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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 smartphone. This module will focus on
a brief introduction to three approaches for sending textual information: SMS messaging, e-mails and

social media texting through apps such as WhatsApp and similar applications.
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Chapters in this module

1 Introduction to messaging
2 Sending, receiving and searching for SMS text
3 Sending and receiving e-mails

4 Social network messaging to individuals and groups
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Important note:
SMART Hands-on examples
are through Android™

The content in this module is based around Android,

the most popular smartphone software.

While the images and approaches may change
slightly for other smartphones, the basic ideas will

be the same.

You can send SMS, e-mails and social media texts on

other non Android smartphones too such as an

iPhone® and others.



4T

¥ 41O SMART | MODULE 3 [Ke;I:N413: ¥

Introduction to messaging

Welcome to chapter 1 of the module SMART 03 “How to communicate by text with a smartphone”. It gives

an overview with reference to basic steps of messaging. Texting, also known as SMS or short messaging

service, has been around for a long time now and allows you to send a short message to another
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What will you learn

1 | introduction to SMS messaging

2 Introduction to e-mail texts

3 | introduction to messaging through social media

4 | pifferent 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 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

This is the traditional way for
people to send messages between
smartphones. It is an alternative to
making a call, and allows you to
reach out to someone and allow
them answer when they have time.

To keep messages short sometimes
people use abbreviations; for more
details on this look at Chapter 2 of
this module.

E-mail text

This approach originally started on
computers but is also now on most
smartphones. E-mails are rarely
formatted like an official letter, they
don’t generally contain formal
phrases like “Dear

Sir/Madam” or “Yours Sincerely”.

Emails are useful if you need to
reach a friend or a family member
who works on a computer without
distracting their work routine. For
more details look Chapter 3 of this
module.

Texting with social media apps

WhatsApp and similar applications
connect via WiFi giving a free text
option without using mobile data.
You may download these apps from
Google Play™ (or App Store if you
use an iPhone).

These applications allow you to
communicate with your family
members individually and with
people who you are working or
doing business with as a group.

Emoticons, or short for “emotion
icons” are very popular in group
texting. For more details look
Chapter 4 of this module.
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Q Did you know?
Emoticons or emojis are great
forms of expression to add to
conversation, making
communication fun.

Emoticons are often used in text
messaging. We will return to this
in chapter 2.
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Texting: Pros and Cons

9 Advantages

 Convenient way to stay in touch with
people.

e Texts allow time to respond to
compared to a need for immediate
reaction with calls.

e Texts allow quick response to business
or social gathering confirmation
without disrupting your routine.

G Disadvantages

Texting can be addictive, leading to

excessive use of the smartphone

Texts are less personal than calls
where you can hear the voice of the

person

Group social texts could be

distracting to your lifestyle
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Description of the
solution

Practice makes perfect. Be

Result

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

time spent learning

©

see what happens.

The challenge Description of solution

Smartphone navigation of Repetition also helps..
icons and buttons can be

challenging at first
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Solution process

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.

 Try to connect your phone to available network/ Wi-Fi * For more apps right or left on the screen

« Add your e-mail account, start communication » After a set period, think about your achievements using

the smartphone. What can you do now that you
* Practice returning to the home screen with couldn’t before?

smartphone and text icons
* Ask your friends and family to text you to practice

more!
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Quote

“ According to the philosophers Andy Clark and David Chalmers in a 1998
paper, our mental states, like our beliefs or our memories, aren’t always just
in “in our heads”. They are spread out. In other words, it is not just that |

use 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
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Chapter summary

This chapter has given a brief introduction
to messaging by text

SMS or short messaging service, the text
2 is sent across the mobile phone network,
and is described in chapter 2

E-mail allows you to send a message to
computers and is covered in chapter 3. .

Social media texting can send texts
without a phone network is in chapter 4.

Texting often uses abbreviations such as
u, btw, cu, 2moro

Texting also sometimes involves the use
of emoticons.

Please progress on to the next module
that focusses on SMS texting



HoS Quiz_TU_SMART_03 TextCommunicationWithSma
rtphone_CH_01 slidel5.xlsx
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Chapter completed!

Congratulations! You have successfully completed this chapter!

Summary of acquired skills

Basic knowledge of texting options: SMS, e-

mails, texts with social media apps on Wi-Fi &

Understanding opportunities of better

communication and social life with 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:
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Sending, receiving and 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 the most traditional way of

communicating by text between phones and predates the smartphone SMS texting has been around since
the 1990s S

-
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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 emojis into your messages
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+»

- Firefox—

Introduction
Texting, also known as SMS or short messaging service, 1 4 05 » ,ﬁ,’
has been around for a long time now. Texting allows you Fri, 19 February t#3 ad

to send a short message to another smartphone. This
G

« 0B

Galaxy Store Gallery Play Store Google

communication of the text happens across the mobile
phone network, so SMS communication happens

between two different phone numbers.
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Important note: This Chapter uses
messaging through Contacts.
Management of the Contact list
was also covered in Module 2
Chapter 4.



@ Did you know?
Emoticons or Emojis are great
forms of expression to add to
conversation, making
communication fun.
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It is normal practice to keep SMS messages
short. Sometimes people use abbreviations

For example:
{' -‘l G you in a text message could be the letter U
A

by the way could be btw
Friday could instead be Fri
January becomes Jan.

See if you can figure out the meaning of these

' I]_t abbreviations

BREB .
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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 messaging app to send a text

Let's look now at sending a text. To start sending a text you have to tap

with your finger on the icon for messages - this can be slightly different on

$14:05

2 different smartphones. Sometimes the word messages is written under the

Fri, 19 February Tap for vggather info

icon. As you can see on this picture the icon is blue. Sometimes it is orange.

G TN You can enter the text message app by tapping on this icon.

« - 0o [

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

16:40

< New conversatig

Selecting the recipient

Once you have entered the texting app, the first task is to select the person

that you want to send a text to

To do this you click or tap on the place for adding the name and a list of

possible names appears. Then you can select the recipient.
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How to communicate by text with a smartphone

16:40

< New conversation

Recipient

a Entering a phone number of the message recipient

Alternatively if the details of the person you are texting are not in the
contacts list, you may wish to use 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

15:12 d ™

« Name

André Martin

A Work info
n Adding a name to go with a new phone number
&, Phone
087 2222222 Mobile The messaging app normally asks you to add a name for that number, so
Email + the new number can be added to the contacts list.

dre@outfarm.com Home — —

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 your message. To do that you first tap your finger at

the place on the window where the text goes as shown in the picture.

The screen keyboard pops up the little at the bottom of the screen. You can

use this to type in your text message.
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How to communicate by text with a smartphone

16:40

< New conversation

Recipient

n Sending the message

Once the details or number of the person you are texting is entered and the
text message has been created, you simply tap on the send button or icon
to send it. This is often some sort of colourful button with an arrow on it as
in the picture here.
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Viewing and searching for
texts

In addition to sending text, you might also wish to
view, search for and 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.
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Hands-on

200227

Tue, 9 Mar

© WhatsApp 21:27

ﬁ 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

Clear

|9 SMART | MODULE 3 BV \>a)d: @ 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

21:27

Tue, 9 Mar

O 1

© WhatsApp 21:27

M= Jack Doyle
If it's not too much bather... | appreciate it
Y pp!

Mark as read

Viewing a text that has arrived

You can view all of the text by tapping on this message and this opens up

Ccreenshot captured

Tap here to view it the messaging app.

Notification settings




?“d*:#l@ SMART | MODULE 3 BV \>a)d: @ sending, receiving and searching for SMS text

Viewing texts

Messages 1
Q
All ) New category
2
Maria Silva
Tom (Boo‘k Club) o
Jac‘k Dovle J o
g a Opening a message that arrived previously to view it
wwwibresie/mya While viewing the list of arrived messages, you can also tap on one of these
Canmacts recent messages to open the one that you want to view.
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Viewing texts

N
21:23 d
Jack Doyle
+353871234567
Tuesday 9 March 2021
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 09:27

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

Hi Eva I think | left my gloves there
earlier. Cld u check & if so hold on to
them until | cu again. Tnx jack 15:22

Yes they are here! They fell under the 2
table. Thanks again for sorting out
my bike. | am free to roam again @

5:27

Viewing a message that arrived previously

When you 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 message, you tap on the message icon to

open the messaging as before

14:05

Fri, 19 February Tap for vggather info

L L2

« - 0o [

Galaxy Store Gallery Play Store Google
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21:23 4

Messages

2 unread messages

Q

All New category

was thinking. Would yo!
urd

@ Tom (Book Club) 16:3¢

Tnx. Were both looking forward to it

Jack Doyle
\ Yes they are here!l They fell under the table
Thanks again for sorting out my bike. | am fre

p Three =
...
, From Three: Your balance is low. Check §

at www.three.ie/my3

Conversations e Contacts

Searching for texts

How to search

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

chronological order.

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

you can tap on.
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Searching for texts

Jack Doyle

Hi Eva I 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

Jack Doyle
R ‘,1 with

&) Jack James Jamie

TH213 456718 °2})0

a Typing in the name you wish to search for

Now you type in the name of a person that you are looking for.

The app will then search for all 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 to someone.

Forwarding is 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 unread messages

To forward a text that you've received, assuming that you've already

e opened the app, you simply tap on the name of the contact whose text you

All v New category 2 WlSh to forwa rd

Maria Silva
nw«"i_y li again Eva, |was thi

B Tom (Book Club)

Contacts
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Hands-on
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21:50 & G el @
Maria Silva
+353877654321 ¢ o

Monday 8 March 2021

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!)

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

6 View all >

Tuesday 9 March 2021

Hi again Eva,

| was thinking. Would you like to
comemearon Saturday eveliig? |
have atima and J er for

6pm - the & cake (T8 ill
watch the 1. her.

It would be(‘

Forwarding SMS texts

Selecting the text that you wish to forward

You will see all of the recent texts from the sender of the original text.
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Hands-on

21:50 & G4

Maria Silva
+353877654321

Monday 8 March 2021

\%§ HiEva,

~ | 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

& View all

Tues:

) Hiagain Eva,

| was thinking. Would you like to

come over on Saturday evening? |

have invited Fatima and Julia over for

“nm - there will b= cake (&) - we will
4 gether.

great if you could join us!
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Forwarding SMS texts

Choosing to forward a text message

Now instead of tapping, you need to press and 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 G

Maria Silva
+353877654321

Monday 8 March 2021

() HiEva,
I 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!)

n Selecting recipient of text
Anyway, here is the link | mentioned.

htips://hands-on-shafe.eu/en A menu will appear listing a some options. Select forward

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

8 View all

L 5 To send this message to another person you then select their name. In this

. . Delete e e o g
) HiagainEva, example it is a recipient called Jack Doyle

Copy text

I was thinking
come over or
haveinvited f ~ Select text

w» 6fpm - there w

rch the fir
g
o B

Star message
Send to Reminder

View details
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Forwarding SMS texts

22:00 Ga &=

Jack Doyle
0876699932
15:27

Great!

b 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.

Q WER T VY U1 O Finally you tap the green arrow button in the corner of the app to send the

AISIDRFJGJH]V]K message on.

2 Z X C V B N M @&

1#1 s English (UK)

@)
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Attaching photos and other
files

You may also attach a photograph, document or

other item to a text message.

When you don’t have a WiFi connection, and you
you attach a multimedia file to a message, it

becomes a multimedia message (MMS)

Depending on the arrangement that you have with

your wireless broadband supplier, this may be more

expensive than sending a simple text.

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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Hands-on

27:50 & 4

Maria Silva
+353877654321

Monday 8 March 2021

W/ HiEva,
sy

| 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

6 View all

Tuesday 9 March 2021

/) Hiagain Eva,

| was thinking. Would you like to
come over on Saturday evening? |
have invited Fatima and Julia over for
6pm - there will be cake (25) - we will
watch the final together.

It would be great if you could join us!
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Attaching photos and other files

Selecting the message to forward

You can add an attachment as you enter text of the message.

You do this in a couple of ways, by for example tapping the + sign to the left

of the text message in the screen for a particular recipient.
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Attaching photos and other files

Select items —

07:46 @ A 7 »

No items selected

Choosing the type of attachment

When you do this, a number of options pop up at the bottom of the screen
including pictures take photo and contact (for sending a persons details to

3 another person). This could also be a video or another type of file.

Pictires Albms In this case we will choose to attach an existing image by tapping Pictures.
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Attaching photos and other files

a 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 photos and other files

22:17 Gl & =l =

Maria Silva (O -

+353877654321

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

n File is attached, now send.

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

It would be great if you could join us!

Now you can tap the send button to send the multimedia message.
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Pros and cons of messaging

a Advantages G Disadvantages

+  Convenient approach to stay in touch * It could lead to excessive usage of the

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

ing!
people use texting. of texting!

+  Texts allow time to respond compared to * Texts are less personal than calls when you

immediate reaction that is required with hear the voice of the person

calls. * Group social texts could be distracting to your

real-life routine



HoS Quiz_TU_SMART_03 TextCommunicationWithSma
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Chapter completed!

Congratulations! You have successfully completed this chapter!

Summary of acquired skills

In this chapter you have learned how to

1 send new SMS texts and how to reply.
You learned the style of short texting and

2 hopefully you enjoyed playing with emoticons!
You improved your smartphone navigation

3

skills and hopefully added to your contacts!




gnds? | Q SMART | MODULE 3 CHAPTER 2 Sending, receiving and searching for SMS text

What is next?

Now you can either repeat this chapter or follow our

study recommendation by clicking on one of the

buttons below:




Sending and receiving e-mails

This chapter provides guidance how to send and receive emails. Email is another option to text on

smartphone. E-mail can be sent directly from your smartphone to someones’ computer, could be sent

using WiFi and without using your mobile data.

A

. W
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What will you learn

1 How to send a new e-mail

2 | How to receive and reply an e-mail

3 How to forward an e-mail

4 The difference between official e-mails and e-mail to a friend
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Introduction

Email is an alternative to SMS texting from a smartphone. One
big advantage of e-mail is that you don’t need a phone signal

and phone credit to get it working... just access the WiFi.

The examples in this chapter use Gmail from Google — this is

typically found on an Android based smartphone. There are

other mail apps but the principle will be the same. Other

popular examples are Microsoft® Outlook® and Apple® Mail.
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Sending and receiving e-mails

It is very useful to be able to send and receive messages from
smartphones to computers. This is an advantage of e-mails
over text messaging and allows you to send messages to

someone who is working at a computer.
Emails 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 daily routines.

This chapter will look at how you use this useful

communication feature.
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<4

E-mails are rarely in the
form of an official letter.
This style of mail generally
only happens if you are
writing to or receiving
information from
Institutions. They use
formal phrases like “Dear
Sir/Madam” or “Yours
Sincerely”.

Usually, the style is short
and informal. For instance
when you email a friend or
a family member
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Finding the e-mail app!

As we described in module 1, it can be a bit of a challenge to
find the mail app at first. Sometimes the mail app is on the
home screen, but it is often 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 mail icon is generally an envelope or @ icon. Touch it to

add your e-mail account or access your mails.
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Receiving and opening an e-mail

This first topic looks at first steps with e-mail, including

receiving and opening e-mails.
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Receiving and opening an e-mail

Opening up email

In order to enter into the mail system on your phone you need to tap on
the icon for e-mail. As mentioned this is normally and icon with an m or @

2 sign on it but can be “hidden” in a folder on the home screen.

First of all you tap on the mail app icon,.
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Receiving and opening an e-mail

N
15:14 Gd
= Search in emails
PRIMARY
Google 14:57 1

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

Orchard He 1 Dr. Finbarr Murphy 12 Mar
Your appo? 1t with Dr. Murphy
Hl Eva, F 1g our phone conversatio...

alski 11 Mar
"b

/_,a’, The form for joining the book clu...

The main screen of the mail app — opening a mail

Maria Silva 11 Mar

f' f;otes
¥ Eva, You'll never guess who | bump.

This opens up the mail app and it will show you the list of the most recent

en Peters 11 Mar

BzianrgEva, | have ordered the plumbing su... ma I |S
3 If you wish to look at the most recent mail that has just come in, you look
il at the very top the list and tap on that mail

(]
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Hands-on

&«

Book clulo  nbox

Julia Kowalska 2 days ago
to me 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!

18r
Julia

Tap to edit a reply

Looking
forward to it I'll be there!
too!

Looking
forward to it!

4 Reply all ~> Forward

|9 SMART | MODULE 3 BT a3 &P sendingand receiving e-mails

Receiving and opening an e-mail

You are now viewing an individual mail.

* The app will show you the details of the mail



O pid you know?

v

Usually email addresses are in this
form.

abraham.lincoln@gmail.com
abraham.lincoln@yahoo.ie

Very often the mail app helps. When
you start typing an e-mail address
you will see a list of email addresses
that match that description and you
can tap the name of the person you
want.
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Replying to e-mails you have
received

The final topic in this chapter looks at replying to e-mails that

have been received.




V41O SMART | MODULE 3 [REYQILEY screinsonc receing emais

Replying to e-mails you have received

Name of the first step

Replying to an e-mail is one of the easier things you can do. Usually, a

message may come up on your screen to say that a mail has arrived.

To view the new mail, just tap on the mail icon.

(ouTube
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Replying to e-mails you have received

15:14 G el

= Searchin emails °

PRIMARY

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

Orchard Health Dr. Finbarr Murphy 12 mar
Your appointment with © urphy
) Fallowing our e conversatio...

"

11 Mar

for joining the book clu.

11 Mar

Ever guess who | bump...

eters 11 Mar

Tiling
Dear Eva, | have ordered the plumbing su.

/ Compose

()

Opening the recently-arrived mail

Once the you have opened the mail app, as before, you can tap on the new

e-mail message in the main e-mail app window.
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Hands-on

< ® U =

Your appointment with Dr.
Murphy Inbox

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

Sorry, | can't
make it
today.

That's great, Confirmed,
thank you. thank you.

<~ Reply all ~> Forward

|9 SMART | MODULE 3 BT a3 &P sendingand receiving e-mails

Replying to e-mails you have received

a Selecting reply

The selected e-mail opens in a new window. You simply tap the reply
button to choose to reply to the mail.
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Replying to e-mails you have received

<  Reply v
From barryeva1234@gmail.com
R re—— Adding in the text of the email reply
Now a mail window opens up where the e-mail address of the person you

Re: Your appointment with Dr. Murphy

are replying to is already entered.

> All you need to do is type in the text of your reply e-mail.
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Replying to e-mails you have received

urphy

put it in my

ﬂ Sending the reply e-mail

Then as usual you hit the send button to send the e-mail to the person.
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Quote

“E-mails are simple to use as global citizens can organize their daily
correspondence, send and receive electronic messages as well as
save them on computers. E-mails are rapid. They are delivered at
once around the globe. No other form of written communication is
as fast as an email ”

Krystal, Volney
2014, Science and Technology, wsimap.com
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Sending an e-mail

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

Touch e-mail icon to begin

To begin working with the e-mail app, you find the e-mail app icon on your

home screen or a folder.

This should open the mail app.
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Sending an e-mail

To

Subject

Compose email

The parts of an e-mail in the mail app.

4 o
203)a]s5fs]7]8]e]o

You usually enter three pieces of information to send a mail the recipient
(to), the subject and the text of the mail message (Compose mail).

3 Tap compose at the bottom of the screen to begin a blank new mail.
You will see that the from: box is already filled in with your mail address.
You will need to fill in the to: box with the address of the person you are
mailing, the subject box may contain a short title of the mail.

The compose email section will contain the text of the e-mail.
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Sending an e-mail

pose email

L
20345678 fe]o

a Typing or selecting the name of a contact

Tap the to box and use the keypad at bottom of screen to type a name. The
app will give you guesses from your contact list.

If you would like an explanation of contact management, it is in module 2
chapter 4
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Sending an e-mail

To

Subject
Type the subject and compose email parts of mail

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

about before they open it.

b 0

Then type in the text of the mail in the compose part of the screen. This is

the main detailed information that you wish to send
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Sending an e-mail

15:20 Gd = ]

& Compose e B

From barryeval1234@amail com

To °J' *"

Thank:

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

ﬂ Don’t forget to touch Send button!

Now you simply tap the send button to send the mail. E

QEWRERRJTRIYRURIJOJRP
ASEIDIFIGRHRJEIK]JL

4+ Z X € V B N M @&

1#1 ; English (UK)

@) T
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Challenge: Three ways into a mail conversation:
try using them on your smartphone!

Compose Search in e-mails Open mailbox- reply, forward
Touch Compose, and it opens If you are looking for specific e-mail It shows your recent e-mails. Select
keypad to type your text and panel or person, use this option and type one and touch Reply. It opens
where you type to whom. the subject or a name keypad to type your text.

I 24/7/2020

G°°9 ¥ aat e Googls, 9/ Google 24/7/2020
Security alert Impr & changes for Google Ac. Security alert
New device signedintol /' gampose Jper-quota storage pol New device signedinto /2 Compose

oD» T ; ‘

Sy

‘ [k
Meet

24/
ecurity alert




@ Did you know?
Who sent the first e-mail? Ray
Tomlinson was the first person to
send out an e-mail 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
ARPANEet.
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Email: Pros and Cons

a Advantages G Disadvantages

* Email is widely used. You can reach e Be aware that texts and e-mails can become

anyone in the world who has an e-mail addictive and take up a lot of your time!

address

. _ _ * Need to keep balance between virtual and
* You can deliver your information

. . . . communication in person
Without disturbing the person with a call >

«  E-mail history can be used to keep a * You need WiFi or mobile data to send an e-

record of your communications mail

*  With WiFi access you get free
communication compared to SMS texts



4O
%9 svarT | mopuLe 3 ETISELES

Describe the solution

. Result
Practice makes perfect. Touch

an icon/button- see what Easier communication with

happens. friends and family is a great

reward for time and effort!

©

Indicate the task Describe the solution

Learning about Smartphone Repetition will improve

navigation using icons and recall.

buttons
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Some more challenges: sending and receiving e-mails

How to reinforce what you have learnt in this chapter.

* Become familiar with buttons, icons and their functions * Practice! engage with friends and family, ask them to

send you e-mails and reply to them.
* Follow the step-by-step process in this chapter

* Go back and repeat the process
* Remember how to use the (circle) Home button at

bottom of the screen to bring you to the home screen * Being up-to-date with technology will open a world of

rich and and interesting communications
* Understand the main principles - touch an icon, it

opens the box to type and the keypad appears. * Teach your friends. It is the best way to remember!
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Other operations on e-mails

Finally, here are a few other operations that you may find
useful and wish to try:

- Attaching files to an e-mail

- Deleting an e-mail
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Hands-on

|Q SMART | MODULE 3 BT a3 &P sendingand receiving e-mails

Process

Attach files, photos

While you are editing an e-mail, touch the paperclip
icon on the top of the screen. It gives you options:
Attach file or Insert from Google Drive™. If you touch
the Attach button it opens access to your photos or

files. Some people keep their files in Google Drive .
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Process

Deleting e-mails

n m You may sometimes wish to delete e-mails.

For this you can open the mail that you wish to
delete and then use the Bin button on the top of the

screen.
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Challenge: Practice adding attachments and deleting mails

Attach a picture to a mail Delete an e-mail

Touch Compose, and create a mail Open the e-mail app and find an e-
for your friend, then use the mail that you don’t need. Open the
paperclip icon to attach a picture to e-mail and use the binicon to

the mail delete it.




HoS Quiz_TU_SMART_03 TextCommunicationWithSma
rtphone_CH_03 slide87.xlsx
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Chapter completed!

+

Congratulations! You have successfully completed this

chapter!

Summary of acquired skills

In this chapter you have learned how to open

a new e-mail, how to reply and send e-mails, 4

You have learned how to open a different

folder your smartphone to open the mail app

You have also learned about attaching files

to your e-mail and deleting emails!
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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:




Social network messaging to individuals and groups

The final chapter in this module provides guidance for texting through social Media Apps. As mentioned in
Chapter 1 of this module, a key difference of social media texting is that it can be used for free with WiFi.

Another key advantage is that you can send text messages easily to groups as well as to individuals.
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What will you learn

1 Messaging through social media: particularly WhatsApp, a
popular app that could be installed on computers also.

2 How to share your message to a group to (for instance)
organise a meeting of a local committee

3 Sharing pictures or files with your family or people you care
for
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Where to find social media
apps

Go to Google Play store. Type the name of the app you
want, for example WhatsApp. Tap Install.

Play Store Google
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< whatsapp Q ¢
Example: download Y sotisen
WhatsApp

Once you enter the Google Play store...

- search for WhatsApp,

You might also like

Qf'JzC}l

Messenger - Text  Inst ag am Snapchat
and Video Chat {

- tap Install and follow the steps to install the app.

Similar apps




O pid you know?

A 4

Other popular social media apps include:
-Messenger Facebook

-Snapchat

-Viber

-Skype

-Telegram

-KiK

-WeChat

-Line
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Opening WhatsApp to view
messages. v

To begin, let’s look at how you open WhatsApp to view

messages. Y
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Opening WhatsApp to view messages

WhatsApp

We focus again on WhatsApp as a popular example of a social media app. It
is an app that is generally used on phones, but more recently can be

2 installed on a computer. WhatsApp has a very distinctive logo green logo
with a phone on it.
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Opening WhatsApp to view messages

Opening WhatsApp

To open WhatsApp, you tap on the green WhatsApp icon on the Android

home screen,

Galaxy Store Gallery Play Store Google 3
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Hands-on

21124
WhatsApp

(O] CHATS STATUS

Maria Silva 21:17
Yes - my favourite. That would be wo..

@ André Martin 21:10
I Brilliant thanks.

Julia Kowalski 21:10
Thanks Julia - I've downloaded the bo...

\ Jack Doyle 21:02
Hi Jack- I'll be passing (cycling!) near...
> Tom (Book Club) 16:40
On = CU@6 for }

Ben Peters Yesterday

A
e This is Ben the plumber and tiler - | will b...

Tap and hold on a chat for more options

|9 SMART | MODULE 3 CHAPTER 4 Social network messaging to individuals and groups

Opening WhatsApp to view messages

The main screen of WhatsApp

Very similar to opening up messaging and e-mail apps, what you see is the
list of the most recent communications are ordered by person so you see
the last communication to you on WhatsApp from each person or group
with the most recent at the top.
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Opening WhatsApp to view messages

2i1:2:1

WhatsApp

(O] CHATS STATUS

n Selecting message from a group or person

Maria Silva 21:17
Yes - my favourite. That would be wo..

@ André Martin 21:10
I Brilliant thanks.

Julia Kowalski 21:10 5
Thanks Julia - I've downloaded the bo...

While still in the main screen of WhatsApp, if you tap on a person or

group’s message.... [go to step 5]

Jack Doyle 21:02
Hi Jack- I'll be passing (cycling!) near...

Tom (Book Club) 16:40
On = CU@6 for }

Ben Peters Yesterday
This is Ben the plumber and tiler - | will b...

Tap and hold on a chat for more options
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Hands-on

21:37 Ga

- S
TR Jack Doyle

« 7 last seen today at 21:27

TODAY

@ Messages and calls are end-to-end encrypted. No
one outside of this chat, not even WhatsApp, can read

or listen to them. Tap to learn more.

Hi Jack- I'll be passing (cycling!) near your
place tomorrow, | can drop off the gloves.
(Using this way as | am out of credit)

not too much bother... | appreciate it.

Forwarded
Hi Eva,

We would like to invite you to the first
meeting for this year of the book club on
the 27th, we will consider The Lovely
Bones by Alice Sebold. Hope you can
make it! Would you like to join the book
club's whatsapp group? If you like | can
add you?

Julia

Thanks Julia - I've downloaded the book
and started reading. I'm really looking
forward to it. Eva

|9 SMART | MODULE 3 CHAPTER 4 Social network messaging to individuals and groups

Opening WhatsApp to view messages

Viewing all of the messages from a selected

sender
...You will see all of the text messages that have arrived from that source

and the most recent one at the bottom of the screen.
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Replying to messages in WhatsApp

Next, we consider how to reply to messages in WhatsApp.
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Hands-on

21:37 G

i
cTn Jack Doyle

< 7 last seen today at 21:27

TODAY

& Messages and calls are end-to-end encrypted. No
one outside of this chat, not even WhatsApp, can read

or listen to them. Tap to learn more.

Hi Jack- I'll be passing (cycling!) near your
place tomorrow, | can drop off the gloves.
(Using this way as | am out of credit)

not too much bother... | appreciate it.

Forwarded
Hi Eva,

We would like to invite you to the first
meeting for this year of the book club on
the 27th, we will consider The Lovely
Bones by Alice Sebold. Hope you can
make it! Would you like to join the book
club's whatsapp group? If you like | can
add you?

Julia

Thanks Julia - I've downloaded the book
and started reading. I'm really looking
forward to it. Eva 21:3

|9 SMART | MODULE 3 CHAPTER 4 Social network messaging to individuals and groups

Replying to messages in WhatsApp

Replying to a message

It is really easy to reply to a message in WhatsApp. You just type your

message in the little text box at the bottom of the window,
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19:12 d G

P ~= Jack Doyle
7 last seen today at 18:58

9 MARCH 2021

@ Messages and calls are end-to-end encrypted. No
one outside of this chat, not even WhatsApp, can read
or listen to them. Tap to learn more.

Hi Jack- I'll be passing (cycling!) near your
place tomorrow, | can drop off the gloves.
(Using this way as | am out of credit)

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

Forwarded
Hi Eva,

__ Hijack -just checking you
‘=) got the gloves?

() 2 @

0
P i
5 i‘

Replying to messages in WhatsApp

Tap the send button

...and then simply tap on the little green arrow that appears alongside the

text to send the message.
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Hands-on

21:37 G4

& ~= Jack Doyle
< 7 last seen today at 21:27

TODAY

& Messages and calls are end-to-end encrypted. No
one outside of this chat, not even WhatsApp, can read

or listen to them. Tap to learn more.

Hi Jack- I'll be passing (cycling!) near your
place tomorrow, | can drop off the gloves.
(Using this way as | am out of credit)

not too much bother... | appreciate it.

Forwarded
Hi Eva,

We would like to invite you to the first
meeting for this year of the book club on
the 27th, we will consider The Lovely
Bones by Alice Sebold. Hope you can
make it! Would you like to join the book
club's whatsapp group? If you like | can
add you?

Julia

Thanks Julia - I've downloaded the book
and started reading. I'm really looking
forward to it. Eva

|9 SMART | MODULE 3 CHAPTER 4 Social network messaging to individuals and groups

Replying to messages in WhatsApp

Returning to the home screen

When you have finished, to get back to the main screen then you just hit
the left little arrow button in the bottom of your screen that brings you
back to the main screen
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Sending a voice message in WhatsApp

Texting and voice calls are not the only way to communicate using
WhatsApp.

Another interesting feature of WhatsApp, that is not a core

feature of either SMS messaging or e-mail, is voice messaging.

This is where, rather than making a voice call, you send a voice

recording so the recipient can hear it when they have time free.
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Hands-on

21:37 Gd

-
cim Jack Doyle

~ 7 last seen today at 21:27

TODAY

& Messages and calls are end-to-end encrypted. No
one outside of this chat, not even WhatsApp, can read

or listen to them. Tap to learn more.

Hi Jack- I'll be passing (cycling!) near your
place tomorrow, | can drop off the gloves.
(Using this way as | am out of credit)

not too much bother... | appreciate it.

Forwarded
Hi Eva,

We would like to invite you to the first
meeting for this year of the book club on
the 27th, we will consider The Lovely
Bones by Alice Sebold. Hope you can
make it! Would you like to join the book
club's whatsapp group? If you like | can
add you?

Julia

Thanks Julia - I've downloaded the book
and started reading. I'm really looking
forward to it. Eva 21:3

|Q SMART | MODULE 3 CHAPTER 4 Social network messaging to individuals and groups

Sending a voice message in WhatsApp

Recording a voice message

In the bottom right-hand corner of the text window in WhatsApp is a little
green circle with a microphone on it. If you tap on it you can record a short

voice message to the group.
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23:23 [d &

<« Maria Silva
last seen today at 22:21

9 MARCH 2021

@ Messages and calls are end-to-end encrypted. No
one outside of this chat, not even WhatsApp, can read
or listen to them. Tap to learn more.

Hi Eva. Do you like lemon drizzle cake??
Yes - my favourite. That would be
wonderful. Looking forward to it!

TODAY

>

0:02

Sending a voice message in WhatsApp

Beware the hazards of voice recording!

It is important not to tap that icon if you don’t wish to send a recording of

yourself to a group!
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Adding an attachment to a message

It is useful sometimes to send photos, short videos and other files

using WhatsApp.
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21:29 Gd

< [V ETERTIIE]
last seen today at 21:18

TODAY

& Messages and calls are end-to-end encrypted. No
one outside of this chat, not even WhatsApp, can read
or listen to them. Tap to learn more.

Hi Eva. Do you like lemon drizzle cake??

Yes - my favourite. That would be
wonderful. Looking forward to it! -7

> o @

% |
&/

mera Gallery

O

Location

Contact

Adding an attachment to a message

Adding an attachment

From the main message screen with a message selected, to add an

attachment to a message you can tap on the little paperclip
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Adding an attachment to a message

B ——

01:09 Cd & O

Maria Silva

&

MARCH

«

Selecting the attachment

Then you can select a file that you wish to attach. This could be an image, a

location, a video or other items.

In this screen we are selecting the image of the tennis ball
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Adding an attachment to a message

~

Swipe up for filters

Send message with attachment

Then send the message with the attachment
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Quote

““Why do social messaging apps matter? Apps are taking over as
the most popular way to connect with friends, family, and
businesses. Many of these apps are free to use. Users can make
voice calls, video calls, and send chats to others. It’'s become an
easy and cost-effective way for people to communicate, especially

in countries where there aren’t unlimited text message plans.”

(webbx.com)
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Forwarding a message in WhatsApp

Just like with messages and e-mails, you can forward messages

in WhatsApp.
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Forwarding a message in WhatsApp

21:37 Ga

i
e Jack Doyle

« 7 last seen today at 21:27

TODAY

& Messages and calls are end-to-end encrypted. No
one outside of this chat, not even WhatsApp, can read
or listen to them. Tap to learn more.

Name of the fourth step

Hi Jack- I'll be passing (cycling!) near your

placsitomorow |ean diagiotf thie gloves. To forward a message that you have received to another person or group,

(Using this way as | am out of credit)

first you should be viewing the screen of messages from that person or

not too much bother... | appreciate it.

Forwarded 2 group-

Hi Eva,

We would like to invite you to the first
meeting for this year of the book club on
the 27th, we will consider The Lovely
Bones by Alice Sebold. Hope you can
make it! Would you like to join the book
club's whatsapp group? If you like I can
add you?

Julia

Thanks Julia - I've downloaded the book 3
and started reading. I'm really looking
forward to it. Eva
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Forwarding a message in WhatsApp

N
23:48 & 4
< 1
8 MARCH 2021
& Messages and calls are end-to-end encrypted. No 1

one outside of this chat, not even WhatsApp, can read
or listen to them. Tap to learn more.

Hi Eva,

We would like to invite you to the first
meeting for this year of the book club on
the 27th, we will consider The Lovely
Bones by Alice Sebold. Hope you can
mak= it! Would you like to join the book

Opening the menu to select forward

9 MARCH 2021

PRESS (rather than tap) the message that you wish to forward.

__ Thanks Julia - I've downloaded the book
and started reading. I'm really looking
forward to it. Eva

A little menu pops up.
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Forwarding a message in WhatsApp

23:48 & 4

e 110
Ould you like to join the book

9 MARCH 2021
Thanks Julia - I've downloaded the book

and started reading. I'm really looking
forward to it. Eva 21

a Select forward

Tap on the “forward” option on the menu.
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Forwarding a message in WhatsApp

23:49 Gd &

& Forward to...

My status
Send to my contacts

Selecting the contact details of the
Jack Doyle MOBILE recipient

Hey there! | am using WhatsApp.

Maria Silva Now select the person or group you wish to send to.

Hey there! | am using WhatsApp.

André Martin MOBILE
Hg Bl | am using WhatsApp 5

(Book Club) MOBILE
piness=Genuine Friends + Honest Co...

filia Kowalski MOBILE
ey there! | am using WhatsApp.

5 Ben Peters MOBILE

> Jack Doyle




?‘mds_:{’ | 9 SMART | MODULE 3 CHAPTER 4 Social network messaging to individuals and groups

Forwarding a message in WhatsApp

23:49 LGa &=

= Forward to...

My status
Send to my contacts 4

Frequently contacted

Jack Doyle MOBILE
(“) Hey there! | am using WhatsApp.

Maria Silva MOBILE
Hey there! | am using WhatsApp.

9 André Martin MOBILE
' Hey there! | am using WhatsApp

Recent chats

Send the message

Tom (Book Club) MOBILE

Happiness=Genuine Friends + Honest Co.. Now tap the send icon. The message can be sent.

Julia Kowalski MOBILE
Hey there! | am using WhatsApp.

: 5 Ben Peters MOBILE

> Jack Doyle
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More challenges: Try out WhatsApp features!

Individual message

WhatsApp messaging is similar to
SMS messages, described in Chapter
2 of this module.

Tap the message icon to send a new
message to a recipient.

Reply to a message by typing text in
the open panel. Don’t forget to tap
Send button!

Create a group, then send a group
message,

When you tap the WhatsApp icon, it
opens a list of your messages.

There is an option called “New
Group” . Tap this and it opens your
Contact List from which you select
whom you want to add to the
group.

Please also try group messaging; it
is very useful for organising family
chat groups, hobby or exercise
group (see HEALTHY modules). Or
for keeping in contact with
colleagues or clients.

Sharing pictures

Sending photos by MMS message is
expensive. A photo can be sent for

free using a social media app if you

are on Wi-Fi.

To try this, tap the Sharing symbol,
it opens your other apps including
photos.

Select and hold to tick the photo
you want to send. Choose how- by

e-mail or WhatsApp.
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Social Media Messaging: Pros and Cons

a Advantages

Messaging with social media apps

is for free using public WiFi

Share your information with a

group for faster communication

Stay in touch with your friends,

family or business partners!

Share your pictures without

additional cost

G Disadvantages

The constant arrival of group
messages can be annoying. (You can
mute messages for a day/week.)
Social media can help the spread of
upsetting or malicious fake news.

Use trusted message sources!

Make sure that by engaging with
other people’s lives, you don’t lose

focus on your own activities.
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Problem and Solution: adding a voice message...

Record Voice message

When you open a message- there is a panel with
options: take a photo, go to your photo library

and microphone symbol




2 2]Q sMART [ MoDULE 3 [REIFX4/EH s 214 eroups

W i

Describe the solution Result

Practice makes perfect. Touch Easy communication with friends

an icon/button in the App- and family is a great reward for

see what happens. your time and energy!

©

Indicate the task Describe the solution

WhatsApp navigation of Repetition improves recall.

icons and buttons Please try out WhatsApp

with friends and family




Features of WhatsApp for
you to try

WhatsApp often has a couple of ways to do different

tasks.

Please try some of the following to reinforce your

learning in this chapter
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Features of WhatsApp for you to try

Find Google Play store which will lead to your apps

If you haven’t tried it yet, Tap the Google Play store icon shown in the

picture and use the search box to search for WhatsApp.

WhatsApp should appear.
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Features of WhatsApp for you to try

<« whatsapp

WhatsApp Messen ger

1) B >
w;d ;
o

Install WhatsApp

Tap Install for the WhatsApp app in Google Play store.
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Features of WhatsApp for you to try

2127 A WM NE= N om

WhatsApp Q

& cHats @ STATUS CALLS

B Jack Doyle 2127
If it's not too much bother... | appreci... €@

Maria Silva 2117
« Yes - my favourite. That would be wo...

» André Martin 21:10
Brilliant thanks.

Julia Kowalski 21:10
Thanks Julia - I've downloaded the bo... 2
Tom (Book Club) 16:40

WL =>CU@6 for }

Yesterday

and tiler - I will b...

~,3tiuns

a Try writing a new message

To write a new message, tap the green symbol shown in the picture.

This opens the panel for text and keypad. Type in Recipient box the name -
it brings you to Contacts - select one.
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Features of WhatsApp for you to try

08:43 W

WhatsApp
(O] CHATS STATUS

Book Club

You created group

Try sending a group message
(/5. Ben Peters : 24/03/2021

il Tap the WhatsApp icon.

Maria Silva

Tom (Book -
Morning E, | F 5

It opens your recent messages.

Select your group and type your message to send.

A~ Jack Doyle -~
Photo e
@ André Martin o
4 Brilliant thanks. S8

Julia Kowalski bt
Thanks Julia - I'vi S8 ; 6

Tap and hold on a chai’ S5 .‘,'

Rt
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Features of WhatsApp for you to try

—
23:57 Gd & =l =
< 1 -~ % B <
: olislen lor.lher‘n. Ta o Iarn ITUIEV. :
Eva, my son dropped of that book you 4

wanted to read. Drop in the next time you

are passing and pick it up. Chat soon.
Tom

That's really great and so thoughtful of
you both. Tell him thanks from me!
15:19

B Try sharing a picture

Tap Sharing symbol,

1 will. Dor'* be jealous but look where
| escar b today.

,’ oyulFi=tcuastor § ., it opens your other apps including photos. Select and hold to tick the photo
A

10 MARCH 2021 6
orning E, | will knock in for 10am and we
AR to the Active Age meeting. | hope

Y

you want to send.

; s
b

Chose how - by e-mail or WhatsApp
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Features of WhatsApp for you to try

N
21:29 G
é. Maria Silva
last seen today at 21:18
TODAY
& Messages and calls are end-to-end encrypted. No 4

one outside of this chat, not even WhatsApp, can read
or listen to them. Tap to learn more.

Hi Eva. Do you like lemon drizzle cake??

Yes - my favourite. That would be
wonderful. Looking forward to it!  ;

O O

' amer Gallery
v
L Try sharing a picture: a second approach

7

o Py
2y \ /4 ,"k
ot

When you have the panel open to type your message, tap the photo
Gallery icon to select your picture.

Tap Send!
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More practice challenges

Here are some more challenges to reinforce what you have learned in this chapter so far.

* Practice texting with social network. See that it is * Repetition helps recall!

similar to SMS texts
* There are often two or more different ways to solve

* Practice finding icons, buttons and know their the problem, try one way then try another. See which
functions you prefer.

* Ask friends or family members to text you! Reply to * Remember your starting point and how far you have
them! come in learning, recognise your achievements!

* Follow step by step guidance in this chapter and learn

how to navigate WhatsApp on your smartphone



HoS Quiz_TU_SMART_03 TextCommunicationWithSma
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Chapter completed!

Congratulations! You have successfully completed this chapter!

Summary of acquired skills

Social network messaging to individuals and

1 groups using the example of WhatsApp
Sharing pictures with your family or people
2 you care for
Using social media to Organise a meeting
3

by sharing your message with a group
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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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Module completed!

Congratulations! You have successfully completed this module!

Summary of acquired skills

1 You have learnt about SMS messaging

You have also found out about messaging

by e-mails: sending and receiving

You have learnt about social network

messaging to individuals and groups
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What is next?

Now you can either repeat this module or follow our

study recommendation by clicking on one of the

buttons below:
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