
Making the Miles Fade
Using your smartphone, tablet, PC or laptop 

to bring you closer to friends and family  
who live far away (and those who don’t)

Tech Inner Circle Edition

Part 6 – Video Calling



Chapter 1 – How to Keep in 
Touch with People
Introduction ...............................................1
Tips for Staying in Touch .........................2
Ways to Keep in Touch .............................4
Keeping Track of Contacts .......................5
Using the Contacts App ............................6

Chapter 2 – Calls and Text 
Messages
Calling on a Smartphone ..........................8
How to Find a Phone Number ................9
Making a Phone Call .................................10
Answering a Phone Call ...........................12
Missed Calls and History .........................13
Find Out Who’s Calling...  ........................14
Voicemail and Contacts ............................15
Text Message Basics...................................16
Sending Texts and Replying .....................17

Chapter 3 – Using Email
The Different Options ..............................19
How to Use Email Nowadays ...................20
Setting Up an Email App ..........................22
Email App Basics .......................................25
Web-based Email Basics ...........................27
Sending an Email .......................................28
Editing your Email ....................................29
Replying and Forwarding .........................30
Attachments – Receiving ..........................31
Attachments – Sending .............................33
Folders .........................................................34
Deleting and Moving Emails ...................35
Other Features ...........................................37
Adding Someone to your Contacts App  
from an Email ............................................40

Chapter 4 – Facebook and Other 
Social Media
Keeping in Touch on Facebook ...............41
Opening a Facebook Account..................42

Finding Friends .........................................44
Finding your Way Around .......................45
Creating a Post ...........................................46
Posting Photos and Videos .......................47
Commenting and Reacting ......................49
Twitter .........................................................50

Chapter 5 – Instant Messages
Instant Messages ........................................52
The Facebook Messenger App .................53
Facebook Messenger on a PC ..................54
WhatsApp ...................................................55
Other Instant Message Options ...............56
Sending and Receiving Messages ............57
Chat Heads in Facebook Messenger .......59
Sending a Photo or Video ........................60
Group Messages .........................................61
Contacts and Message Requests ..............62

Chapter 6 – Video Calling
What is Video Calling? .............................63
Skype ...........................................................65
Finding People using Skype .....................66
Calling Someone using Skype ..................67
Making Paid Calls using Skype................68
Video Calls in Messenger .........................69
FaceTime ....................................................71
Answering Video Calls .............................72
Missed Video Calls ....................................73
Group Calls ................................................74

Chapter 7 – More About Contacts
Searching your Contacts to Add Them  
to Other Apps ............................................76
Contacts Apps on Android Devices ........79

Chapter 8 – Blogging
What are Blogs? .........................................81
Starting a Blog in WordPress ...................82
Blogging in WordPress .............................83

The last page of the book... .......................85
Index ...........................................................86

Making the Miles Fade
Contents



A note about this chapter
Hello

Video calling really is a great way to keep in touch with people.  It’s 
better than a plain audio call, because you can actually see the person 
you’re talking to.

You can show them things and see their reactions – just like if you were 
there in the room with them!

Video calls used to be a bit laggy and awkward.  You’d end up talking 
over the top of each other because of the delay.  Or suddenly the 
picture would freeze or you’d lose the sound.

The quality’s tons better these days, though – mostly because a lot of 
us have got much faster internet connections than we used to have.  I 
know I have!  And it means you can even have several of you in the call 
at once and talk to each other fairly seamlessly.

So in this chapter, we’ll show you how to use Skype (the old favourite) 
as well as Facebook Messenger and Apple’s FaceTime to make video 
calls.  There are loads of other options too, but there’s only so much you 
can cram into one book!

If you’d like to know how to use the WhatsApp messenger app to 
make video calls, Mike made a little video about it with his mum back in 
March.  If you haven’t seen it yet, you can watch it here.

https://techinnercircle.co.uk/cinema/how-to-whatsapp-video-call/
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Chapter 6
Video Calling

Video calling – not sci-fi anymore

What is Video Calling? 
Video calling is a great way to stay in touch with friends and family, especially if they’re far 
away.  You can do this free from any computer, laptop, smartphone or tablet with an internet 
connection, but you need a few things set up first.  In this chapter, I’ll cover a few different 
apps you can use to video call – it’s up to you which one you decide to go with.

When I was little, I used to watch Star Trek every so often.  The original one, with Captain 
Kirk and Spock.  One of the things I loved about it was the amazing gadgets – like the TV 
sets they used to make video phone calls.  You had to be stood in front of a big TV screen 
on the deck of the Starship Enterprise to use it, though – nothing you could carry around.  

Nowadays you can do something similar on a PC, laptop, tablet or even a smartphone.  
There are a few advantages of video calls over ordinary voice calls or sending still pictures:

1) You can see the person’s face as you’re talking to them – it’s more natural to talk to 
someone that way, and it’s easier to tell how they’re feeling.

2) If you’ve got something you want to show someone, you can do it in a real-time video 
and talk about it as you’re showing them.

3) As long as you’re on wifi, video calls are usually free.

What do I need to be able to make a video call?
Well that depends on what device you’re wanting to use to make a video call.

If you’re using a smartphone or tablet, you need a good internet connection and the 
relevant app downloaded to your device.  You can download the app you need from the 
Google Play Store (Android devices) or the App Store (iPads and iPhones).

If you’re using a desktop computer, you’ll most likely need some extra equipment to be 
able to make a video call.  

1) A webcam – so the other person can see you.

2) A microphone – so the other person can hear you.

3) Some speakers – so you can hear the other person.  Some desktop computers come 
with built-in speakers but they’re not always that great, so you might prefer to get some 
external ones instead.

If you’re using a laptop, you’ll most likely have a webcam, microphone and speakers built 
in, but on some laptops it can be hard to tell whether you’ve got them or not.  If you have 
got a built-in webcam, you can usually see it in the middle of the casing at the top of the 
screen.  To check if you have a microphone built in, look for a little pin hole somewhere 
on your laptop – it might have a little microphone icon next to it.
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There are lots of different video calling services

The basics of making a video call

Before you can make a video call, you need to have an account with a video calling 
service.  It doesn’t cost anything to set up, but you have to go through putting in some 
details – they need to know who you are so they can send calls through to the right 
person!  So what are the most popular systems for video calling?

Skype – the first popular video calling service (see page 65).  One of the advantages of 
Skype is that lots of people have an account because it’s been around a while.  It also 
comes ready-installed on Windows 10 PCs.

Facebook – video calling in the Messenger app (see page 69).  I’ve found that Facebook 
video calling often works better than Skype when the internet connection’s poor. 

Apple FaceTime – video calling from one Apple device to another Apple device (see 
page 71).  The main disadvantage of using FaceTime is you can’t call someone who has a 
different type of device.

Google Duo – a fairly new service made by Google.  Not many people are using it at the 
moment so I’d recommend using one of the others.

Choosing a service and getting started

Chapter 6 – Video Calling

If you want to give video calls a try and you’re finding it hard to choose between the 
different systems, the simplest way to choose might be to think of one person you want 
to video call and ask them if they already use Skype, Facebook Messenger or one of the 
others.  If they do, go with that one.

Personally, I think video calling is one of the best features of modern tech.  Since I live 
at the opposite end of the country from my Mum and Dad (and in different countries 
altogether from my brother and sister), it’s great for us.  Mum and Dad especially use it 
a lot – particularly since we had the boys and they want to be able to see them growing 
up.  But even if you live nearer to people, it just seems so much more personal than a 
traditional, “sound only” phone call.

Once you’ve got an account, you can use that same account on any device – sometimes I’ll 
use my laptop for video phone calls, sometimes I’ll use an iPad so I can sit more comfily 
on the sofa and if I’m away from home I might use my smartphone – light and easy to 
hold, but the picture’s a bit small.  

If you want to call someone, they need to be using the same system as you – if you’re 
using Skype, they need to have a Skype account.  If you’re using Facebook Messenger’s 
video calling, the other person needs a Facebook account and so on.  

To use, it’s pretty similar to a normal phone:

1) You choose someone to call (how you do that depends on which system you’re using), 
tap or click to call them and their device rings.  

2) They can see who’s calling and then tap or click to answer – or decline the call if they’ve 
decided they don’t like you!  And that’s it.

With most video calling systems, you can also make group calls – where three or more 
of you all talk at once.  This can be great for, say, getting the whole family together, or 
for organising a meet-up between several of you.  The only thing to watch out for is it 
means you need a pretty fast internet connection or it simply won’t work, because you’re 
effectively making several calls at once.

You might want 
more than one 
system set up (say 
an account for 
Skype and one 
for Facebook) if 
one person you 
want to call uses 
one and another 
person uses 
another.
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Skype
Skype is one of the best video calling apps, in my opinion.  It’s easy to use too – you don’t need 
to be a techno-wizard to use it.  But before you start using it, you’ll have to set it up first.

What is Skype?
Skype lets you make phone calls and video calls using the internet, rather than using 
your mobile phone signal.  So if you’re in an area with no mobile signal (or you just 
don’t want to pay for the call or use up any free minutes), you can make calls using wi-fi 
instead.  Provided the person you’re calling is also a Skype user, and is also connected to 
the internet, then your phone call is completely free!  (There are some paying options too 
– more on those later.)  The only thing you can’t use Skype for is emergency calls, so do be 
aware of that.

You’ll also be 
asked if Skype 
can access your 
email contacts to 
add your friends 
– this might be 
useful, although 
you might prefer 
to keep your 
contacts list small 
and add them 
yourself by hand 
in the app.

If you’ve got 
a PC running 
Windows 10, you 
should already 
have Skype.  It’s a 
Microsoft service, 
and they just 
put it on your 
computer so 
it’s ready to use 
whenever you 
want it.

Which Skype app should I download?
Your app store will likely have more than one  
Skype app – if you’ve got an Android device,  
the one you want is the one just called “Skype”.   
If you’ve got an iPhone you want “Skype for iPhone” 
and if you’ve got an iPad you want “Skype for iPad”.

Setting up a Skype account
When you open the app, it’ll ask you to create an account or sign in with an existing 
account.  If you’ve used Skype before, just sign in to your account.  Skype is owned by 
Microsoft, so if you’ve already got a Microsoft account, that’s also a Skype account.  You 
can sign in using the same details.  If you’re new to Skype, tap where it says “No account?  
Create one!” at the bottom of the screen, and you’ll see a screen like this:

You’ll then go through a series of setup screens – you can tap “Skip” if you don’t want to do 
any of the steps.  At some point you’ll be asked if Skype is “allowed” to access your device’s 
camera and microphone – make sure you select “yes” or “allow” or the app won’t work!

Make sure this is set to 
the right international 
dialling code for your 
country, or your number 
won’t be recognised.

You can use an email 
address instead of 
a phone number by 
clicking or tapping here.  

Tap ‘Next’ to go to the 
next screen.  You’ll 
be asked to create a 
password, then you’ll be 
asked for your name, date 
of birth and the country 
you live in.  If you entered 
a phone number to 
register your device, you’ll 
be sent a text message 
with a code.  Type it in the 
box and then press “Next”.

Type your phone 
number here.
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If I were you, I’d 
take “available” 
with a pinch 
of salt, though.  
Someone can 
appear as 
“available” even 
when they’re 
offline, or their 
device is turned 
off – it’s just one 
of those quirks 
of the app I’m 
afraid.

With Skype, you used to 
have to send someone a 
contact “request”, and you 
couldn’t call them until 
they’d confirmed you as a 
contact.  Now, you can call 
anyone.

Finding People using Skype

Finding people to talk to

Your address book

When you first open up Skype, you’ll see the main “chats” screen, but unless you signed in 
with an existing account, you won’t have anything on it yet.  

To find people to talk to, you can search for Skype members using their name, email 
address, phone number or Skype name.

1) Start by clicking or tapping on the magnifying  
glass icon or search box at the top.

To see a list of all your contacts, click or tap on the  
little address book icon at the bottom of the screen.

Contacts that have got a little green dot on them are “available”  
to call.  If there’s no green dot, they might not answer when  
you try to ring.

Now your Skype account is set up, you need to find some people to talk to (well you could try 
talking to yourself, but you know what they say about that...) 

2) Type into the search box the name, email address 
or phone number of someone you want to call.  
It’ll bring up a list of people who are signed up  
to Skype, and you need to choose the right one.   
(If they’ve added a photo it makes them easier to 
identify).

3) If you find the person you’re looking for, click or 
tap on their name to open a chat window – from 
there, you can send them a message or just try 
calling them (see next page).  

4) If you want to add them to your address book 
without calling them, here’s how:

•  At the top of the chat screen, you’ll see the person’s 
name – tap on that to open their profile.

•  Under their name there’ll be an “Add contact” 
button – tap on that to add them to your address 
book.

Chapter 6 – Video Calling
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Calling Someone using Skype
Making a free call

Now for the fun bit – making an actual phone or video call.  And it couldn’t be easier.

You might be 
worried that 
you’re not close 
enough to the 
microphone to 
be heard – don’t 
worry, you 
don’t need to 
get as close as 
you would for 
a traditional 
phone call (the 
microphones are 
very sensitive).

Once you’ve found the person you want to call, check they’re available (look for the green 
circle), and click or tap on their name/photo to get started.  A window like this will pop up 
with these options at the top of the screen:

Whether you tap on “Video Call” or 
“Voice Call”, you’ll see the screen “ring” 
and it’ll make a ringing sound. Once 
the other person has answered, you’ll 
be able to hear them and see them (if 
it’s a video call).  You’ll also get some 
icons on the screen, the exact positions 
might change from time to time:

Click or tap 
the red button 
to hang up.

Click or tap here 
to turn your 
microphone on 
or off.

Click or tap 
here to switch 
between 
hearing the call 
on the speaker 
or through your 
phone earpiece.

Click or tap here to turn the 
video camera on or off (i.e. 
switch between a video call 
and simply a voice call).

These options are 
for video calls, 
but they’re almost 
identical for voice 
calls too.

The “Chats” screen
If you always call the same few people, you might find it’s easier to look through your 
recent calls to find the person you’re after, rather than ploughing through the whole list of 
contacts.  You’ll find all your most recent calls on the “Chats” screen, which is your main 
home page.

If you have both 
front- and rear-
facing cameras on 
your phone or tablet, 
you can click or tap 
on this button to 
switch between the 
two.
That can be handy 
for showing things to 
people – e.g. to see 
what they think of 
your new curtains.

Don’t worry if 
it doesn’t say 
they’re online 
or available.  If 
they’re using 
a tablet or 
smartphone 
they’ll get a 
notification even 
if the app’s closed.

If you’d rather 
they didn’t see 
you, click or tap 
here for a voice-
only call.

Click or tap here to 
make a video call 
– they’ll be able to 
see your face, and 
you’ll see theirs.

Click or tap here 
to open a screen 
where you can 
type a message to 
the other person 
or send them a 
link to the video 
you were just 
talking about.
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Making Paid Calls using Skype

Calling landlines and mobile phones
You can make calls from Skype to ordinary landlines or mobiles.  Why would you 
bother?  Well, it’s not free but it is usually cheaper than using a normal phone.  And 
if you’ve got friends or family abroad, it’s particularly good – you can call people 
anywhere in the world at local rates.  

The cost of the call doesn’t depend on where in the world you’re calling from, only on 
where you’re calling to.  For Skype’s standard “Pay As You Go” calls, there are two parts 
to it: a connection charge for making the call, then a rate per minute.  

The connection charge is usually just a few pence to standard landlines, but it varies 
depending on exactly where you’re calling to and what type of phone you’re calling. 

Call costs vary quite a bit and change over time, so it’s best to check the website for the 
latest rates. 

If you make lots of calls this way, it might be worth taking out one of their Pay Monthly 
Subscriptions.  You can find out about them on the website.

Be careful – the 
cost of calls can 
sometimes vary 
depending on 
where in the 
country you’re 
calling, and 
calling mobiles 
can be a lot more 
expensive.

Skype also offer 
a service called 
Skype to Go, 
which lets you 
call international 
numbers from a 
normal landline 
for the same low 
rates.

The main way people use Skype is for free video calls, but you can do some other useful things 
with it...

Buying credit
Calls to landlines and mobiles aren’t free, so you need to buy 
some credit before you can use it. 

Making the call
1) Click or tap on “Calls” at the top or bottom of the screen.

2) On a tablet or smartphone, tap on  
this icon to bring up a dial pad:

3) On a computer or laptop, click or tap  
on this icon to bring the dial pad up:

1) Open the Skype app on your device and click or tap on your 
initials at the top of the screen.

2) Click or tap on “Skype to Phone” and it’ll bring  
up some payments options for you.

3) Click or tap on “Continue” next to 
the one you want to buy and it’ll 
take you to a payment screen.  Fill in 
your address details and click or tap 
on Save.  You can then pay for the 
credit using your credit or debit card 
or PayPal (if you have an account).

4) Click or tap here to change the country you’re calling, 
then type the number in using the number keys.

5) Click or tap on the phone icon to make the call.

Chapter 6 – Video Calling
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If you have a Facebook account, you can use Messenger to make free audio and video calls to 
your Facebook friends.  You can’t use it to call landlines or phone numbers, though...

Video Calls in Messenger

Finding the person you want to call
1) First things first... you need to find the person 

you want to call.  The easiest way to do this is 
to find a message from them and tap or click 
on it.  That brings up all the messages you’ve 
sent back and forth to each other.  At the top 
of the messages you’ll see the video call and 
audio call buttons.  Here are two examples.

If you haven’t 
already given 
Messenger 
access to your 
device’s camera 
or microphone, 
it’ll ask you for 
permission after 
you’ve tapped the 
video or audio call 
button.  You need 
to give it access to 
make the call.

You can only 
make video calls 
on a computer 
if you have a 
webcam – most 
laptops have one 
built in.

2) If you can’t find a message from them, you’ll 
need to find them another way.  If you’re using 
the website, you can click on them in the Chat 
panel over on the right of the screen.  If you’re 
using the app, the easiest way is to go to the 
People screen where all your contacts are listed 
and there’s also a search box at the top to find 
them.  Once you’ve found them, tap on them to 
bring up the video and audio call buttons.

1) Tap or click the phone handset icon  
to make an audio-only call, or on the  
video camera icon to make a video call.

To go to the 
People screen, tap 
the People icon:  

It’s usually at the 
top or bottom of 
the screen.

or

2) If you’re using the website, a new window will pop 
up.  If you’re using the app the screen will change 
to look a bit like this.

3) If you’ve chosen a video call you’ll be able to see yourself in the background or in a 
corner.  This helps you get into position so the other person can see you properly.  
If you’re making an audio-only call, the background will just be blank.

Making video or audio calls

Chapter 6 – Video Calling
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What happens if they don’t pick up the call?
1) If they don’t answer, it’ll tell you they couldn’t be reached.  It might say “Tim did not 

answer” or “Jane isn’t receiving calls at the moment”.

Just tap or click 
the button a 
second time to 
change it back.

1) When they answer, the screen 
will change to show the person 
you’ve called – what they see 
on their screen (i.e. your ugly 
mug) will be shown in a corner.

2) At the bottom of the screen 
will be some buttons:

4) It’ll say who it’s ringing in the middle 
of the screen (in this case, Jane Bloggs) 
and it’ll make a ringing sound.

3) This one mutes the call.

4) This one turns off the camera so  
the other person can’t see you.

5) If you’re using a phone or tablet, this one 
switches between the camera on the back 
and the camera on the front, for example 
so you can show someone the view.

6) To hang up, you tap or click the red 
button at the bottom.

2) Also, in your list of messages, one will appear to say they 
didn’t pick up, along with a handy button to call them again.

3) On the app, if you want to leave an audio 
message (a bit like voicemail), you need 
to tap and hold on this microphone  
button next to the chat box.

4) A blue blob like this one will appear 
underneath your finger, with little  
sound waves to show it’s recording.

5) Keep holding your finger down while  
you speak your message, then lift  
your finger off the screen to send it.

6) If you want to cancel it, drag your blue  
blob towards the“X” somewhere  
on the screen.  The blue blob will either turn red 
or will change to look something like this: 
Once it changes, you can lift your finger off the screen to cancel the recording.

It is possible to 
leave an audio 
message on the 
Facebook website, 
but it’s a right 
old fiddle – you’d 
probably be better 
off typing out 
whatever you 
were going to say!

When they answer the call

Chapter 6 – Video Calling
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4) Under the person’s name or phone number 
in the list, you’ll see two buttons.  (If they’re 
green, that’s fine.  If they’re grey, they can’t 
accept FaceTime calls.)  Tap on the phone 
button to make an audio-only call, or the 
video camera button to make a video call.

FaceTime
***This page is only for people with an iPhone or iPad.***  You can make free video and 
audio calls from your iPhone or iPad to other Apple devices using an app called “FaceTime”.

How it works

Making a call

The way it works is that you call someone over the internet (using their phone number  
if it’s an iPhone, or using their email address if it’s an iPad) and you can see each other as 
you talk.
FaceTime is totally free to use, but there is one big disadvantage – you can only talk to 
people who have an iPad or iPhone, it doesn’t work for PCs or Android phones or tablets.

Opening the FaceTime app
To open the FaceTime app just tap on this icon on the Home screen:

If you want to 
have a video-chat 
with someone 
who doesn’t 
have an iPad or 
iPhone, see pages 
65-68 on how 
to use Skype, 
or pages 69-70 
about Facebook 
Messenger.

If someone rings 
you via FaceTime, 
just answer it like 
you would answer 
any other call – 
see next page.

You might wonder 
why you’d use 
audio only.  Well, 
it can work better 
if your internet 
connection is ropey.  
Or if your latest 
hairdo is a disaster, 
I suppose...

1) When you open the app you’ll see a 
black screen with a blurry version of 
yourself behind it (so you can get into 
position before you start the call).

2) People you’ve called recently are listed 
on this screen.  To call them again just 
tap on them. Or tap the “+” button in 
the top right to call someone new.

5) It’ll start ringing and when it’s connected you’ll see 
the person (their view of you is up at the top right).

6) When you’re done, tap this red “X” symbol  
at the bottom to hang up.

3) Type in the phone number or email address in the “To:” bar at the top of the screen.  If 
you have them stored in your contacts just type their name or tap on this “+” symbol.

You can switch which camera view the person on the 
other end sees by tapping this “flip” button: 
You can mute the sound by tapping this one:
And if you need to turn the camera off mid-call  
(say if the Wi-Fi signal is struggling) you can  
make it audio only by tapping this button:

All these buttons 
disappear after a 
while to give you 
a better view.  To 
bring them back, 
just tap anywhere 
on the screen.

Chapter 6 – Video Calling
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Answering a video call on a phone or tablet
When someone video calls you on one of these apps, you 
answer it just like you’d answer a phone call (see p.12).

1) Your device will start ringing and a screen  
will pop up that looks something like this:

2) It’ll say who’s calling at the top, and down at the  
bottom will be a green button to answer the call  
and a red button to decline it.

iPhones and iPads: 
If you have an Apple device and someone tries to call 
while your device is asleep, it’ll look slightly different.
1) Instead of the green and red buttons, you’ll see a slider 

that looks something like this:

Now you know how to make a video call, I’d best show you how to answer one...

Answering Video Calls

Depending on 
which app they’re 
calling from, the 
symbol on the 
white circle might 
be an arrow 
instead of a phone.

On some apps 
you also get the 
options to send 
them a message 
(to explain why 
you haven’t 
answered) or set 
a reminder for 
yourself to call 
them later. 

You need to have 
the Facebook 
website open for 
people to call 
you.  You don’t 
need to be using 
it though – it can 
just be open in the 
background while 
you do something 
else on your 
computer.

Facebook Messenger
1) Your computer will ring 

(if you’ve got the speakers 
turned on, that is) and a 
box that looks something 
like this will pop up in the 
middle of the screen.

2) It’ll tell you who’s calling.
3) Click on “Answer” or “Decline”. 

2) To answer the call, place your finger on the white circle and slide it to the right.

3) To ignore it, press the lock button twice (once to silence the call, then again to reject it).

Answering a video call on a PC

Skype
1) If you haven’t opened Skype, you’ll see a message like this 

pop up in the bottom right corner of the screen.

2) Click on “Answer” to accept it or “Ignore” to decline it.

3) If you’ve opened Skype, your computer will ring and you’ll 
get a banner across the top of the screen, that looks like this:

4) Click this green button to answer the call, or this red button 
to decline it.
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Missed Video Calls
If someone tries to video call you but you miss it, don’t fret!  You can call them back without 
too much hassle.  It works slightly differently on PCs than it does on phones or tablets though.

If you’ve missed a video call on a phone or tablet

If there’s a “Call” 
button on the 
notification you 
can tap that to 
call the person 
straight back.

1) A notification will pop up on 
your screen saying “You missed 
a call from so and so”.  Exactly 
how it looks depends on what 
app and what device you’re 
using.  Here are two examples.  
Just tap on the notification to 
open that app.

1) In your messages list in 
Skype or Facebook you’ll 
have a new message.  It’ll say 
something like “You missed a 
video chat with Joe” or “You 
missed a call from Jane”.  If 
you click on the message it’ll 
tell you what time they called 
and give you an option to 
call them back.

To get rid of the 
box, click on 
“Close” or on the 
cross (×) in the 
top right corner.

2) If someone rang while 
you had the Facebook 
website open but you 
were away from your 
computer, you’ll also have 
a box in the middle of 
the screen to say you’ve 
missed a call.

3) It’ll tell you who called, how long ago, and give you the option to ring them back.

4) If someone tried to Skype you but you didn’t have Skype open, a notification will appear 
in the bottom right of the screen, like this:

2) This will take you to your message list in 
that app.  You’ll have a new message that says 
something like “You missed a video chat with 
Joe” or “You missed a call from Jane”.

3) In Skype or Facebook Messenger, if you tap on 
the message it’ll tell you what time they called 
and give you an option to call them back.

If you tap on 
the missed call 
message in 
FaceTime, it’ll 
call them back 
straight away.

If you’ve missed a video call on a PC

5) Click on it to open Skype, where you’ll be 
able to call them back (if you want to!)
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Starting a new group call on Skype

Group calls let you call more than one person at the same time – now that’s multi-tasking!  
I’ll show you how to make group calls on Skype, FaceTime and Facebook Messenger.

Group Calls

1) Click “+ Chat” over 
on the left hand side 
to start what they call 
a ‘conversation’.  That’s 
just Skype’s name for 
a particular group of 
people in a call.

2) Give the group a name.

3) Add people to the conversation by clicking on their  
names in the “Add People” list.  Then click on “Done”.

4) Once you’ve added all the people you want to call, click on the video camera icon in the 
top right to make the call.

Group calls can be great for things like organising big events, and they’re free to other 
Skype accounts, just like ordinary one-to-one calls.

You can have group calls with up to 24 other people at once, but you’ll only be able to see 
the first nine as video calls (the rest will be voice only).  You’ll need a pretty fast internet 
connection if the group video calls are going to work properly with more than three or 
four people, though.

To start a new group:

On a PC:

1) You can also add someone else to a 
call you’ve already started  
by clicking on this button  
somewhere on the screen.

2) Then choose who you want to add 
from your contacts list.

3) Skype will then invite that person 
to join your current call.

On a smartphone or tablet:

1) Look for this three dots menu button 
somewhere on the screen and tap on it.

2) Next, tap on this “Add people” button.

3) Choose the person you want to  
add from your contacts list.

4) Skype will then invite that person to 
join your current call.

Adding someone new to a conversation in Skype
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Apparently you can have up to a whopping 32 people in one FaceTime group call.  But 
again, I wouldn’t recommend trying to speak to that many people at once!  You’d never get 
a word in edgeways... I’d stick to 3 or 4, personally.

There are a couple of ways to make a group call in FaceTime.  The first way is to make a 
regular FaceTime call (like I showed you on p.71), and typing in more than one name or 
phone number into the “To:” bar, like this: 
This makes it a group call.

Making group calls on FaceTime

The other option is to add an extra person to a 
call you’ve already started.  So for example if I 
was video calling my sister and we wanted to get Mum’s perspective on something, I could 
add her to the call right then and there.  Here’s how to do it:
1) During the call, tap anywhere on the screen 

to bring up some buttons at the bottom.

2) Place your finger on this grey handle  
and slide it up to the top of the screen.   
You’ll see some options a bit like this:

3) Tap on “Add person”.

4) Type their name or number into  
the “To:” bar as normal, then tap  
on “Add Person to FaceTime”.

If one of you has 
a weak WiFi 
connection, you 
might be better off 
using just audio 
rather than video.

If you already have a group chat in Messenger, you can start a group call with those people 
by tapping on the video camera button in that chat, just like I showed you on p.69.

You should then get a screen that looks something like this one:

Making group calls on Facebook Messenger

If you want to add someone new to a call you’ve already started, look for this button: 
(You might have to tap once on the screen to make it appear). 
You can then choose their name from your contacts list.

Your beautiful face 
will be in the top 
right of the screen.

The other two squares 
will show the other 
people in your call.
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To be continued...
As I said at the start, I think video calling is one of the best ways you can 
use modern technology for keeping in touch with people.  It’s just so 
much more personal than a traditional phone call.  And hopefully this 
chapter has left you feeling a bit more comfortable about using it!

In the next chapter, we’ll go back to your “contacts”, and cover some 
of the slightly more fiddly bits that we left out of chapter 1.  You might 
want to remind yourself of the basics before then.

Until next time.

All the best 
Julie Wakeling and The Helpful Book Company


