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1. General Communication Skills
1.1.

Understanding the concept of social media

In order to get started with various advices on simple social media usage, there should be a common
understanding about the meaning of the social media. The further we dive into 21 st century, the more
we hear about and implement the concept of social media into our everyday lives. There are various
definitions about social media, and one of the simplest and most comprehensive summary about this
concept is formulated by Matthew Hudson (2018): “Social media refers to websites and applications
that are designed to allow people to share content quickly, efficiently, and in real-time”- M. Hudson.
Social media has changed people’s
everyday habits, for instance,
many
newspapers
and/or
magazines
have
become
exclusively electronic due to the
digital devices that are preferred
instead of tangible paper formats.
You may have noticed that your or
your friends’ grandchildren don’t
have many tangible photos, but
they have thousands of them on
their computers, phones and
tablets. Books, magazines, articles,
newspapers, forums and public
discussions have become digital.
Figure 1 sums up the world’s
statistics of social media usage per
region
(January,
2018),
demonstrating that this concept
has become a world-wide
phenomenon.

Figure 1: Global social network penetration rate as of January 2018, by region (www.statista.com)
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1.2.

Social media types and platforms (Facebook, Twitter, Skype, Viber, WhatsApp)

There are various social media types and platforms, but in this guidebook we will concentrate on the
ones that are most well-known, which are also the ones that were attracting particular attention by the
seniors in the “DIAL” project’s senior survey.
The biggest social media networks are Facebook and Twitter. Popular media of messaging and content
sharing are Skype, WhatsApp and also Viber. All of them have different target auditoriums, purposes
and content. This chapter is about short, comprehensive and concise explanations about social
platforms.
Facebook:




An online platform where you can create your account and share with your friends (or anyone
you want) your photos, internet articles, internet newspaper news, videos, stories and other
information.
You can create or join a group (like a forum), in order to discuss the topics that you are
interested in with other people. You can also virtually follow your favorite musician, band, actor,
shop, book, TV star or even cafeterias to get the freshest up-to-date information. Figure 2 is an
example of the “DIAL” project’s Facebook group. You can follow this page and see how the
project is going, what are the updates and read some digital-senior related information. You are
also welcomed to engage in a conversation.

Figure 2: Facebook group example: “Project’s “DIAL” Facebook page”
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If you have a hobby, for example knitting sweaters, you can create a small business group and
sell your products online, look for customers and expand your customer base (NB! If you are
interested in this option, you also have to contact your local government and find out all the
important information that you have to bear in mind when creating a small business).
Besides information sharing on Facebook, you can also play games, search for interesting events
nearby you or your friends. You can see what events your friends are interested in. And you can
also message your friends and family. Instead of sending e-mails, you can choose messaging
option and send quick messages to anyone for free. The best thing about messaging is that you
can even contact your favorite cafeteria’s Facebook group and ask them online whether they
will be opened on Sunday or any other information.
At the beginning, Facebook was meant for youngsters and students, but nowadays this platform
is used by people of all ages. This platform has become not only a place for individuals to share
common interests and opinions, but also for companies to promote their businesses. That’s why
Facebook users see company ads and events very often.

Twitter:


An online networking site where people write short messages to their followers. Such message
creating on this platform is called tweeting. You can create your own account and your own
tweets, but it is not mandatory to tweet. It is possible to have an account just to read other
people’s tweets. For example, you can follow the president of your country or your favorite
celebrity. In Figure 3 you can see world-famous football player’s Ronaldo twitter account. More
than 74 million Twitter users follow him to read his tweets.

Figure 3: Example of an account on Twitter – Cristiano Ronaldo’s Twitter profile, followed by more than 74 million
Twitter users.
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Some people use twitter to explore and follow interesting companies.
“People send tweets for all sorts of reasons: vanity, attention, shameless self-promotion of their
web pages, boredom. The great majority of tweeters do this microblogging as a recreational
thing, a chance to shout out to the world and revel in how many people choose to read your
stuff.” – Paul Gil.
As there are celebrities and companies who people are interested in to follow, Twitter is still
popular, but in some countries its concept and auditoriums have changed. It is observed that
now it is more business-like platform, it is a place where journalists, media, politicians and
activists speak out their minds about topical issues.

Skype (ref. Skype homepage):







Skype is software that enables the world's conversations. Millions of individuals and businesses
use Skype to make free video and voice one-to-one and group calls, send instant
messages and share files with other people on Skype. You can use Skype on whatever works
best for you – on your mobile, computer or tablet.
Skype is free to download and easy to use.
If you pay a little, you can do more – like call phones and send SMS. You can pay as you go or
buy a subscription, whatever works for you. And in the world of business, this means you can
bring your entire ecosystem of workers, partners and customers together to get things done.
Skype is a platform for everyone, the auditoriums haven’t changed dramatically during the years
of its existence.

Viber (ref. Viber homepage):





Viber is a calling and messaging app that connects people–no matter who they are, or where
they’re from.
You can share videos, photos and links. You can also make free phone calls, video calls and send
messages for free.
The app is popular in Eastern Europe, in Belarus, Moldova, and Ukraine.
The app is meant for everyone who likes to chat, send messages and videos to their friends and
families.

WhatsApp:





This application doesn’t differ much from Viber. It is also a free of charge app that is used for
messaging, file sharing, voice messaging, video calling and group chats.
The application is meant for Smartphones, but you can also use it on your desktop.
The application can be used only online (you have to have internet connection).
The app is meant for everyone who likes to chat, send messages and videos to their friends and
families.
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Communication in these platforms is usually informal, as reaching someone through social media is
considered rather informal way of communication. You can express your emotions with so-called emoji icons or small animations of faces, animals or other objects that you can add to your conversation. For
example, you can wish your family member “Happy birthday!” and add a flower or a smiley face. Figure
4 is an example of sending a birthday wish with emoji on Facebook.

Figure 4: Example of emoji usage in birthday greeting on Facebook

1.3.

Creating and deleting an account on social media

Usually creation of accounts on social media or anywhere on the internet is a simple procedure, you just
need an active e-mail address. Whenever you are interested in creating a new account on social media
(for example, on Facebook), you have to look for such indicators as:




Create new account
Register here
Not registered yet? Register here

These indicators are on all social media or any other internet platforms that allow registering function,
thus allowing you to become a part of their community. When you click the register button, the site will
ask for your name, surname, e-mail address, and your birth data. This is the usual procedure. In order to
understand more specifically how to register on Facebook, WhatsApp, Twitter, Skype and Viber continue
to read this chapter.

Creating/deleting account on Facebook
STEP 1: Open the internet window. In the address bar type: www.facebook.com. The Facebook Home
Page will appear. Before you register, you must know that you have to be at least 13 years old (this
refers to your grandchildren). Registering on Facebook is for free.
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Figure 5: Screenshot of the Facebook homepage and address bar with the correct address.

STEP 2: On the Facebook homepage, enter in your first name, last name, email address, password,
birthday, and gender. You must use your real name for your account.

Figure 6: Application form for Facebook registration.

STEP 3: Click the "Sign Up" button. If all of your information is correct, you will be sent a verification
email to the address you provided.

Figure 7: Sign up button that has to be clicked on after entering all data above.
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STEP 4: Click the "Sign Up" button. If all of your information is correct, you will be sent a verification
email to the address you provided. You now have to your e-mail and see if you have a new message
from Facebook. If there is a new e-mail from Facebook, click to open it, and then click on the blue link
that is written in the e-mail from Facebook. That is the verification link. After clicking on that, you can
now close your e-mail. Return to step one.
STEP 5: Now you are on the homepage of Facebook and this time you won’t register anymore, this time
you will log in by using your e-mail address and the password that you created for your Facebook
account.

Figure 8: The homepage of Facebook. Red circle explains where the log in data must be typed in.

You have taken 5 steps to create an account on Facebook. Just as you have all the rights to create an
account, you also have rights to delete it. In order to the delete the account, firstly you to been signed in
into your profile.
To delete your Facebook page, you must log in your account, then go to the “Delete my account” page
at facebook.com/help/delete account and click the big blue button.
The Facebook help page says: “When you delete your account, people won’t be able to see it on
Facebook. It may take up to 90 days to delete all of the things you’ve posted, like your photos, status
updates or other data stored in backup systems. While we are deleting this information, it is inaccessible
to other people using Facebook.” If you change your mind and log on later, you will be offered the
chance to reactivate your account, but some or all of your data may have been deleted.
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Creating account on Skype
STEP 1: Double click on Skype application icon on your computer (most probably it is on your desktop).

Figure 9: Skype window – create an account button is at the bottom.

STEP 2: Fill in the form according to the required information. Write your name, surname, phone
number and create a password that you will remember. Instead of your number and name, you can use
your email by clicking on “use your e-mail instead”. At the very beginning, you can write down the
password on a piece of paper and put it somewhere safe, but you should always pick a password, that
you will be able to remember.

Figure 10: Creating account on Skype – the application form.

STEP 3: Whenever you have filled in the information, click the big blue button with “NEXT” written on it.
When you will be a few steps further, the Skype will send a security code to your email address. Now go
to your e-mail, log in and there should be a brand new e-mail from Skype. Open it by clicking on the
Skype mail and there will be a security code, which you have write in the Skype application form. Now
look at the code, write it down somewhere and go back to Skype registry and enter that code and click
“next”. Skype will take some time to load your account, so please be patient. After that your new
account will be all set up to communicate with your loved ones.
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In the previous steps we learned that a Facebook account can be deleted. For Skype it is a bit more
complicated, as Skype is connected with your Microsoft accounts and by deleting the Skype account,
you might lose all your information. So if you have decided to not use Skype anymore, you change your
name and surname in Skype settings so that others won’t be able to find you anymore. Otherwise
deleting Skype account is not considered as a basic digital skill knowledge.

Creating account on Twitter
STEP 1: Go to www.twitter.com online. Twitter Home Page will open up. Click the big blue
button "Sign Up”.

Figure 11: Twitter Sign Up big blue button.

STEP 2: After clicking on the big blue button, Skype will open a window asking for your name and phone
number. You can also use your e-mail just like when registering on Skype. Let’s try phone registration
this time. Fill in the information and click NEXT.

Figure 12: Twitter account creation application form.

STEP 3: If you choose to sign up with a phone number, Twitter will require you to verify it by
sending you an SMS text message with a code. Take a look at your phone – is there a new
message from Skype with a code? Enter the code in Skype application form. Follow the steps of
application by filling in the information and clicking “Next”.
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STEP 4: Creating a username is very important step. Twitter developers suggest that
usernames must be fewer than 15 characters in length and cannot contain "admin" or "Twitter", in
order to avoid brand confusion.

If you want to delete your account on Twitter:
STEP 1: Sign in to Twitter's website on the web.

Figure 13: Address bar with a Twitter online address.

STEP 2: Click on your Twitter avatar at the top of the page.

Figure 14: Your Twitter Avatar location.
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STEP 3: Click Settings and privacy.

Figure 15: Settings and privacy button.

STEP 4: Click Deactivate your account at the bottom of the Account menu.

Figure 16: Account Menu and Account deactivation buttons.
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STEP 5: Enter your password to confirm you'd like to deactivate your account.

Figure 17: Password entry to confirm the deactivation of a Twitter account.

Creating account on WhatsApp and Viber (instruction provided by digitalunite.com)
These steps are for those digital device users who own smartphones, as WhatsApp and Viber are mostly
used by phones (although it is possible to synchronize your WhatsApp and Viber accounts with your
computer too).
STEP 1: Download the Viber or WhatsApp applications online. Go to the app or play store on your
phone. Type ‘WhatsApp” or “Viber” into the search bar. This will bring up the WhatsApp Messenger
app, which is free to download. Tap on ‘Install’

1
.

2
.

Figure 18: Whatsapp installation. 1. the search bar where to type in “Whatsapp”; 2. “Install” button in order to
install the application;
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STEP 2: Tap ‘Accept’ to give Viber and WhatsApp the permissions it requires to run. This will
automatically start the download process. Note that depending on which connection you use to
download the app, this may incur data charges.

Figure 19: “Accept” button in order to start the installation process.

STEP 3: Once the download is complete, tap on ‘Open’ to open up the app

Figure 20: “Open” button.

16 | P a g e

STEP 4 You will be prompted to agree to the Terms of Service. Accept this to move on to the next stage.

Figure 21: Agreement to the terms and conditions.

STEP 5 You now need to verify your phone number. Input your mobile number and tap ‘Next’. You will
be asked to confirm that this is the number you want to verify, so if you’ve made any mistakes, you can
go back and correct them. You will then be sent a text with a 6 digit verification code. WhatsApp should
automatically detect this and verify your number, but if not, simply type in the code you’ve been sent.

Figure 22: Mobile phone verification window.

STEP 6: Type in your name or nickname which you want to use on your WhatsApp profile. That is the
final step. Now you can use the WhatsApp application to connect with your friends and family.
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To create WhatsApp account on your desktop:
STEP 1: Open your Web browser and in the address bar type web.whatsapp.com and click “enter”. A
new window will appear with a QR code (it looks like a black square with a lot of tiny dots in it).

Figure 23: WhatsApp window with a QR code.

STEP 2: Take your Smartphone and open your WhatsApp app. Tap the three dot icon or settings button
of your phone to access the main menu of the app. Tap on “WhatsApp Web” from here. You will see a
box for scanning a QR code on your screen.
STEP 3: Scan the QR code on the desktop with your Smartphone. When you do the previous step, an
explanation of scanning appears on your Smartphone, click on “ok, got it” and a scan option will turn on
automatically. It looks like a phone camera, so imagine that you are taking a picture of the QR code with
your phone. Once the QR code is read, you will be automatically logged in the Desktop App.
1
.
2
.

3
.
Figure 24: The Settings button on a phone (1), the “WhatsApp Web” option (2) and the explanation of the scanning
(3).
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In order to create Viber account on your phone, you have to do exactly the same steps as for installing
WhatsApp, but instead of typing in search bar for WhatsApp, you have to search for Viber, click “Install”
and “Open”. In Figure 23 you can see how the Viber installation looks like.

Figure 25: Viber installation form.

You have to choose your country and register your phone number. Figure 16 visualizes the mentioned
process.

Figure 26: Registering your country and phone number while installing Viber on your smartphone.

Viber will ask you to confirm your phone number (1) and will send to your mobile phone SMS with a
code that you need to type in the Viber registration form (2), which is illustrated in Figure 17.

Figure 27: Activating your phone number on Viber.
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Finally, you can enter your name or nickname that you want to use on your Viber account.
To create a Viber account on your Computer:
STEP 1: Make sure the Viber app is installed on your phone. You won't be able to install Viber for
windows if you don't already have a mobile account with Viber.
STEP 2: Open your Web browser and type https://www.viber.com/download/ in the address bar. The
download options will appear on your desktop. Choose the computer type you have (Windows or Mac),
for example, click on “Download for Windows”.

Figure 28: Viber for Desktop downloading options
STEP 3: Once you click on it, a download will start – the setup file will appear at the bottom of your

desktop called “Viber.Setup.exe”.

Figure 29: Viber for Desktop – example of a setup icon downloading
STEP 4: Click on that setup icon that appears at the bottom of your desktop. A new window will appear. Put a tick
in the box that you agree with their terms and conditions and then Click on Install.

Figure 30: Agreement part and the installation button
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STEP 5: The installation process will start, it will take 2-3 minutes. When it will be done, a window will
appear and there will be only one button to click on – “Close”. Click on that button, the window will
disappear and your Viber application will be on your desktop.

Figure 31: Viber icon on your Desktop

STEP 6: Click on the Viber icon on the desktop. A new window will appear, it will ask you whether you
have a Viber on your phone. Click “YES”. Then enter your phone number, click “continue”. A new
Window will appear with a QR code that you have to scan with your
mobile phone.

Figure 32: Welcome window of Viber, entering phone number and QR code
STEP 6: After scanning the code, a message “Success” will appear and you will be able to open the Viber.

Figure 33: The “open Viber” button
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If you want to delete your account on WhatsApp:
STEP 1: Open “WhatsApp” application on your phone.
STEP 2: Tap “Menu” button (1) , then tap “Settings” (2), then tap “Account” (3) and finally tap “Delete
my account” (4) – visualization available in Figure 34.

1

3

2

4

Figure 34: The four stages of deleting WhatsApp account. (1) Menu button; (2) Setting button; (3) Account button
and (4) Delete My Account button.

If you want to delete your account on Viber:
STEP 1: Open “Viber” application on your phone.
STEP: 2 Tap “Menu” button, then tap “Settings” (1), then tap “Account” (2) and finally tap “Delete my
account” (3).

2

3

1
Figure 35: Stages of deleting “Viber account”. (1) Setting button; (2) Account button and (3) Delete My Account
button.
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1.4.

Understand how to write a comment on a blog, website or forum

This project is about connecting seniors with the world and one of the ways of connecting with others is
by communicating online. There are plenty of blogs, websites, news portals and social media where you
can look for the information you are interested in. There are also many forums and blogs for people who
want to discuss something they care about, are interested in or maybe want to find out about
something more. In this chapter you will learn the basic concept of leaving a comment online, because
the main part is to understand how online platforms work so that you could use this knowledge and
adapt to every situation.
For instance, the most popular sites where you can leave a comment are probably Facebook and
Twitter. On Facebook you can comment pictures, videos, shared articles and other people’s posts. You
can also express your opinion in interest groups and business pages. You can leave a comment almost in
all publications (except for those cases when the author of the text doesn’t allow commenting), so the
main thing is to understand where to search for a comment section and how to post your comment
online. Figure 28 illustrates photo commenting example.

Figure 36: An example of adding a comment on “Dial” project’s Facebook post. Red arrow illustrates the comment
section.
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1. Click Comment under the post or in the white box that says Write a comment.
2. Type your comment.
3. Press enter or return to publish it.

The comment section is available in all Forums and blogs (if the author wants the article to be
commented), so the idea of commenting is to express your views about an article, a video, a picture or
other person’s opinion. In order to express your mind, you have to look for a comment section. Usually
the comment section is under the article, scroll down the page to find the section and express yourself.
Figure 29 illustrates a random comment section of a senior blog.

Figure 37: Comment section example of a blog.

Another popular online commenting option is to comment a news article. For example, in BBC news
portal, you can read an article, and if you would like to express your opinion or read what others think of
it, you can search for the comment section. Figure 30 is an example of a news article’s comment section
on BBC homepage. The comments are as always at the bottom of the article.

Figure 38: Comment section example of a news article.
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1.5.

Sharing pictures and videos with friends and family online

There are many ways to share pictures and videos with your friends and family. You can send them via
e-mail, social media or via application such as WhatsApp or Viber. First of all, you have to decide,
whether you want to share directly from your phone, photo camera or from your computer.
Sharing from computer means that your photos are already on the computer. You can upload photos
from phone or photo came on your computer by using either a USB wire (that usually comes together
with photo cameras and phones) or by Bluetooth function. If you have a wire, you can connect it with
your phone and computer, make a special folder “Photos” and store your images there.
If you want to share a photo online, for example, on Facebook you have to log into your account, click
on your name on the upper right side of your profile. Then there is an option – create a post, where you
can also add photos. This is photo sharing online, and the photo will be seen by more people than just
your family members. Figure 31 illustrates the post making option. If you click on “Photo/video”, a new
window will open and you can choose the Folder on your computer that you made for your photos,
choose a photo, click on it and then click “open”. That is your picture is shared.

Figure 39: Making a Facebook post with photo sharing option.

Sharing from a phone is exactly the same, except for that part when you connect your phone with
computer, because all pictures are already on your phone. You can go on your profile and choose a
photo from your photo Gallery.
Sharing via WhatsApp or Viber is a bit different because you will choose a person who you want to send
the picture to. The options on your Smartphone or Computer don’t change a lot, the screen looks
basically the same, the only changes are that on the phone you tap with your fingers, but on the
Computer, you will use a mouse to click.
STEP 1: Choose a contact you want to share photos with. You have to tap on that person’s contact.
STEP 2: Click Attach

at the top of the chat or at the bottom (depends on the version).

STEP 3: Choose among:
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-

Photos & Videos
to pick a photo or video from your computer. You can send up to 30
photos or videos at a time.

- Camera
to use your computer's camera to take a photo.
- Document
to send a document.
- Contact
to send a contact.
If you choose a photo, then you can scroll through your gallery and decide which photo you want to
send. Finally, click Send

.
1

2
.

Figure 40: WhatsApp options to send a photo. (1) Attach file sign; (2) Gallery sign.

Sending photos from Viber is very similar, only the application looks a bit different.
STEP 1: Open a Viber message
STEP 2: Tap the camera icon
STEP 3: Choose the gallery option or scroll the list of recent images on the bottom of your screen
STEP 4: Choose the image you want to send
STEP 5: Tap the send button to send it immediately
Sending photos via e-mail is also an option. The basics are the same for all emails but as there are many
e-mail options out there, we will explain the basics that you have to know and you can adapt this
knowledge to your specific e-mail. So usually when you write an e-mail, there is an “add file” option. It is
either a text “Add files” or a sign that looks like this . When you click on that sign or “add file” text, a
new window will open and there you can look for your “photos” folder from your computer. Choose a
photo and send the email. Figure 33 illustrates some varieties of how an “add files” button can look like.
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Figure 41: File adding options in e-mails.

These options work for both sending photos and videos using social media, e-mail or applications. You
should always check who you are sending your information to, double check if the recipient is the right
one!
You can also share photos and videos that you have seen online with others. For example, Facebook has
a button “Share” under photos, videos and articles. If you click on that button, you can share it with your
friends and family either publically or individually. Under most of the posts (a post can be in a form a
picture, a video, an article or an opinion) there is a share option. Figure 34 illustrates the sharing option.

Figure 42: “Share” option on Facebook as a tool to share things that you like with your friends and family.

1.6.

The concept of chatting online

Chatting online means that you communicate in written form with others online. In order to do that,
you need an internet connection (either on your computer or on your phone) and an account on social
media where you can chat online, for example on Facebook. Chatting means that only the person who
you are talking to gets your messages, because that is a private conversation. You can also make a group
chat and talk with all of your friends in one conversation.
For example, in Viber and WhatsApp you can chat with your friend and during that chat it is possible to
send photos and videos. It is important to know that chatting online is free of charge, the only thing you
have to bear in mind is that you might need to pay attention to your data that is consumed by chatting
(related with Internet connection).
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When chatting on Facebook, you have to use a Messenger. Figure 43 illustrates the messenger function
on Facebook.

Figure 43: Symbol on Facebook that leads to Messenger. Messenger is a place where you can send messages to
your friends, also called as chatting. When you click on that icon, a list of your friends appears. You can choose one,
write a message and send by clicking “enter” button.

Figure 44: Messenger window’s view. You can write a message, add files and also use emoticons also known as
emoji or smileys.

In this chapter we explained the basic concept of chatting using Facebook Messenger example. You can
also chat on Skype or any other Social media. This knowledge can be adapted when using other
platforms for chatting, for example, it is becoming more and more widespread to use chat boxes in
online store homepages. When you want to buy something and you go on a homepage, a little chat box
tends to appear on the right side of the homepage. Sometimes it is an automatic machine that can help
you find basic stuff on their homepage, but sometimes there is a real customer service representative
who can answer your messages. You can always try that option but never share important and/or
private information on such chats! Bear in mind that it is not safe!
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1.7.

Making phone and video calls via internet

You can make a call using your phone and also your computer. Nowadays you can use internet
applications to make calls and call your friends and family who live abroad without paying. Further are
some examples.
Making a call via Facebook
STEP 1: Open the Facebook Messenger app.
STEP 2: Tap on the contact you want to call.
STEP 3: Locate the Call button on the top right corner. ...
STEP 4: If you don't have Facebook Messenger installed, you can still make and receive voice calls using
the Facebook app.

Figure 45: Video call and simple call buttons on Facebook. When you’ll click on one of them, a call will start.

To make a video call or a simple call on Viber or on WhatsApp you have to:
STEP 1: Open WhatsApp and/ or Viber application.
STEP 2: Tap CALLS. It's near the top of the screen.
STEP 3: Tap the "new call" button. It's the round, green button with a "+" next to a phone icon in the
lower-right corner of the screen.
STEP: 4 Tap the phone icon. It's next to the video calling icon to the right of the contact's name.
NOTE: To start making a call, tap the contact you want to call. Then tap "Free Call" and wait until your
call is connected. The app will indicate whether the other person you're calling is busy or offline.

29 | P a g e

Figure 46: WhatsApp call option illustrations.

To make a call via Skype:
STEP 1: Find the person you want to call from your Contacts
list.
Note: If you've synced your mobile address book with your Skype contact list, you can also make Skype
calls right from your device's contact list. Just tap the Skype button next to the person you want to call.
STEP 2: Select the contact you want to call, and then select the audio , or video
button. If you
want to make a group call, simply add another participant.
STEP 3: At the end of a call, select the end call
button to hang up. You can also quickly turn any
chat into a call - just select the audio

, or video

button from your chat.

2
3

1

4

Figure 47: Skype window and calling options. (1) Contact list; (2) Video call button; (3) Voice call button; (4)
Window for written messages.
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2. Online Security
While being able to connect with everyone virtually and finding interest groups seems fun and an
interesting way of widening your knowledge and spending time, it is also very dangerous if you don’t
know how to be safe online. There are various precautions that you have bear in mind when surfing
online, creating accounts and posting pictures and videos of you, your friends and family. In this chapter
you will learn basic security points that you have pay your attention to whenever you log into your
online account.
A safe password is the most important step when creating an account online. Whether it is your e-mail,
a blog or a social media account, you should always create a strong password for your account, as this
step considers your further safety online.
Chriss Hoffman (2015) states that “according to the traditional advice—which is still good—a strong
password:






Has 12 Characters, Minimum: You need to choose a password that’s long enough. There’s no
minimum password length everyone agrees on, but you should generally go for passwords that
are a minimum of 12 to 14 characters in length. A longer password would be even better.
Includes Numbers, Symbols, Capital Letters, and Lower-Case Letters: Use a mix of different
types of characters to make the password harder to crack.
Isn’t a Dictionary Word or Combination of Dictionary Words: Stay away from obvious dictionary
words and combinations of dictionary words. Any word on its own is bad. Any combination of a
few words, especially if they’re obvious, is also bad. For example, “house” is a terrible password.
“Red house” is also very bad.
Doesn’t Rely on Obvious Substitutions: Don’t use common substitutions, either — for example,
“H0use” isn’t strong just because you’ve replaced an o with a 0. That’s just obvious.”

Password creation is only one of all the steps you have to take carefully in order to be safe online. This is
applicable for all online presence – social media account passwords, e-mail passwords and any other
place where you can create a password. You should also never use your address, phone number, pet’s
names, and a family member name as a password, as this is the most common password choice, thus it
is not considered as safe.

2.1.

Securing your social media account

Apart from creating safe password for your social media account, you also have to secure the account.
Let’s take a look at some ways how it’s done.
Change your passwords regularly - it is recommended to change passwords of your accounts once a
month.

31 | P a g e

Be cautious about suspicious e-mails – there are some e-mails which are warning you whenever it finds
out that you have logged into your e-mail from a new device. For example, if you log into your e-mail
from your laptop all the time, the e-mail “knows it”, but if you log into your e-mail from another
computer, you will receive and e-mail message warning you that you have used another device for
logging in. IF you haven’t logged in from any new devices and still receive such e-mail, change your
password immediately, because that means that someone might have tried to log into your e-mail
without your permission.
Log out of social media accounts – whenever you have done your work on social media and you leave
the computer, always sign out of your account. If you sign out, no one else can log into your account and
see your private information. Staying online in a public place, for example, in a Library might be very
dangerous so don’t leave your account opened and unattended. ‘
Do not use auto login features for social media accounts - do not store your passwords and login
information in your computer's browser. If someone takes your computer or portable device, it will
allow them unlimited access to your social media accounts. Instead, it marks that you should always log
in and select after each session.
Think carefully about the incoming friend requests - you will receive many requests on social media from
people who want you to be a "friend." Be careful whose request you accept. Hackers and cybercriminals
often use this tactic to gain trust and then access their accounts.
Check who sees your posts - check your privacy settings to check who sees your posts. Likewise,
attention to what you share online is about what you publish online, as it always does, even if you have
activated your privacy settings. For example, if you are on vacation, you can inform the thief that you
are not at home and tell them that it's time to rob you. Figure 40 explains how to change these settings
on your Facebook account.
Facebook assistant informs: “You'll find an audience selector tool most places you share status updates,
photos and other things you post. Click the tool and select who you want to share something with. The
tool remembers the audience you shared with the last time you posted something and uses the same
audience when you share again unless you change it. For example, if you choose Public for a post, your
next post will also be Public unless you change the audience when you post. This one tool appears in
multiple places, such as your privacy shortcuts and privacy settings. When you make a change to the
audience selector tool in one place, the change updates the tool everywhere it appears.”
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Figure 48: Facebook option to choose the audience who sees your posts.

Ask permission before posting information about others – “Etiquette is an essential part of the social
media experience. Some individuals may share different thoughts about the type of content they see as
appropriate to post or view online. While sharing a cute toddler photo of your teenage granddaughter
may seem silly and innocent to you, it is best to ask permission first before posting something private
about another person” (©Stannah, 2017).
Online information is forever – everything that is posted online will stay online. You can delete that
information and even accounts, but people still can make screenshots of that information and store
somewhere else. Bear in mind this information whenever you post something online.
Ask your children, grandchildren and friends for help - most of millennials are so good at using social
media that there probably isn’t anything they don’t know about social media, so don’t hesitate to ask
them for help and advice whenever you don’t feel sure about your actions online.

2.2.

Setting up security e-mails

Setting up security e-mails is a must do process of registration online on many online platforms. It
means that when you register either a new e-mail account, a social media account or even you register
on a page where you can make purchases online, you also have to type in a security e-mail which you
will you use in case of emergency.
With emergency we mean for example those times when you forget your password. It is normal to
forget passwords as there is a lot information that we have to keep in our heads. Whenever you forget
your password, there are options how to retrieve it.
For example, you can always click on an option “Forget password?” or “I forgot my password”, it
depends on each portal developer’s choice how this information is displayed. Figure 41 illustrates a few
examples of different online portals with the “Forget password” option.
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Figure 49: Examples of “Forgot password” buttons on different online portals.

This option means that you don’t have to worry about forgetting your password as there is an option to
retrieve it. When you click on that button, they will usually ask for your e-mail address to send your new
password to. At this moment, you have to remember which e-mail you chose to register in the particular
online page. Sometimes they will ask for your security e-mail (if you forget e-mail’s password), in that
case it is recommended to use either your second e-mail as a security e-mail or choose someone you
trust (your partner, your children, grandchildren or a close friend) whose e-mail you can use a security email.
Security e-mail is the one where the online account will send the new password to whenever you click
on the “forgot password” button. Sometimes there are even security questions in order to get a new
password, for example, when you register they will ask you a security question to which only you know
the answer and you will save it. Whenever you will forget the password, they might ask you this security
question. Use a question that you will definitely remember, for example, your childhood address or
grandmother’s second name etc. Don’t ask a question “What is my surname?” because it is easy to
guess these answers in case a fraud tries to hack your private data.
If you ever get an e-mail “Did you log into your account from another device today?” it means that
either you really logged into your account from for example library’s computer, or someone is trying to
hack your e-mail and this message serves as a warning. If something like that ever appears in your e-mail
or you experience suspicious actions online with your account, change your password immediately.
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2.3.

Concept of fake news and profiles online

Each user of social media and internet as such should be aware of the concept “fake news” and “fake
profiles” of online world.
Fake news are “false stories that appear to be news, spread on the internet or using other media,
usually created to influence political views or as a joke” (by Cambridge dictionary). Today there is so
much information created and spread daily that it has become very easy to spread fake news, or in
other words, false information. Unfortunately, those news are usually scandalous or very provocative
that’s why that have been so successful in terms of spreading world-wide. Some platforms have already
begun to address this issue and work to solve this problem, but there are still many ways to use the
social network to spread fake news.
Fake news usually appear as regular news but we all should know a few tips how to recognize fake news
in order not to fall for that misinformation. For example, there might be some news that are “kind of”
spread by official news platform, but if you look closer that is not the correct and official platform that
spreads the news.
There are some tips to spot fake news (©webwise.ie):
1. Take a closer look
Check the source of the story, do you recognize the website? Is it a credible/reliable source? If
you are unfamiliar with the site, look in the about section or find out more information about
the author.
2. Look beyond the headline
Check the entire article, many fake news stories use sensationalist or shocking headlines to grab
attention. Often the headlines of fake new stories are in all caps and use exclamation points.
3. Check other sources
Are other reputable news/media outlets reporting on the story? Are there any sources in the
story? If so, check they are reliable or if they even exist!
4. Check the facts
Fake news stories often contain incorrect dates or altered timelines. It is also a good idea to
check when the article was published, is it current or an old news story?
5. Check your biases
Are your own views or beliefs affecting your judgement of a news feature or report?
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6. Is it a joke?
Satirical sites are popular online and sometimes it is not always clear whether a story is just a
joke or parody… Check the website, is it known for satire or creating funny stories?”
There are also fake profiles online. If you make a profile with your name and surname, and you operate
through that mail as you, it means that it is a real profile; however there are a lot of people who create
fake profiles with other people’s names and surnames and act online as different people. These fake
profile owners even steal photos of others and post them on their fake profiles. It is something similar to
identity theft, therefore you have to be careful online for two reasons regarding this issue:
a. If you spot a fake profile online, don’t accept friend requests from such profiles and most
importantly, you have to report to the platform’s authorities that you have spotted a fake
profile.
b. Someone can steal also your photos, so if you spot something like that, mention to all of your
friends online that there is someone using your identity and ask their help to report that fake
profile. More reports will draw more attention to the fake profile and authorities will act
accordingly.
According to Vishwanath (2018) “over six months in late 2017 and early 2018, Facebook detected
and suspended some 1.3 billion fake accounts. But an estimated 3 to 4 percent of accounts that remain,
or approximately 66 million to 88 million profiles, are also fake but haven’t yet been detected. Likewise,
estimates are that 9 to 15 percent of Twitter’s 336 million accounts are fake.” During a research about
fake profiles, it was observed that only 30% of people who were invited online by a fake profile declined
the request.
One thing is clear – if you will accept friend requests only from people who you are familiar with in real
life, you will be saved from fake profiles. But if you do decide to start a virtual friendship online with a
stranger who you have common interests with, be sure you don’t give out your personal information,
too many details about your private life. Also check if that person has many real friends or fake friends,
do they have various photos or just one. It is also O.K. to ask your friend’s opinion about a particular
profile – whether it is fake or not.

Figure 50: Vishwanath (2018) research data about people reaction to a fake profile friend request.
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2.4.

Recognizing virus-related posts online

Another important tip for safe surfing online is to recognize and avoid virus-related posts online. When
talking about internet and viruses, it is meant that there are some kinds of malwares that are designed
in various ways that you might not even recognize them and by accident let them into your device and
infect it. Infection would emerge as a malware that could slow down your device, delete information
from your device or even damage it so seriously that you would need serious help from IT professionals
to recover your device.
Some internet messages don’t look like viruses, but they seem to be very appealing so you would click
on them thus letting the virus into your device. There are messages that are actually spam messages; for
example, you receive a message from your friend “Hey, this is a video of us from years ago. You won’t
believe how funny it is”. You will be intrigued to check it and at the moment when click on it – there is
no video, nothing might happen at that moment but later your friends might also receive exact same
message from you, although you will not send it yourself. This means that by opening that “video”
message, you have been infected and now you are also spreading the virus. The virus might be very
different – it might steal information, delete information or do something else depending on what the
virus developer’s intentions are.
Be careful with such messages! They usually appear like texts with videos, photos “of you” from the
past, although that is not true. You can receive a message “Here is a 70% discount for your next flight
with company X” – that message is either a spam or a virus, because such coupons are not handed out
like this.
If you have noticed Facebook Messenger video virus affecting one of your friends, do not ignore it! Let
them know and suggest them to scan their computers to detect the malware. Also, consider advising
them to post a message on their wall, asking people not to open the video. Spreading the knowledge is
the only way to put an end to Facebook scams and viruses that promote them.

Figure 51: An example of a virus related message on Facebook.
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Here are some tips to stay safe online:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Do not reply to text messages from unknown parties.
Do not send private information via text messages.
Never reply to a message asking you to provide personal information.
Never change your password, issue a payment, or perform other sensitive tasks because you
were instructed to do so in a text message.
Run security software on your smartphone.
Keep technology up to date.
Do not share your cell-phone number on social media or anywhere else online.
Never click a link sent to you via text message unless it is from a trusted sender.
Check your phone bill.

2.5.

Concept of closed groups on social media

On social media platforms where it is possible to create interest groups, there are usually two types of
groups – closed and public groups.
According to Black (2018) “A Facebook Group is a place for group communication and for people to
share their common interests and express their opinion. They let people come together around a
common cause, issue or activity to organize, express objectives, discuss issues, post photos, and share
related content. Anybody can set up and manage their own Facebook Group, and you can even join up
to 6,000 other Groups.”
Public group means that everyone sees who is in that group, everyone can post their thoughts and also
everyone can read them (even people who are not in that group). That is the concept of public groups. It
is usually made by businesses, in order to attract more customers by letting them be informed about
everything. Of course there are some other reasons why group is public, but the main is to understand
that there is a difference between closed and public ones.

“A Group can be more private than a Page since the creator has the option to make it closed. When a
Group is closed, only those who have been invited to the Group can see the content and information
shared within it.
An example of a Group might be team members who are working on a project together and want to
communicate with one another more efficiently.
By creating a Group, the team is given a private forum to share ideas on the project and post updates,
just like with a Page. Still, all information is shared only with those within the Group once it's made
closed. Others will still be able to see that the Group exists and who are members, but they will not be
able to see any posts or information within the closed Group unless they are invited.” (Black, 2018).
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Figure 52: An example of Facebook group privacy options.
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3. Social media communication and collaboration
This chapter will be dedicated to introduce you with the basic actions and processes that can be
performed on Facebook, WhatsApp, Viber and Skype.

3.1.

Facebook

How to search for people on Facebook?
STEP 1: Log into your account.
STEP 2: At the top of your account there is a Search bar. Click in it and start typing the person’s (our
group’s name and Facebook will show you options to choose from, because there might be more than
one person with the same name and surname.
STEP 3: Click on the person (or group) you were searching for. You have found what you were looking
for!
NB! If you cannot find that person (or group) it means that the person (or group) is not on Facebook
anymore or has never been registered; has changed the name or characters so you cannot find them by
their real name (i.e. instead of Anna Steel she has named herself as Anna Sunshine so you cannot find
her).
1
2

Figure 53: Searching process. (1) The search bar. (2) Typing in names you are searching for and choosing and
option.
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How to add and remove friends on Facebook?
STEP 1: Search for a particular person in the Search bar. You can search for a person that is already your
friend and also for a person that you would like befriend with.
STEP 2: If you want to unfriend someone, in the searched options appears the person you have been
looking for. Click on the black arrow next title “Friends” and choose “Unfriend button”. That is how you
unfriend someone.
STEP 3: If you want to befriend someone, after searching for the person, click on the “Add friend”
option. The Facebook will send an automatic invite to that person.

Figure 54: Unfriend button on Facebook.

Figure 55: “Add friend” option on Facebook.
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If someone has asked you to become their friends
STEP 1: When you will receive a new friend request, a notification will show up and will be read! Click on
that notification at the upper part of your account.
STEP 2: You will see a person’s name and surname who has invited you. You can choose either
“confirm” or “not now”. You can also reject the request.

Figure 56: Facebook notification about a new friend request and confirmation option’s illustration.

What is the difference between Facebook groups, pages and private accounts?
A Facebook group is a place where you can look for information that you are interested in. These
groups are different; it can be a group for all people from a small town or a group for people who like
to knit. You can create a group for anything! You look potato salad? Let’s make a group for that 
There are thousands of groups on Facebook, all you have to do, is to type your interests in Facebook
Search bar and you can find a group. There are some groups which are not public, it means that in
order to see what people are talking about in such groups, you have to send a request that you want
to become a member. When the administrator of the group will have checked your request, you will
get a notification that you have been added.
A Facebook page is a public profile specifically created for businesses, brands, celebrities, causes, and
other organizations. Unlike personal profiles, pages do not gain "friends," but "fans" - which are
people who choose to "like" a page. For example, our project “Dial” has a Facebook page not a
group. You can search us on Facebook and follow our page, see the news and other information that
we share on that page. You can be an active follower and comment, like and share our posts.
A private account means that it is neither a page, nor a group. It is a profile of an individual, for
example, of you. If you register on Facebook, you have a private account that has your name and
surname. That is your profile. You, as an individual, can have interests thus you can apply and
become a member of Facebook group and follow a business, project or cause that you are interested
in, for example, your Account (or in other words – you!) can follow Dial Page on Facebook.
What is “Activity Log” on my Facebook account?
Only you can see your activity log, but stories in your activity log may appear other places on
Facebook, like on your timeline, in search or in your friends' News Feeds. Activity log can be found on
your profile. You have to click on your name when you are logged in, on the upper right side.
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Figure 57: The upper right side of your profile. Your name is next to the “Home” button.

Then your profile’s wall appears and you have to click on the button “Activity Log”.

Figure 58: Activity log button.

The Activity log will show you your activities on Facebook, what photos have you liked, shared or
commented, what have you posted on Facebook and who has mentioned your name in other posts.
You can see that someone has “tagged you” in a photo that you don’t like. For example, a friend of
you posted a photo online from a day when you both met. You don ‘t like that picture or you don’t
want people to know that it was you, so you can remove your tags in this section by clicking on the
small pencil next to every section that appears there.
What is notifications tool?
The notifications tool is on the upper Facebook bar and is illustrated as a bell. Whenever you will get
a new notification, that bar will turn Red and show the number of new notifications you have. Figure
51 illustrates that button.

Figure 59: The notifications tool.

Notifications can be of various types – someone has commented on your photos, videos or posts.
Someone has liked your posts or someone has mentioned your name somewhere on Facebook. You
can receive reminders about your friends’ birthdays etc. Whenever you get a notification, just click
on it and see what’s new!
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How to send a private message to someone on Facebook?
To send a message, you have to choose a special message button on the blue bar which uppers on
the upper right part of your profile.

Figure 60: Messenger bar on Facebook.

When you click on it, a list of people appear. If you click on one of them, you will be able to send a
message. If no one appears (due to the fact that his might be one of the first times you use
messenger), you can search for the person you want to contact.
To send a direct message on Facebook on a computer:
1. Click
at the top right of the screen.
2. Click New Message.
3. Start typing a name into the To field. Names of friends will appear in a dropdown.
4. Select the person or people you want to message.
5. Type your message, and then press enter to send.
You can also message someone by clicking Message at the top of their profile.
How to send a group message on Facebook?
With group messaging, you can converse with more than one person in a single Facebook chat box.
To send a group message on Facebook on a computer:
1. Click
at the top right of the screen.
2. Click New Group.
3. Choose friends from the list who you want to chat together with.
4. Click on “Create”
5. Type your message, and then press enter to send.
You can also message someone by clicking Message at the top of their profile.
How to make a public post on Facebook?
To share something on Facebook:
1. From the top of your News Feed or timeline, click

Make Post.

2. Add a text update or click the type of post you'd like to share
(example: Photo/Video, Feeling/Activity).
3. You can also:
o

Add a photo or video.

o

Add a location.

o

Tag friends.
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o
o

Add a sticker.
Add how you're feeling or what you're doing.

4. Choose where you'd like to share your post. If you add a photo, video or text with a background
as your post, you'll also have the option to share to your story. Click to select News Feed, Your
Story, or both:
o

News Feed: Your post will show up in News Feed and on your timeline.

o

Your Story: Your story will be visible to your selected audience for 24 hours.

5. Click

next to News Feed or Your Story to select an audience for your post.

6. Click Share.
You can also share something directly from the main Wall of Facebook. At the top of the page is a
window that asks you “What’s on your mind?”
Click on that text and the Facebook will open a new window for you to write your message, post a photo
or video or a link from a news article. Figure 54 illustrates that window.

Figure 61: “What’s on your mind” window on Facebook’s main wall.

How a business page can invite me? What are sponsored posts and cookies?
Sometimes when you go through Facebook and click “like” on a post on Facebook, you may later
receive a notification that a page has invited you to like it. It means that, for example, if you have
liked a photo, it might have been a photo from a Facebook page that belongs to a photographer. The
owner of that page receives a notification that YOU have clicked “like” on that picture. The owner
would like to have you as a follower of his page so that you would be able to see other new beautiful
photos. That’s why you can receive such notification. You can choose to like the page or decline the
invitation.
You may come across sponsored posts on Facebook, it means that someone has paid for Facebook
Ads in order to promote their page. That post might appear on your page and sometimes you don’t
even notice it. All sponsored posts have a text “Sponsored” on them. If you don’t want to see those
posts, you can click on them and Hide the Ad or even Report it (if there is inappropriate content in it).
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Figure 62: Sponsored post on Facebook and the options to hide the Ad and Report it.

There is also such concept as “Cookies” online. It means that a Page (any page, it is not just
Facebook) remembers what you clicked on when you were surfing on their page. For example, if you
were checking out new boots online, later when you go on Facebook, you will see ads with similar or
exactly those boots that you clicked on. It means that the cookie is following you to the page where
you spend most of the time and reminds you of your interests – in this case – the boots!
How to like, share, report and comment something on Facebook?
Mostly all posts on Facebook can be commented, liked (or you can choose among other emotions),
shared and reported. Figure 63 is a screenshot of a typical Facebook post and all the options that are
mentioned above can be done with the buttons that arrows are pointing at.

Figure 63: Options on Facebook post – sharing, commenting, liking and reporting.
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3.2.

WhatsApp

How to send and receive message on WhatsApp on a Smartphone? (On your Desktop the functions and
steps don’t change)
STEP 1: Tap Contacts or swipe left to view your contacts.
STEP 2: Tap the contact to whom you'd like to send a message.
STEP 3: To send an emoji, tap the smiley face on the left of the message field. To switch back to your
keyboard, simply tap the mini keyboard icon that has replaced the smiley face.
STEP 4: Tap the send icon on the right of the message field. It's the green circle with a white paper
airplane inside.
If your message is sent, there will be two grey “Ticks” at the end of the message. If those ticks become
green, it means that the person has read your message. Figures 64 and 65 illustrate the messaging
options on WhatsApp.

Figure 64: Choosing the recipient for a message on WhatsApp.

Figure 65: Writing a message, choosing emojis and sending the message on WhatsApp.
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How to create a group chat on WhatsApp?
STEP 1: Tap the menu icon on the top right of the screen. It's the three vertical dots.
STEP 2: Tap New group.
STEP 3: Type a group subject in the "Type group subject here…" field.
STEP 4: Tap Next on the top right of the screen.

Figure 66: Menu button on WhatsApp.

Figure 67: Creating WhatsApp group chat.

STEP 5: Type a contact's name into the field.
STEP 6: Tap a contact to add them to the group.
STEP 7: Repeat steps 1 and 2 to add more contacts.
STEP 8: Tap Create on the top right of your screen to create your group chat.
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Figure 68: Adding contacts to the group and creating it.

How to send photos and videos on WhatsApp?
Tap the attach button. It's the paperclip on the top right of your screen.
STEP 1: Tap Gallery.
STEP 2: Tap the category that holds the photo you'd like to send.
STEP 3: Choose the photo that you'd like to send.
STEP 4: Add a caption if you'd like.
STEP 5: Tap Send.

3.3.

Viber

How to invite contacts to use Viber?
STEP 1: Open Viber application on your phone.
STEP 2: Tap the CONTACTS tab. This button is located at the top of your screen. It will open a list of all
your contacts

Figure 69: Contacts tab on Viber application.
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STEP 3: Tap ALL at the top of your CONTACTS list. This option will show a list of everybody in your phone
contacts, including those who don't have Viber yet.

Figure 70: Button for all contacts on Viber.

STEP 4: Tap the contact you want to invite. This will open a new window with your contact's
information.
STEP 5: Tap the purple Invite to Viber button. This button is located below your contact's name and
profile picture. A list of invitation methods will slide in from the bottom of your screen.

Figure 71: Contact inviting to Viber.

STEP 6: Select an app to send your invitation. You can use an instant chat app, social media, a text
message or email to send your invitation.
STEP 7: Send your invitation using the selected app. This will send an invitation link to your contact, and
ask them to sign up to Viber via your invite.
How to send and receive messages on Viber?
STEP 1: Open Viber and select the Chats tab
STEP 2: The first time you want to message someone, tap on the plus icon
screen

at the bottom of the
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OR find the contact you want to message from the list
STEP 1: Type the name of the contact you want to message in the search box
STEP 2: Tap on the contact's name to start a new chat
STEP 3: On the chat page, you can compose your message by typing in the message box at the bottom
of the screen.
Viber support page states that: “When you send a message on Viber you can see the status of your
message from when you have sent it until it is opened by the recipient. See the explanations below for
each status.
Tap the send button

and watch your message go through the stages.

See the delivery status of your messages by the ✓ next each message.
✓ - Sending. This status will appear immediately after you send a message.
✓✓ - Delivered. This status will appear when your message has been delivered to your recipient’s
phone.
✓✓ - Seen. Purple checkmarks will appear when your recipient has read your message.
Delays in delivering your message
If you see that your message was sent but not delivered it could be because:
The recipient is not connected to the Internet and can't receive messages
The recipient's phone is off
The recipient's Viber app is turned off”
How to set up a group chat on Viber?
STEP 1: Tap on the plus button at the bottom of the screen
STEP 2: Tap on New Group
STEP 3: Select contacts to join your chat (you will see the contacts you have added at the top of your
screen)
STEP 4: Tap the check mark at the top of the screen when you are done.

Figure 72: Creating a group on Viber.
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STEP 5: Tap on the Add participants button
at the top of your screen or swipe left to access the
chat info screen
STEP 6: In the info screen tap on Add participants

STEP 7: Select contacts from your contacts list to add to the group
STEP 8: Tap on the check mark at the top of the screen when you are done.
How to send a message in a group?
Sending messages in a group chat work the same way as creating a private message.
How to send a photo on Viber?
Take and send a new photo
STEP 1: Open a Viber message
STEP 2: Tap the camera icon
to take a photo
STEP 3: Press the capture button
to take your photo
STEP 4: Tap the send button to send it immediately, or edit it now Send a photo from the gallery
STEP 1: Open a Viber message
STEP 2: Tap the camera icon
STEP 3: Choose the gallery option or scroll the list of recent images on the bottom of your screen
STEP 4: Choose the image you want to send
STEP 5: Tap the send button to send it immediately, or edit it now

3.4.

Skype

How to login Skype?
STEP 1: Open Skype and click or tap Skype name, email or phone.
STEP 2: Enter your Skype name, email or phone and select Sign in.
STEP 3: Enter your password and select the arrow to continue. You're now signed in to Skype.
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How to find new contacts/remove and block contacts on Skype?
To block contact:
STEP 1: Select Search Skype.
STEP 2: Type the name, Skype name or email of the person you want to chat with.
STEP 3: Select your friend from the search results and you'll be taken to a conversation window.
STEP 4: Type a message to your contact and select the Send
button.
You will only be able to send up to 10 messages to them and images will be blurred until they accept
your request.
To block a contact:
STEP 1: Sign in to Skype.
STEP 2: Select the person you want to block from your Recent list, or select Contacts to search for and
select them.
STEP 3: From the top Contacts menu, select Block contact.
STEP 4: A message box appears with the prompt: “Are you sure you want to block [name of contact]?”
STEP 5: Click Block.
To delete / remove a contact on Skype:
STEP 1: Find the contact you want to remove, use the Search function at the top of the screen and enter
their name, Skype Name, email address, or phone number. Alternatively, use the Contacts tab or the
Recent tab to find the contact there.
STEP 2: From the left, tap on the contact you'd like to remove or block and click on their name on the
top right. A drop down menu will appear, tap View profile.
STEP 3: In the profile view, you can select to Block or Remove the contact. You may need to scroll down
to see it.
How to chat without calling on Skype?
STEP 1: In the list of contacts, double click the name of the friend you want to send a message to.
STEP 2: Your friend’s profile now appears in a new window. At the bottom of this window, there’s a text
box. Type your message in this box and press enter to send it – for free. The default method of sending
the instant message is via Skype.
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Figure 73: Skype contact list and chat window.

If your friend picks up your message while you’re still online, they can immediately respond to you, so
you can carry out a written conversation.
How to call someone on Skype?
STEP 1: In the list of contacts, double click the name of the friend you want to call to.
STEP 2: At the new window click on the phone button. The call will start. You can choose whether to call
with video camera or without it.
2
1

Figure 74: The call button on Skype (1) and video call button (2).

When you click on calling (either with video or without it) you’ll hear a ringing sound (like a
telephone) while Skype attempts to get in touch with your friend’s computer. The window now
shows your friend’s profile picture. Below this, in a smaller box, is the view from your own webcam.
Once you’re finished talking to your friend or just gazing longingly into each other’s eyes, you can
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hang up by clicking on the red handset icon (End call). Your call and conversation history will be
saved.

1

2

3
Figure 75: Video calling window. (1) Your partner’s video. (2) Your video. (3) a button to hang up to the call.

If you want to answer a call you will see a call alert on your screen. To answer the call click on Answer, to
video call click on Answer with video, if you don't want to answer the call then click on Decline.

Figure 76: Window that appears when someone calls you on Skype.

How to exchange files on Skype?
STEP 1: Select the contact or chat you want to send something to.
STEP 2: In the chat window, you can:
= Send an emoticon
= Send media or files
alternatively, you can drag and drop a file into Skype to share it to your chat.

Figure 77: Options to send files on Skype – photos, files, video files, other contacts and emoticons.
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How to understand the status on Skype (who is active, away, do not disturb etc.)?
Skype Status appears next to a contact’s profile as a little symbol. Here is the list of meanings for each
symbol by Skype Support page:
Status

Description

Online
This is your usual setting when you first sign into Skype. Your contacts can see that you’re
online and can contact you. Instant messages will be delivered to you straight away.
Away
Your contacts can see that you’re signed in to Skype but not necessarily at your computer.
Instant messages will be delivered to you immediately and your contacts can still try to call
you.
Do Not Disturb
Your contacts can see that you’re online but you don’t want to be disturbed. They can still
send you instant messages and call you, but you won’t be alerted with sound.
Invisible
You’ll appear to be offline to all of your contacts, but you can still use Skype as usual. It’s a
good way to continue using Skype but not be disturbed by instant messages or calls from
your contacts.
Offline
Automatically displayed when you’re not signed in to Skype. You can also set your status to
offline by clicking your status icon and selecting it from the list.
When offline, you cannot send instant messages or make or receive calls. Instant messages
sent to you will be available when you sign on, independent of the sender's online status.
This option is not available for Skype for Web.
Calls forwarded
Appears next to a contact if they’re not available but have call forwarding or Voice
Messaging set up.
If you set up call forwarding on your own Skype account, calls can be forwarded to your
work, home or mobile phone when you can’t take them online, so you need never miss a
Skype call.
This feature is only available on Windows desktop or Mac.
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Contact request pending
Appears next to a person you added to your contact list, but you’re still waiting for them to
accept your contact request.
Blocked
Appears next to a contact you have blocked.

How to create a group on Skype?
STEP 1: Click on the name of one of the contacts with whom you want to chat.
STEP 2: Click the "+" button on the main contact window and select "Add People."
STEP 3: Double-click the names of the people you want to include in the chat and click "Add."

How to check if the microphone works fine (Echo test call)?

To check your microphone’s quality, you have a contact – named “Echo sound test service”. This is an
automatic contact for all Skype users. You have to click on this contact and make a call. The Echo
person will start to talk with you, they will tell you that after the beep you have a few seconds to say
something. They will after that reply your message. If you hear yourself, everything is Ok, but if there
were other noises or you didn’t hear anything, it means that your microphone is not working and when
you’ll make a call, no one will hear you.
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