can 

contain. Class attendance should be controlled to allow personal interaction during the 

interactive period.  One option to combat these limitations would be to offer this class multiple 

times during the In-Service program. By doing this, classes could be split into smaller groups 

and groups of varying skill sets. This separation of class periods would address many of these 

limitations that could negatively affect the learning experience of participants.  

The design model this project is based on is the System Approach Model designed by 

Dick and Carey. The systematic approach of teaching a task seems to be a very effective 

method in this environment and for the overall goal. This approach affords the designer and the 

instructor of the course the ability to focus the class in a way that meets the needs of the 

students in a more personalized way. The program has the ability to be manipulated for 

optimum results through the systematic approach of narrowing down the specific goals and 

how to best fulfill the objectives. By having the students go through the steps of a summative 

evaluation, the plan would gain momentum in becoming a competitive resource for the 

instruction of technical skills.  Teaching a topic such as the usage of Skype in the described 

environment limits the time students will have to prep and reevaluate their learning 

techniques. That is why the Dick and Carey Systems Approach model, which removes some of 

the burden of learning from the students (Brown & Green, p. 8), is a good fit for the program.  

The Dick and Carey Model is a match for this project because it is a linear model that still 

has some steps that directly affect the step before and after the step in action which reiterates 

the learning process to maximize the effectiveness even in a short educational timeframe.    
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Learner Analysis  

The instructional course, “An Introduction to Skype: Fundamentals and Functions”, was 

designed as an introduction course for Skype. It will be implemented during Pellissippi State 

College’s In-Service Training. During the summer of 2015 a survey was given to all the current 

instructors. The purpose of this survey was to gain a clearer understanding of how instructors 

used the current classroom technology and to determine what training was needed to allow 

them to be able to use the technology to the maximum benefit. The results showed that a large 

faction of the faculty had little or no experience with Skype and were not comfortable 

attempting to use it to connect with their students for meetings or tutoring. From these results 

the Educational Technology department determined the need for this training. The audience 

for this class will come from the seminar population of In-Service.  

 The course will be open for any faculty of Pellissippi to enroll as a participant. This open 

enrollment will leave certain elements (such as the age and sex of participants) of a learner 

analysis unquantifiable until each class assembles. Other elements can be extrapolated from 

the stable factors of the circumstances. The participants are going to have a background in 

education. They will be familiar with a classroom based instructional method. They are all going 

to be at least 18 years of age since the college has a minimum hiring age. This means that the 

classes are going to be made up of adults and can be conducted as such. The participants 

should all have access to the same type of technological equipment since they are all employed 

by the college and it has a standardized set of computers, programs, and other technology for 

teachers. 
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Another factor is that these members are going to have a varied background with 

technology but, since they are taking this class we can assume that they have reservations 

about using technology in some manner. These reservations could come from a lack of 

knowledge, prior experiences that have ended negatively, or even frustration from the 

constantly changing methods that the college seemingly forces upon the faculty. Since there 

are going to be some negative feelings being brought into the class there are going to be 

several topics that should be avoided. Future changes that the college is pursuing, possible 

problems with the software and negative emotions about the way Skype handles their conduct, 

and anything else that might damper the positive attitude toward the training should be 

avoided when in the class. If there are questions asked that have a negative attitude behind 

them they should be answered by positivity. If handled improperly, the negativity of one person 

could undermine the rest of the training.            

Since it is open enrollment, the participants have chosen to be a part of the class. Having 

willing participants to the class will make it a more enjoyable atmosphere for all the students 

and the instructor. Most participants will be attending to become more familiar with the 

software. Others will be participating due to peer pressure since there are several proficient 

teachers.  Some of the ways to encourage enrollment would be to offer rewards. One reward 

item that will be offered to those who complete this training will be webcams that are to be 

used for Skype. This will allow them to participate in the campus-wide integration of Skype 

without having to purchase or requisition a webcam on their own.  

As was shown by the original survey in 2015, there are some faculty members that need 

and desire instruction in the areas of technology. This program is a step toward full 
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technological proficiency of all college employees. The information that has been gathered 

gives the instructor a small insight into the factors that can affect the class. Understanding and 

recognizing all these factors make the instructor more aware of the learners needs, limitations 

and deficits. Knowing this information makes the instructor more sensitive to how problems 

and information should be addressed towards the individual. This determines what material 

must be presented and how it is to be delivered in order to be accepted, understood and 

utilized by the learner. This ensures more effective and profitable teaching efforts and more 

successful results in the final analysis. 

Task Analysis  

During this class there are going to be several aspects that will be covered through 

instruction. The learners are going to be exposed to terminologies, technical processes and 

functional practices. Since this can become an overwhelming amount of material, the lesson will 

be broken into tasks that can be easily taught and evaluated. At the end of the material all the 

tasks can be compiled into accomplishing the main goal of learning to use the basic functions of 

Skype. The outlined instructional plan is designed as follows: 

Using Skype: Instructional Outline 

1. Introduction 

a. What is “SKYPE” 

i. Video Conferencing Program 

b. What does it do? 

i. Connects users in a visual, audio and textual manner 

ii. Allows for sharing of screen data  

c. Platform availability 
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i. Same features, may have slightly different locations  

1. PC 

2. Mac 

3. iOS 

4. Android 

d. Who uses “Skype” 

i. Persons wanting to see the receiving party 

ii. People who can’t be reached by telephone  

iii. People wanting a more face to face experience than email or phone 

iv. Co-contributors on a project  

e. Why should we learn it? 

i. Use it as a meeting tool  

1. Students  

2. Peers 

3. Outside Associates 

ii. Create alternative student interactive sessions  

iii. Diversify office hours 

2. Terminology 

a. Skype ID (Name) 

b. Webcam + Headset 

c. Skype Calls 

i. Video Calls (Video Chat) 

ii. Phone calls  
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d. Messaging  

i. Instant Message (CHAT) 

ii. Video Message 

e. Screen Sharing  

f. Sending files 

3. Using Skype 

a. Install Application (if needed) 

b. Log in (with the account provided by institution or personal account) 

i. Click on Skype icon on the desktop  

ii. Enter institution email address and password.  

c. Add a contact 

i. Type name into “Search Bar”  

1. Full Given Name 

2. Skype ID  

3. Email address 

ii. Find correct person 

1. Add more details to narrow the search 

a. Institutional name  

b. Location  

iii.  Click on name and send contact request 

1. Person will add or not add (no notification for NO ADD) 

d. Test audio and video 

i. Open Preferences 
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ii. Select Video 

iii. Ensure picture and audio are functioning    

e. Make a Call 

i. Select Contact 

ii. Press Video Call button 

iii. Toggle mute button on/off (bottom of video screen) 

iv. Toggle camera on/off (bottom of video screen) 

1. Can turn off camera for audio call only 

f. Screen Sharing  

i. During Call select sharing arrow  

ii. Select programs or pages to be seen  

iii. ***All your screen may be shown; don’t have anything you wouldn’t 

want seen open*** 

iv. Close Screen Share 

g. File/Picture send 

i. Click picture button  

ii. Select file from pop up window 

iii. This will be sent to anyone in the conversation 

h. Text chat 

i. Available pre video connection  

ii. During call select thought bubble  

i. Ending Call 

i. Press red phone button  
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j. Create a group Call  

i. Open new chat with a contact  

ii. Select add people button at top of screen 

iii. Select other contacts  

iv. Then select “create group”  

k. Skype as a Telephone 

i. Can call any landline or cellular number  

ii. User must PURCHASE credits to use this feature.  

iii. Then it proceeds as a skype call 

4. Review and Answer Questions 

By following the above outline the student is presented with a concise, systematic order 

for performing basic functions of Skype that can be used in their teaching experience. Since the 

learning experience is bound to such a limited time, it is necessary for the most practical 

application points to be highlighted so that the significance of the Skype program is highlighted. 

Each portion is constructed in a such a way that the student will be able to immediately 

implement each task as they learn the material. The simplified technique ensures comfort to 

those who may struggle with the concept of new technologies and change in their current setting.  

The content of the class will begin with a brief introduction to Skype.  Students will be 

exposed to Skype with its multiple facets as an overall program and more specifically as a video 

interface. From there the instructor will describe what Skype actually does and how it relates to 

common tasks that the students are already familiar with from their day to day functions. There 

will be a coverage of the different devices and systems on which Skype can be employed. One 

thing that will be expressly detailed is that on each platform (iPhone, Android, PC or Mac) the 
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terminologies and actions will be the same but that the location of the controls or path of access 

may be slightly different on each device. For example, the video call button is on the top of the 

screen in a PC program but on an iOS device it is in the center of the smaller screen. Then, 

students will be informed about reasons why a person would want to use Skype as opposed to 

other mainstream methods of connecting to other parties. There will also be a description of 

ways that the faculty can use and implement Skype into their everyday life.   By having this 

information, the participants will become more aware of why the institution is creating this 

change and moving toward this method. 

The second focus of the class will be on terminologies that Skype uses and with which 

the users need to be familiar before they can master the basics of Skype. These terminologies 

include both Skype specific terms like Skype ID (the name in which a user logs into the service 

or is contacted by other users), Skype Calls (video and audio calls made through Skype), and 

generic terms such as webcam (a camera that connects to the computer so that programs such as 

Skype can use it), screen sharing (showing one users screen to multiple people on the call), and 

sending files (sharing a file through the chat portion of Skype). This portion of the class will be 

adjusted slightly to each individual class. If the instructor feels that the students are struggling 

with these terms, there can be more time spend developing understanding but if the class quickly 

grasps the concepts then the plan can proceed.  

The next portion of instruction will be learning the steps to complete each Skype 

functional task. There are 16 tasks through which the learners will be guided. Many of these 

tasks rely on the previous task’s skills. This is why they have been ordered in such a specific 

way. Following this guide will allow the class to progress in a smooth manner. The starting task 

is to learn the procedure to install Skype onto the device they are using. By having them go 
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through the initial install and setup procedure, the users will be introduced to Skype’s 

introduction to its services. The official introduction visuals are very detailed in the location and 

function based on the device the person is using at the time (computer, mac, cell phone, etc.) 

Once this step is complete the introduction visual will lead into the log in or registration 

protocol. The class members will be assigned a Skype ID from the institution, but others may 

have a personal account or want to eventually have a personal account. For this instruction they 

will be using their institutional account and password that corresponds to their email log-in. 

 After the log-in is complete the class will go through a series of basic services and have a 

guided tour of how to use them. The first step will be to test the sound and video of the preset 

headset and webcam. This is done by clicking on the “Tools” options and then “Audio”. This 

will open a new window that contains the settings for the calling features. First the audio will be 

tested by clicking the “Test Sound” button. If a sound is not heard, then they will be instructed to 

ensure the headset is plugged into the computer and then to make sure that the right source is 

selected on the dropdown menu of the window. Once a sound is heard they will then click on 

“Video” button and repeat the procedure with the webcam. Next the learner will be shown how 

to add a contact.  They will be adding the Institution’s Help Desk Skype account. Their contact 

list will have already been populated with the addresses of other colleagues within the institution 

by the IT department. They will type in the Help Desk address into the search bar at the top of 

the screen and click on the “Add Contact” button. Once this is done they will then be ready to 

make a call.   

Making a call is the primary goal of this lesson. This will be the basic function that the 

learners will use in their daily tasks. Once the audio/video has been confirmed to be working, the 

help desk contact added, and they are once again on the default home page of Skype they will 
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perform the steps to place a call. They will select the contact information of another student in 

the class from the contact list, click on the “Video Call” button, and wait for the connection. The 

other student will answer the call by clicking the “Accept Video Call” button that will appear on 

their screen. Once the call is connected both parties will toggle their camera and microphone on 

and off. They will then select the “Screen Share” option at the bottom of the screen and follow 

the on screen instructions as they share their screen to the other person. The receiving party 

should then open the “Chat” menu and give textual confirmation that they see the first party’s 

screen share. Having received confirmation, the sharer will end the screen share by clicking on 

the “End Share” button. The initiating party will then click on the “Share Files” button at the 

bottom of the screen and select one of the stock pictures that is in the computer’s Photo folder to 

share and then click “Share”. This will send the photo into the chat box. Once this is completed 

the party that made the call will press the red “Hang Up” button and the other person will initiate 

the call, follow the same pattern of toggling, sharing the screen and then sharing a file, and then 

they will hang up the call. This can be repeated until the instructor feels that the class has 

grasped the skills well enough to move onto the next task of creating a group chat.  

The group chat feature is very similar to a regular call. The participants will select a 

contact from the contact list. On the chat page that opens at the top right of the screen, there is a 

white circle with a person and a plus sign. By clicking on that icon, they will be able to add the 

names of the other people they want in the group. Once all the people they want in a 

conversation are selected, Skype will open a chat page that goes to all the contacts. From there 

all the normal functions of Skype can be used to communicate to the group. At the end of the 

interactive period, the teacher can demonstrate the “Skype as a Telephone” feature by showing 
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them the icons, telling them that this is not a free feature and that to be used Skype Credits have 

to be purchased. The content can be wrapped up by having an open question and review period.  

 An excellent way to end this experience would be for the officiating instructor to 

complement and encourage the efforts and accomplishments of the participates on their 

embarkation of a modern updated lifestyle that helps to better keep them in touch with their 

classroom population. This sequence of events will prove educational, less frustrating and 

encouraging to the participants of the class.  

Objectives 

This learning plan follows a basic linear flow (Brown & Green, 2006). Each step is dependent on 

the correct completion of the previous step. Because of this, each objective must be performed 

with complete accuracy 100% of the time. The same applies for the goal of this course, the goal 

will either be fulfilled or unfulfilled.  

Goal 

The goal of this instructional plan is that Faculty will be able to create and participate in Skype 

meetings.  

Objectives 

The objectives that the students will complete to achieve the goals outlined below: 

1. Faculty will understand terminologies as relating to Skype.  

2. Faculty will demonstrate how to install Skype on multiple platforms.  

3. Faculty will  establish a log-in  into Skype and add contacts  

4. Faculty will be able to verify audio and visual connection.  

5. Faculty will participate in a Skype Call with complete accuracy. 
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6. Faculty will be able to share content with other participants and be able to use the chat 

function. 

7. Faculty will be able to instigate both group and individual Skype video calls.  

Once these objectives and the goal have been achieved, practiced and evaluated by 

execution with relative ease and comfort by the faculty members, the class may be deemed 

successful. 

Instructional Sequencing 

In this program the instructor will teach the lesson in three steps: a lecture, a guided 

interactive practice of Skype, and then a group discussion of questions that have arisen during 

the class. These portions have been timed to give the maximum amount of time to the 

interactive portion.  Following is the Instructional Outline with estimated time allotments.  

Instructional Outline of Content 

1. Lecture and Power Point Portion (20 minutes Total)  

a. Introduction (10 minutes) 

i. What is “SKYPE” 

1. Video Conferencing Program 

ii. What does it do? 

1. Connects users in a visual, audio and textual manner 

2. Allows for sharing of screen data  

iii. Platform availability 

1. Same features, may have slightly different locations  

a. PC 

b. Mac 
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c. iOS 

d. Android 

iv. Who uses “Skype” 

1. Persons wanting to see the receiving party 

2. People who can’t be reached by telephone  

3. People wanting a more face to face experience than email or phone 

4. Co-contributors on a project  

v. Why should we learn it? 

1. Use it as a meeting tool  

a. Students  

b. Peers 

c. Outside Associates 

2. Create alternative student interactive sessions  

3. Diversify office hours 

b. Terminology (10 minutes)  

i. **Distribute Hand-Out of Terminologies**  

ii. Skype ID (Name) 

iii. Webcam + Headset 

iv. Skype Calls 

1. Video Calls (Video Chat) 

2. Phone calls (Skype as a Telephone) 

a. Can call any landline or cellular number  

b. User must PURCHASE credits to use this feature.  
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c. Proceeds as a skype call without video 

v. Messaging  

1. Instant Message (CHAT) 

2. Video Message 

vi. Screen Sharing  

vii. Sending files 

2. Practical Application and Experience Activity (45 minutes Total) 

a. Using Skype (45 minutes) 

i. **Hand Out Activity Instructions**  

ii. Install Application (if needed) 

iii. Log in (with the account provided by institution or personal account) 

1. Click on Skype icon on the desktop  

2. Enter institution email address and password.  

iv. Add a contact 

1. Type name into “Search Bar”  

a. Full Given Name 

b. Skype ID  

c. Email address 

2. Find correct person 

a. Add more details to narrow the search 

i. Institutional name  

ii. Location  

3.  Click on name and send contact request 
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a. Person will add or not add (no notification for NO ADD) 

v. Test audio and video 

1. Open Preferences 

2. Select Video 

3. Ensure picture and audio are functioning    

vi. ** A five-minute break can be taken at this point** 

vii. Make a Call 

1. Select Contact 

2. Press Video Call button 

3. Toggle mute button on/off (bottom of video screen) 

4. Toggle camera on/off (bottom of video screen) 

a. Can turn off camera for audio call only 

viii. Screen Sharing  

1. During Call select sharing arrow  

2. Select programs or pages to be seen  

a. *** “All your screen may be shown; don’t have anything 

you wouldn’t want seen open” *** 

3. Close Screen Share 

ix. File/Picture send 

1. Click picture button  

2. Select file from pop up window 

a. This will be sent to anyone in the conversation 

x. Text chat 
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1. Available pre video connection  

2. During call select “thought bubble” button  

xi. Ending Call 

1. Press red phone button  

xii. Create a group Call  

1. Open new chat with a contact  

2. Select add people button at top of screen 

3. Select other contacts  

4. Then select “create group”  

3. Group Discussion and Questions (15 Minutes Total) 

a. Review and Answer Questions 

b. Follow up 

i. Teacher will follow up in 1 month as a check-in  

ii. Friday Morning Classes on Video Conferencing for all Faculty  

c. **Hand-out Job Aids**  

i. How to Make a Skype Call 

ii. How to Add a Contact 

iii. How to do A/V test 

iv. Trouble Shoot Card 

During this class, there will be three handouts given to the participants. These should 

each be distributed at the beginning of the relevant section. This will afford focused attention 

on the subject matter at hand. The first will be the Terminologies handout. This is a detailed list 
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of terms and definitions that are relevant to Skype.  This list is the same as the list in the 

instruction.   

 

 The second handout is a specific list of Activity Instructions. This will allow participants 

to follow along and take notes during the participation experience.  This activity is incorporated 

into the class time. The instructor will be on the computer showing the procedure on the 

classroom screen/white board. 



Introduction to Skype: Fundamentals and Functions 

        

 

 The third handout is a set of Job Aid cards. These cards have step by step guides on how 

to do specific tasks. The tasks are How to Make a Skype Call, How to Add a Contact, How to Test 

Audio/Video, and Troubling Shooting. The cards should be cut apart and given out as preset 

packets to the students.  These should be handed out at the end of the class, after the 

discussion but before the wrap up. 
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The instructor should inform the class that they will be receiving a follow up 

communique from the instructor in about a month after the class meets.  Participants should 

also be made aware of the weekly classes that are held by the Educational Technology Services 

department.  These classes are open to all faculty and staff. The classes cover a wide array of 

topics but they all focus on incorporating digital interactions into the classrooms. The classes 

meet every Friday @ 10am online. To find out more information go to the ETS link on the 

college’s website.  

The timing of this lesson plan is based off of a 90-minute class period. The introduction 

lecture section is allotted 20 minutes, the practical activity is allotted 45 minutes and the 

discussion is allowed 15 minutes. This leaves time for a five-minute break if the instructor sees 

fit. This plan also gives the instructor the ability to manipulate the time frames slightly to adjust 

to the demands and circumstances of each class.   
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Assessment  

This class is going to be assessed by task completion. A template for a check off chart 

has been included in this plan.  The teacher will ask after each step if everyone has completed 

the task and then check off the names of those who have accomplished the task. If the student 

has not completed the task then the teacher will help them correct the error, find the missing 

step or whatever the case needs. Included in the Assessment is a section for the teacher to add 

any notes or thoughts on how the course could be improved from the perspective of the 

instructor. If time allows at the end of the class, the instructor should have the students 

participate in an impromptu call to a different class mate than before. Due to the restrictive 

timeframe that has been set for this class, this may or may not be an option.  

 After a two-week period, students will be contacted by the teacher to verify that the 

student has successfully completed a Skype call.  This call can be to a student or a colleague. 

The teacher will go over any issues that might have occurred or questions that may have arisen 

and record these for future review. If the student was unsuccessful, the instructor will find out 

why and record the reason as well. If the issue was due to a scheduling conflict, the teacher will 

schedule a follow up appointment the following week.   
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INTRODUCTION TO SKYPE: FUNDAMENTALS AND FUNCTIONS ASSESSMENT 

 Teacher:  Date:  Room:   

 

Students 
Install 

Application 
Log-In Add Contact Test  A/V Make Call 

Share 
Screen  

Send File  Text Chat End Call  
Create 
Group 

Call 
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Instructors Notes or Comments  
 
 
 

 
 
 
 

How could this course be improved? 
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