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How to communicate by text with a smartphone

There are a number of different ways to communicate by text on a smartphidne.module will focus on
a brief introduction to three approaches for sending textual informat®mS messagingmailsand

social media textinghrough apps such as WhatsApp and similar applications.
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What will you learn in this module

1 Understand the different ways that you can work with text
messages on a smartphone

2 Receiving and sending text messaging using SMS
3 How to send and receivermails

4 How to send and receive social media text messages
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Chapters in this module

1 Introduction to messaging
2 Sending, receiving and searching for SMS text messages
3 Sending and receivingraails

4 Social network messaging to individuals and groups
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Intended audience

The intended audience for this module are those who will
help learners of all ages to become comfortable with using a
smart phone to communicate.

Most of the content in this module is based on Android
based smartphones. Other phones will have slightly different
screens but the approach will be the same.




?d*’ | Q SMAR MODU = How to communicate by text with a smartphone

Important note:
SMART Handen examples are
through Android™

The content in this module is based around Android, a popular
smartphone software in many regions.

You can send SMS messagesiadls and social media texts on
other non Android smartphones too such as an iPhone® and
others.

While the images and approaches may change slightly for other

smartphones, the basic ideas will be the same.
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Introduction to messaging

2S5t 02YS (2 OKILIISNIwmM 2F GKS Y2RdzZ S {a! w¢ Ivgoes anl
overview with reference to the basic steps involved in messaging. Teatszgknown as SMS or short

messaging service, has been around for a long time now and allows you to send a short message to an

smartphone.
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What will you learn

1 | introduction to SMS messaging

2 | introduction to email texting

3 | introduction to messaging through social media

4 | pitferent styles appropriate for each type of messaging
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Stay connected to the world!

We humans are social beings, social interaction is a natural aspect
of life. Advances in technology have allowed easier

communication across distances, cultures and time zones.

A quick response is very often required for urgent situations that
arise in business, education and between friends. Modern
smartphones feature most of the functions of the computer and
texting is a rapid and convenient form of information exchange.
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Three different styles of texting: which is the best one for you?

SMS messaging E-mail texting Texting with social media apps

This is the traditional way for people This approach originally started on  WhatsApp and similar applications (apps)
to send messages between computers but is also now available can be used with Wi giving a free text
smartphones. It is an alternative to  on most smartphones.-Eails are option without using mobile data if you
making a call, and allows you to rarely formatted like an official are connected to &Vifi network. You

reach out to someone and allows f SGGSNE GKS@& R2y Qmayd@nyosd\thesetagps fol Gapgleh y
them answer when they have time.  formal phrases liké 5 S | NJ PlayM (or App Store if you use an

To keep messages short sometimes 1 A Nk a lofdl, 2edzNRE - { A y GRhong)t € € &

people use abbreviations; for more  Emails are useful if you need to These apps allow you to reach others
details on this look at Chapter 2 of reach a friend or a family member  either individually or as a group.

this module. who works on a computer without Emoticonsémojisd = & K2 NIi  F2 NJ

distracting their work routine. For A02yaé | NB OSNB L2 LA

more details look Chapter 3 of this 4 more details look at Chapter 4 of this
module. module.
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Texting: Pros and Cons

0 Advantages G Disadvantages

A Convenient way to stay in touch with A Texting can be addictive, leading to
people excessive use of a smartphone

A Texts allow time for the recipient to
respond compared to the need for an A Texts are less personal than calls
immediate response with a phone call when you can hear the voice of the

A Texts allow users to quickly respond to person

e.g. business or social gathering
requests without unduly disrupting
anyonegoutine.

A Group social texts could be distracting
to your lifestyle
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"and SOlIOH
’ LT

Description of the
solution

Practice makes perfect. Be

Result

Easier contact with friends
brave! Touch an icon/button and family is a great reward

see what happens. for time spent learning

©

The challenge Description of solution

Smartphone navigation of Please try SMART module 1

icons and buttons can be for more information!

challenging at first Repetition also helps..
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Confidence comes with practice

Here are some challenges for you including topics that were covered in module 1. Throughout this module, we will be
looking at practical steps for communicating by text. You should take opportunities to practice what you learn as you learn
it. This will make it easier for you to remember. Some of these tasks are based on material from SMART 01.

A Try to connect your phone to an available network/-Wi A To see more apps scroll right or left on the screen

Fi
A After a set period, think about your achievements using the

A Add your email account, start communication AYFNILIK2YySd 2KI{d OlFly @&2dz R?2

how to do before?
A Practice returning to the home screen on the

smartphone A Ask your friends and family to text you to practice more!

Y



@ Did you know?
Emoticons or emojis are great
forms of expression to add to
conversations, making
communication fun.
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Quote

dAccording to the philosophers Andy Clark and David Chalmers in a 1998

LI LISNE 2dzNJ YSy Gl f &adalriaSaz tA1S 2dzNJ 0St ASH
AY GAYy 2dzNJ KSIFR&aé¢d ¢KSé& | NS aLINBIR 2dzi o |
my contact list in my smartphone as a crutch to help me remember, my

actual remembering is partly constituted by the phone itself. It is a combo of

brain cells and computer chips

Michael Lynch, 2016, theguardian.com




v Quiz
Click the Quiz button to edit this object

O SMART | MODULE 3

Which of the following forms of communication can you do with a smartphone?

|:| Messaging

|:| Morse code

|:| Taking and sending photos
|:| E-mails

|:| Calls
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Chapter summary

Introduction to text messaging (this chapter)

UsingSMSor short messaging service, text is
sent using mobile phone network (chapter 2)

With Email you can send a message to other
computers and smartphones (chapter 3)

Social media textingllows you to send texts
without a phone network (chapter 4)

Texting often uses abbreviations for common
words or phrases such as u, btw, cu, 2moro

Texting sometimes involves the use of
emoticons or emojis

Please progress on to the next module that
focusses on SMS texting
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Chapter completed!

Congratulations! You have successfully completed this chapter!

Summary of acquired skills

Basic knowledge of texting options: SMS, __*

1 e-mails, texts using social media apps

Understanding opportunities for better 4
communication and social life using technology=
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What Is next?

Now you can either repeat this chapter or follow our
study recommendation by clicking on one of the
buttons below:




-

i MODULE JReIa1=ay
Sending, receiving & searching for SMS text

In chapter 1 of this module we looked at an introduction to different ways of texting on the smartphone. £

This chapter will focus on the particular case of SMS texting. This is a common way of communicating b y

(

¢

text between phones and predates the smartphone. SMS texting has been around since the 1990s.




‘?dﬂ' | Q SMAR"I MODULE (@ e VA AR = =4 cending, receiving and searching for SMS text

What will you learn

1 | How to send a new SMS message

2 | How to reply to an SMS message

3 | How to forward an SMS message

4 Adding acronyms and emaoijis into your messages
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Introduction

Texting,also known as SMS or short messaging service, has been |t =i Tapfo,v;;am'?‘”;m
around for a long time now. Texting allows you to send a short = :

~
S

message to another smartphon&his communication of the text

happens across the mobile phone network, so SMS ~ * Q a
communication happens between two different phone numbers. SalexyStore | Galluy S0 SO | B0
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Important note: This chapter
uses messaging using the
Contacts list of a smartphone.
Management of the Contact list
Is also covered in Module 2
Chapter 4.




© Did you know?

It is common practice to keep SMS message:
short so sometimes people use abbreviations

For example:

you in a text message could is often
represented by the letteu

by the waycould bebtw
Fridaycould beFri
Januarycould beJan.

See if you can figure out the meaning of thes
abbreviations.
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Sending SMS texts

After making and taking phone calls, perhaps the
next most common thing to do on a smartphone is
to send a text message.

The first main topic in this chapter shows you how
to do that.
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How to communicate by text with a smartphone

Opening the text messaging app to send a text

Let's look now at the steps involved in sending a text.
To start sending a text tap with your finger on the icon for messatigs

A’I 4:05 : A‘ 2 icon may look slightly different on different smartphones. Sometimes the
B 4 word messages is written under the icon. As you can see on this picture the
G . icon is blue. Sometimes it is orange.

You can enter the text messaging app by tapping on this icon.

e = O & 5

Galaxy Store Gallery Play Store Google
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How to communicate by text with a smartphone

16:40 G

< New conversation

Selecting the recipient

= ;A Once you have entered the text messaging app, the next task is to select
1/2/3/4/5[6[7 8 9]0 S5y the person that you want to send a text to.

giwlelrfitiylulilolp

alsjdffla]n]ifx]! 3 To do this you click or tap on the place for adding the name and a list of
TRzixjcjvjbnmpe possible names appears, populated from the contacts list on the phone.
B ) Then you can select a recipient by clicking or tapping on the contact name.
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How to communicate by text with a smartphone

16:40 G

< New conversation

Recipient

Entering a phone number of the message recipient

Alternatively if the details of the person you are texting are not already in
the contacts list, you may wish to enter their phone number.

You can type in a phone number instead of selecting the name, by using the
screen keyboard that pops up at the bottom of the window.
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How to communicate by text with a smartphone

& Name —

15:12 @ ™

André Martin

Work info

Adding a name to go with a new phone number

Phone

087 2222222 Mobile The text messaging app normally asks you to enter a name to associate with
Email the number you entered, so the new number can be added to the contacts

dre@outfarm.com Home

5 list.

Please just add in a name for the person.

Cancel Save
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How to communicate by text with a smartphone

16:40 &@
< New conversation

Recipient

Writing the message

Next you need to write the text of your message. To do that you first tap
your finger at the place on the window where the text goes. This is shown
6 as a grey box in the picture opposite. When you tap on this area the screen

aflsfidifligfihliflkjl .
~ARRROnm e keyboard pops up at the bottom of the screen. You can then use this

oo UK T e keyboard to type in your text message.
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How to communicate by text with a smartphone

16:40 G

< New conversation

Recipient

Sending the message

Once the details or number of the person you are texting is entered and the
text message has been written, you simply tap on the send button or icon
to send it. This is often a coloured button with an arrow on it as shown in

the picture here.
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Viewing and searching for texts

In addition to sending a text, you might also wish to view,
search for or open text messages that have been sent to
your smartphone. This next topic covers that task.

Please make sure to try this one out on your smartphone
with texts that have arrived for you.
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Hands-on

21:27

Tue, 9 Mar

0

O ats 21:2
© WhatsApp 7

e Jack Doyle

If it's not too much bother... | appreciate it

Reply Mark as read

# Messages 21:25
Jack Doyle
Great!

Silent notifications

Gd System 21:25
Screenshot captured
Tap here to view it

Notification settings

(; SMAR"I MODULE (QIZVANBNERd Sending, receiving and searching for SMS text

Viewing texts

How to know when a text has arrived

When a text arrives on your smartphone usually a shortened version of the
message, showing the first few words, appears on your home screen.
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Viewing texts

2127

Tue, 9 Mar

o0 ._ 1

(O WhatsApp 21:27

#= Jack Doyle

Jlf it's not too much bother... | appreciate it

Mark as read

Viewing a text that has arrived

e , You can view the complete text of the message by tapping on this message

eenshot captured

and this opens up the messaging app.
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Viewing texts

Messages 1
M Maria Silva
“ Tom (Book Club)
Jack Dovle ‘
N - Opening a message that arrived previously to view it
| s While viewing the list of arrived messages, you can also tap on any one of
Contacts the previously received messages to open the one that you want to view.
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Viewing texts

N
21:23 G
< Jack Doyle
Hi Eva - | have fixed your bike - it 1

turned out to be simple issue in the
end. I'll drop it over in a few min. X
Jack

Great! I'll put the kettle on! E.

Hi Eva | think | left my gloves there
earlier. Cld u check & if so hold on to
them until | cu again. Tnx jack

Yes they are here! They fell under the
table. Thanks again for sorting out
my bike. | am free to roam again @

Viewing a message that arrived previously

Whenyou do this the details of the message will appear.
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Searching for texts

Entering the messaging app to search for a text

When you wish to search for a previously received message, you tap on the

message icon to open the messaging app as before
Y+ N

i, 19 February Tap for vygather info

~
-

e = O & 5

Galaxy Store Gallery Play Store Google
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Searching for texts

Messages

2 unread messages 1

How to search

You should see a list in chronological order of all the messages that have
been received.

3 Now to look for a message, there's a search icon (magnifying glass) which

you can use.

Tap on this icon to open the search tool.
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Searching for texts

—
00:08 =~ O

< il

Jack Doyle 1

Hi Eva | think | left my gloves there
earlier. Cld u check & if so hold on to
them until | cu again. Tnx jack

Jack Doyle

Hi Eva - | have fixed your bike - it turned
out to be simple issue in the end. I'll
drop it over in a few min. X Jack

3 Mar
onversations (1) E
Aar

Jack Doyle

you get th loves? | was passing
ies and left them in with

Jack James

Typing in the name or a word you wish to search for
Now you type in the name of a person or a word that you are looking for.

The app will then search in all your messages for occurrences of that name
or that word and you can find your message in that way.
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Forwarding SMS texts

Once you have found and read a text, you may wish
to forward it on to someone else.

Forwardingis where you send a message you have
received on to one or more others.
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Forwarding SMS texts

Messages Selecting the message to forward

2 unrea d messa ges

To forward a text that you've received, assuming that you've already
opened the messaging app, you simply tap on the name of the contact
2 whose text you wish to forward.

Maria Silva
M

0 Tom (Book Club)
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Hands-on

21:50 &~ 4

< Maria Silva

35387765432

nday 8 March 202

| very much enjoyed out chat last
week. And your new dog is so cute- (if
you ever need a dog walker, please let
me know!)

Anyway, here is the link | mentioned.
https://hands-on-shafe.eu/en

You should be able to click the link.

It contains a lot of resources for
managing health, for consideri

8 View all

Hi again Eva,

watch the 11

It would be ¢

(; SMAR"I MODULE H®gl"\\2a=Rd cending, receiving and searching for SMS text

Forwarding SMS texts

Selecting the text that you wish to forward

You will see all of the recent texts between you and that sender.



\ £ 27

Hands-on

21:50 & G4

< Maria Silva

9 HikEva,

| very much enjoyed out chat last
week. And your new dog is so cute- (if
you ever need a dog walker, please let
me know!)

Anyway, here is the link | mentioned.
https://hands-on-shafe.eu/en

You should be able to click the link.

It contains a lot of resources for
managing health, for consideri

8 View all

W) Hiagain Eva,

| was thinking. Would you like to
come over on Saturday evening? |
have invited Fatima and Julia over for

W®  com - there will he cake (55) - we will

aether.

great if you could join us!

(; SMAR"I MODULE (QIZVANBNERd Sending, receiving and searching for SMS text

Forwarding SMS texts

Choosing to forward a text message

Now instead of tapping, you need to presmsd hold the message that you
wish to forward to another person.

This can take a bit of practice to get right!
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Forwarding SMS texts

21:35 Gd

< Maria Silva

(g Hi Eva,

| very much enjoyed out chat last
week. And your new dog is so cute- (if
you ever need a dog walker, please let
me know!)

Selecting recipient of text

(s handsonshaleeuan A menu will appealisting a number of options. Select tRerwardoption.
E?‘gf"wngsjjm’sffz’?s;u"f‘e"se:‘m Another window will appear populated with the names in your contact list.

5 To send this message to another person you then select their name from
Haganeia, 0% the list. In this example it is a recipient called Jack Doyle.

Copy text
I was thinkin¢
come over on
have invited f  Select text
6pm - there w
watch the fin

>
Forward
Share
,_'
Star message

Send to Reminder

View details
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22:00 G &

Jack Doyle
0876699932
527

5 Great! 21:25

>

| was thinking. Would you like to
come over on Saturday evening? |
have invited Fatima and Julia
over for 6pm - there will be cake
(&) - we will watch the final
together.

It would be great if you could join
us!

Sending the forwarded message

Jack Doyle has now been selected as the recipient, now it is time to send.

QIWREJRRJT]Y

Tap the green arrow button in the corner of the app to send the message
on to Jack Doyle.

AJSIDIFIG]H

+ Z X C VvV B N M @&

1#1 English (UK)

O s



\ﬂ”& | (; SMAR"I MODU LE CHAPTER $ending, receiving and searching for SMS text

Hands-on
SHAFE

Attaching photos and other files

You may alsattacha photograph, document or other item to

Il GSEG YS&aal 3So 2 kFsobnnéciodzar@2 y
you attach a multimedia file to a message, it becomes a
multimedia message (MMS)epending on the arrangement
that you have with your broadband supplier, sending an MMS
may be expensive.

Social media messaging is generally more popular for this. It is
less expensive and more convenient. This approach will be
covered in chapter 4.
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Attaching pictures and other files

21:50 &~ 4

< Maria Silva

VI Hi Eva,
| very much enjoyed out chat last
week. And your new dog is so cute- (if
you ever need a dog walker, please let
me know!)

i ded You can add an attachment after you enter the text of the message.

You should be able to click the link.
It contains a lot of resources for
managing health, for consideri

& View all : You do this in a couple of ways, by for example tapping the + sign to the left
2 of the text message in the screen for a particular recipient.

Selecting the message to forward

Hi again Eva,

| was thinking. Would you like to
come over on Saturday evening? |
have invited Fatima and Julia over for
6pm - there will be cake (%2) - we will
watch the final together.

It would be great if you could join us! 3




?dy | (; SMAR"I MODU LE CHAPTER Sending, receiving and searching for SMS text

Attaching pictures and other files

07:46 @ & /7 «

Select items

Choosing the type of attachment

When you do this, a number of options pop up at the bottom of the screen
AYyOf dzZRAY3 LIAOGdzZNBaxX LIK2024a FyR Oz2yidl Of
3 details to another person).

In this case we will choose to attach an existing image by tappatgres
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Attaching pictures and other files

Selecting the file that you wish to attach

The next step is to choose the file (in this case an existing picture) that you
wish to send by tapping on it.
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Attaching pictures and other files

2211 Gd &~

< Maria Silva

come over on Saturday evening?
have invited Fatima and Julia over for
6pm - there will be cake (T2) - we will
watch the final together.

File is attached, now send

It would be great if you could join us!

Once you tappicture that you wish to send it will get attached to the
message. A small version of the file should appear alongside any text that
you have entered in the message.

b2¢g @&2dz Oly (F L) 0KS a{SyRé¢ odzitzy G2 &
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Pros and cons of messaging

0 Advantages G Disadvantages

A Convenient approach to stay in touch A 1t could lead to excessive usage of the

with a wide group of people as most smartphone. You may need to watch the cost

. -
people use texting. of texting!
A Texts allow time for the recipient to A Texts are less personal than calls when you
respond compared to the immediate hear the voice of the person

reaction that is required with a voice call. A Group social texts could be distracting to your

reaklife routine



1 Quiz
Click the Quiz button to edit this object

? ¥ Q SMART MDDU I_E 3 CHAPTER 2 Sending, receiving and searching for SMS5 text

When you forward a text using the SMS app - do you have to press
and hold on the message to forward it?

Process
True

False n
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Chapter summary
1 Sending a new text message
2 Replying to a text message
3 Forwarding a text message

Acronyms and how to add them to your text
messages

Text messaging is great for linking up with
friends and family

This feature of a phone helps people to stay
in touch or to arrange appointments

Practice with the examples shown here will
improve confidence with smartphone
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Chapter completed!

Congratulations! You have successfully completed this chapter! N

In this chapter you have learned how to send i
new SMS texts and how to reply to one. & f "’

You learned the style of short texting and
2 hopefully you enjoyed playing with emaojis!

You improved your smartphone navigation
3  skills and hopefully added contact details to ;’{ﬂ;

your list of contaiﬁ.
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What Is next?

Now you can either repeat this chapter or follow our
study recommendation by clicking on one of the
buttons below:
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Sending and receiving-mails

This chapter provides guidance for how to send and receivaiés. Email is another option to send text using
a smartphone to someone-fiails can be sent directly from your smartphonestimeone® O2 Y LJdzi S NJ 2 NJ
smartphone. They can be sent using®/ivhich does not require using your mobile data.

- 2 N ., T B 0000
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What will you learn

1 How to send a new-eail

2 | How to receive and reply to anmail

3 How to forward an email

4 The difference between officiakmails and emails to a friend
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Introduction

E-mailing using a smartphone is an alternative to SMS texting.
One big advantage of¥l Af A& GKI G @2dz R2

aAdylft yR LK2YyS ONBRAO G2 3
access to Wi.

i
i

The examples in this chapter use Gmail from Goqdghes is
typically found on Android based smartphone. There are other
e-mail apps (such as Microsoft® Outlook® and Apple® Mail)
but the principles will be very similar.
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Sending and receiving-mails ‘

It is very useful to be able to send and receive messages betwet
smartphones and computers. This is an advantagerofis over ':.
text messaging and allows you to send messages to someone s
who is working at a computer.

E-mails can be answered without disruption of routine.

It allows smartphone users to communicate in a convenient way” .=
with family, friends and workers who are sitting at computers ‘
causing less disturbance to their daily routines.

This chapter will look at how you use this useful communication
feature.



?dﬂf | Q SMAR"I MODU LE CHAPTER $ending and receivingraails

<

-

The official style used in
traditional letter writing

that uses formal phrases
likea 5 S| NJ

{ A Nk a lol, ¥ &zNR
{ Ay O SENéhérallyonly
used in emails when
writing to or receiving
iInformation from
Institutions.

Usually, the style used in e
mails is shorter and more
informal, especially if you
are emailing a friend or a
family member.
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Finding the email app!

As we described in module 1, it can sometimes be a bit of a
challenge to find the mail app at first. Sometimes the mail app is
directly visible on the home screen, but sometimes it is partially
hidden inside a folder on the home screen.

Tap the folder on the home screen with icons for search, browser,

mail, Maps, etc.

The email icon is generally an envelope or @ icon. Touch it to add

your email account or access youwneails.
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Receiving and opening anmalil

This first topic looks at steps involved in receiving

and opening anails.




?dﬂf | Q SMAR"I MODU LE CHAPTER $ending and receivingraails

Receiving and opening anmalil

Opening the email app

In order to enter into the mail system on your phone you need to tap on
the icon for email. As mentioned this is normally an icon with an envelope
2 2N X aAr3day 2y AlG odzi Oy 6S GKARRSYE Ay

Next tap on the mail app icon.
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Hands-on

/ otes
V. Eva, You'll never guess who | bump
ear rd

15:14 &

Search in emails

PRIMARY

Google 14:57
Eva, review your Google Account settings
Hi Eva, Thanks for signing into Google o

Orchard He ) Dr. Finbarr Murphy 12 mar
Your appoi 1t with Dr. Murphy
Hl Eva, F \g our phone conversatio

11 Mar
_{o]
/,A', The form for joining the book clu

Maria Silva 11 Mar

11 Mar

/ Compose

e
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Receiving and opening anmalil

The main screen of the-enail appg opening an email

This opens up the-mail app and it will show you the list of your most
recent emails.

If you wish to look at the most recentreail, you look at the very top the
list and tap on that email.
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Receiving and opening anmalil

&

Book club  inbox

Julia Kowalska 2 days ago 2 1

tome v

Hi Eva,

The form for joining the book club can be
found at. http://Bookworms.com/register

Look forward to seeing you on the 27th.
Its going to be epic! 2

18r
Julia

B | e 1Y | You are now viewing an individual mail

The app will show you the details of tharail.

<\ Reply all > Forward




O Did you know?

v

Usually email addresses are in the following
form:

abraham.lincoln@gmail.com

abraham.lincoln@yahoo.ie
Very often the email app you use helps you to

search for an enail address that you have
previously saved.

When you start typing an-mail address you
will see a list of any-enail addresses that
match what you have typed and you can tap
the name of the person you want.
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Replying to emails
you have received

This topic looks at replying toraails
that you have received.
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Replying to an email you have received

View an email you wish to reply to

Replying to an-enail is one of the easier things you can do. Usually, a
message appears on your screen to say that a naevaiéhas arrived for

2 you.

To view the new #mail, just tap on the enail icon.
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Replying to emails you have received

N
15:14 G Tl W@
= Search in emails °
PRIMARY
Google 14:57 1

Eva, review your Google Account settings
Hi Eva, Thanks for signing into Google o

Orchard Health Dr. Finbarr Murphy 12 mar
Your appointment with I T

4 )Fh"’vwmg ou

Opening the recentharrived mail

Once you have opened thensail app, as before, you can tap on the new e
mail message in the mainmail app window to select and view its
3 contents.




&ds_? | (; SMAR"I MODU LE CHAPTER $ending and receivingraails

Replying to emails you have received

< m =
Your appointment with Dr.
Murphy Inbox 1

Orchard Health 2 days ago “

tome v

HI Eva,

Following our phone conversation this morning, |

can confirm that your appointment with Dr. Murphy
will be at 10am on Monday 5th of April.

Ana 2

Thatsoreat, || Confirmed, || SO can Selecting reply

The selected-enail opens in a new window. You simply tap the reply button
i | W : to reply to the email.
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Replying to emails you have received

20:26 = 4

<  Reply

From barryeva1234@gmail.com

Adding the text of the email reply

To Orchard Health

Re: Your appointment with Dr. Murphy

Now a email window opens up where themail address of the person you
are replying to is already entered (because you have already selected their
5 e-mail to reply to).

All you need to do is type in the text of your repiynail.
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Replying to emails you have received

Sending the reply enail

(653 Eva Evans Evan
1J234]s]e]7]8]o]o >

qiwjlefjrjtiyjjuli

aflsjidyfliglhjlijfikil

Then as usual you hit the send button to send thmail to the person.

2 lzlilxficivibinimp e

English (UK)
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Quote

oEmailsare simple to use agobal citizens can organize their daily
correspondence, send and recedkectronicmessages as well as save them on
computersEmailsare rapid. They are delivered at once around the globe. No

other form of writtencommunicationis as fast as ae-mailé

Krystal, Volney
2014, Science and Technology, wsimap.com
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Sending an emall

This topic describes how you can send anal to a
contact by using the contact list or by typing in a
phone number.
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Sending an emall

Tap the email icon to begin

To begin working with the-enail app, you find the -enail app icon on your
home screen or a folder as outlined in previous slides.

2 This will open the -@nail app.




&ds_? | Q SMAR"I MODU LE CHAPTER $ending and receivingraails

Sending an emall

To

Subject

Compose email

The parts of an anail in the email app
® OB

You usually need to enter three pieces of information to send-arai-
TH283 0405060 704804°2140

the NB O A LIAamaiyaddeeas (T8)the subject title (Subjectfor the email
3 andthe text of the email message (Compose mail)

Each of these will be covered in turn in the next 2 slides.

You will see that th&rom: box is already filled in with your mail address.

ggwiefrgtiyfu

afjsjdifiagjhlitkyl

2 B8zIiIxficlvibinimp &

#] @ EN(UK) . | .com| Done
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Sending an emall

1
2
$ o -
2034596 )7Q)8Q9j}0
wilelrftiyjugijolp
alslalelalnl; Ikl 3 Typing or selecting the name of a contact
24 z xcviblnim a Tap theto box and use the keypad at the bottom of screen to begin typing

an email address. The app will suggesnail addresses from your contact
list that match what you type.

1#1 , @ EN(UK) . .com  Done

If you would like an explanation of contact management, it is in module 2 of
chapter 4.
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Sending an emall

To

Subject

Type the subject and composeraail parts of mail

Now you can type in theubjectof the mail. This is optional, but it helps by
5 giving the person you are sending thengail to an idea of what the mail is

about before they open it.
$ o -

1213 4]sef7]8]o]o Then type in the text of the mail in tredmposepart of the screen. This is
qlwlelrltlylulilo]lp the main detailed information that you wish to send.

allsfidifliglhlijilkl]!

2 B8zIxlclvibinimp@a

# ., @ EN(UK) . | .com Done
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15:20 Gd

< Compose

From barryeva1234fr7‘}mail com

© @

ks for the
0. | thoroughly
g. I'm already
#rd to the 10000 doors.

QIWIERRJEITRY QU
AJSEIDIFIGRH]JIK]JL
13 ZIXJCjViBINIMpn &

English (UK) ) &=2

Sending an emall

B>

Now you simply tap the send button to send thenail.

52y Q0 FT2NRASO (02 02dz0K
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Challenge: Three ways into anreail conversation:
try using them on your smartphone!

Compose Search in emails Open mailbox reply, forward
Touch Compose, and it opens the If you are looking for specific piece This shows your recentmails.
keypad to allow you to type the-e of text within an email or a person Select one of the-enails and touch
mail address of your recipient and  you have sent/received-mails Reply. A keypad is displayed

the text of your email message. to/from, use this option and type allowing you to type your text.

the text or a name.

Google 24/7/2020 = Searchin emails

Security alert : e Google »

New device signed in to / Compose import

New in?

Google 24/7/2020
Security alert
New device signedinto 2 Compose

O

Meet

o)
(=) }

Sori

Security alert




@ Did you know?
Who sent the first email? Ray
Tomlinson was the first person to
send out an anail in late 1971.
The electronic mail was sent
between two machines that were
side-by-side and the only physical
joining they had was through the
ARPANeta precursor to what we
now call the internet.



