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1. Microsoft Teams 
Joining a meeting 

A. Join A Teams Meeting From The App

From you Calendar, select Join on a meeting before it’s
 started, or one that’s in-progress.
OR
Click on the Teams invite link sent to you via email

Turn on your camera, select Background filters, and 
choose how you’d like to appear:

Select a custom background or blur if you wish.

Choose your audio settings and volume. (The pre-sets are normally fine)

Select Join now.

B. Join a Teams meeting on the web

In your email invite, select Click here to join the meeting.

You can also use a dial-in number and conference ID from the email to join.

You have three choices:
1. Download the Windows app: Download the Teams desktop app.

You may already be using Microsoft Teams on your computer to remotely join meetings 
and collaborate on projects with colleagues. But Teams is also available as a mobile/iPad 
app if you ever need to use it on the go. Available for iPhones, iPads, and Android de-
vices, the Teams app lets you set up or join a video or audio call, chat with people, and 
share files.
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2. Continue on this browser: Join a Teams meeting on the web.
3. Open your Teams app: If you already have the Teams app, go right to your meeting.

Type your name. 

Choose your audio and video settings.

Select Join now.

Depending on meeting settings, you’ll get in right away, or go to a lobby where someone 
in the meeting will admit you.

Creating an instant meeting 

Tap “Calendar” at the bottom of your screen

To start a meeting instantly, tap the video image at the top left of the screen

Then tap “Start meeting” or “Join meeting”

When the meeting has started, tap “Add participants” to invite people to join you
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Once the meeting starts, you can immediately start inviting people in your organization 
by typing their name into the “Invite Someone” field in the top right.

The floating menu bar at the bottom gives you quick access to various information panels 
and controls. From left to right, you can view the current duration of the meeting, toggle 
your camera, toggle your microphone, share your screen or various apps, access more 
controls like recording and device settings, raise your hand, view the text chat for the 
meeting, show participants, and end the call.

While you can schedule meetings in the Teams mobile app, this “Meet Now” feature is not 
currently available on either the Android or Apple versions of the app. Fortunately, you 
can still use Teams to make audio and video calls with anyone inside your organization. To 
make a call in Teams, navigate to the Home page of the Teams mobile app and select 
More > Calls > Make A Call, enter the name of your contact, and select either the “Vid-
eo” or “Audio Call” option. 
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D. Schedule a Teams Meeting

Tap “Calendar” at the bottom of your screen
Tap the “+” button at the top left of the screen

Give your event a title

Tap “Add participants” and enter 
the email addresses of the people 
you would like to join.

Select the time you would like the 
meeting to start and end.

When you are ready tap “Done”

Bare in mind this layout may be a 
little different on an iPad 

Tap “Done” to send the invite.
The meeting will be added to your calendar.
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View meetings in the Teams calendar - iPad

E. Microsoft Teams Features 

View Meetings In The Teams Calendar - Desktop

On the iPad Calendar the meetings are displayed on the left to be opened in the 
central panel. This is here you can select to join.
On the desktop Calendar if you click on the meeting to join a meeting 
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Edit or delete a meeting

F. In call features 
Background filters

To edit or delete a meeting 
you will need to select the 
meeting by clicking the icon.

Select the edit option.

Change any meeting details 
by selecting the information 
you wish to change and 
correcting it.

Once changed click saved or 
done. 

This may issue a new invitation 
to attendees if the meetings 
time or date has been 
changed.

Background filters are often used to 
allow participants of a teams meeting 
to focus on a person or speaker.
You have the option to change your 
background (similar to a green screen), 
or to blur your background whilst 
on call. It is not necessary but adds 
professionalism. 

To add a background filter before 
joining a meeting you must select the 

Option ‘background filters’ circled above. 
This will bring up the options to blur or 
select an image from your device.

If you are already in the meeting 
you select the ellipsis to access the 
background filters option. This will bring up 
a preview panel demonstrating what your 
video image will look like in the call before 
you confirm.
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G. Sharing Your Screen  - Desktop

Sharing your screen in Microsoft 
Teams is an extremely effective tool 
which allows you to live share your 
devices display. This can be used for 
presentations, sharing images and 
more.

To share your screen you will need to 
select the icon with an upwards arrow 
over a box. This Share Screen icon 
will bring up a panel with different 
options. 

The recommended way to share your 
screen from a desktop is to select the 
specific document(window) that you 
would like to share. This will guarantee 
that only the chosen document will 
be visible during the video call. 

How to - 
- Select the share screen icon
- Select the first presenter mode and 
the window option 
- From the windows that will be 
listed (the tabs and documents you 
have open at the time) select the 
document you wish to share
- A final panel will ask you to confirm 
the share screen option 
- Once you are sharing your screen 
there will be a red box around what 
you are sharing.
- To stop sharing go onto the teams 
call and press the stop sharing icon 
on the central navigation panel. 

Important to note - If you are sharing your screen in 
Miscrosoft Teams to play a video or audio you must 
check the ‘include system audio’ box. Without this 
step you will only be sharing visual content.
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H. Sharing your screen - iPad

Sharing your screen in Microsoft Teams for iPad is slightly different. To share your screen 
you will need to select the icon with an upwards arrow over a box. This Share Screen icon 
will bring up a panel with different options. 

How to -
- Select the share screen icon
- Select the ‘screen’ option for iPad sharing. 
- A screen recording panel will pop up with an option to start the broadcast at the 
bottom. Click this and it will share the entire iPad screen. 
- To bring up what you wish to share you must press anywhere on the screen once more
- Navigate the iPad as usual, finding the app, document or image you wish to share.
- Once you are sharing your screen there will be a red circle icon at the top of your screen 
to indicate when you are sharing.

- To quickly stop sharing click the red circle icon and it will show stop broadcast.
- To stop sharing go onto the teams call and press the stop sharing icon on the central 
navigation panel. 

Example 
of the 
red box 
around 
live screen 
sharing 
content.
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I. Recording A Meeting 

Recording a meeting in Microsoft is a simple 
function. On the navigation panel at the bottom 
of a video call there will be a record button. If 
there is not it may be because the feature is not 
enabled in your teams settings, or because you 
are a meeting participant rather than host.

Recording a video call meeting means that you 
will have both the video and audio content 
saved. Perfect for presentations and events. 

How to -
- Select the record icon either located on the in call navigation bar or on the drop down 
menu of the ellipsis (three dots)
- Once selected you receive a notification informing you that you are now recording. 
- The recording icon now showing on the navigation bar will have a timer next to it 
showing you in real time how long it has been recording for. 
- The recording is ended in the exact way it’s started by clicking ‘end recording’ with the 
red icon next to the words.
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J. Leave A Meeting 

As the host of a meeting it is 
important to note that you have 
two options when leaving a 
meeting.

“Leave” Which means just you 
will exit the meeting leaving oth-
er participants there.
OR
“End meeting” Which will end 
the meeting for all participants.

If you are a participant and not 
the host you will likely just have 
one option to leave.

To access the recorded footage, post meeting you will need to click on the meeting in 
the chat panel.

This will bring up the option to view and download the footage.
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2. Zoom 
Similar to Microsoft Teams Zoom is a web-based video conferencing tool. It has a desktop 
application and a mobile app, that allows users to meet online, with or without video. 
Zoom has many features and is a great platform for hosting a group meeting or delivering 
group activities. You can record sessions, collaborate and share screens. 

A. Signing in
To set up a meeting you will need an account 
If you don’t already have a zoom account you will need to sign up via 
https://zoom.us/freesignup/
If you have an account you will need to login and go to the homepage.

To set up a meeting for other people to join you will need to create a unique meeting link 
and ID. 
On the free zoom package you can call from 1-100 participants in a meeting. The 
meeting will also cap at 40 minutes, of course if you would like to talk for longer you can 
end the call and start a new call resetting the 40 minute clock.
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B. Instant meetings on an iPad
To start your own Zoom call you will 
need to have made a Zoom account 
and the Zoom app downloaded. 
Once you’re signed in to your account 
on the app, you are ready to create 
an instant video call. 

Click the downward arrow and 
select start with video, then click new 
meeting to start your call. Once you 
have opened a meeting you can then 
proceed to invite people to the call.

Can you use Zoom on a computer, phone, or tablet?
The answer is yes, you can use the video calling feature on all three devices 
providing you have the Zoom app downloaded. However if you are hosting a 
group meeting on zoom it’s easier to manage this from a computer.
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C. Scheduling a Zoom Meeting - Desktop

This is the 
screen shown 
when you’re 
logged in and 
you select your 
profile.

Once the 
meetings tab 
is selected this 
is the screen 
shown. The 
second red 
circle show 
the schedule 
a meeting 
button. Select 
this button 
to create a 
meeting.

The blank 
Zoom meeting 
‘form’ on the 
left is what 
will show one 
you’ve clicked 
schedule a 
meeting.
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Fill out meeting 
information 
such as Name/
Date/Time/
Duration

Scroll down 
There are 
many 
additional 
call settings 
that you can 
decide from. 
Such as the 
option that is 
circled.
Once all filled 
out click the 
save button 
circled at the 
bottom.

This will be the 
next screen 
you see after 
you have 
clicked save 
meeting.
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To start the meeting 
To start the zoom meeting you will need to be in the meetings tab of 
your zoom account. 
Click the ‘start’ button that will show next to the pre scheduled 
meeting, when you hover over the title.
Once you’ve clicked start, the meeting will take you to the zoom 
app. To make this smoother make sure you have pre installed the 
Zoom app on your computer.

The meeting 
ID, Invitation 
link and 
Meeting pass 
code are all 
circled. To 
share this with 
people you 
are inviting to 
the upcoming 
meeting, click 
the ‘copy 
invitation’ 
button. (In the 
smaller red 
circle. 

Once you click 
back onto 
the meetings 
tab you will 
now be able 
to view your 
scheduled 
meeting
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To open the meeting click launch meeting. This will allow others that you have sent the 
invitation to join your meeting.

The video call screen should open and look like this (This one says a name as the video is 
turned off)



20

D. During a Zoom Video Call
Once you are in the Zoom meeting, the screen shown should look like the one above with 
a video window for each person in the call. As you can see in the first image, zoom has it’s 
navigation bar along the bottom of the screen.

Accessing your Zoom Video Call
Sending out invites is easy and can be done in a multitude of ways.
An efficient method would be to send out access details in an email format. 
The key information that you must include in the invite is the meeting link, the meeting ID, 
and the meeting pass code, if you chose to make your meeting pass code protected. 
You should also include time, date, and topic.
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E. Staying safe on your Zoom Video Call
Sending out invites is easy and can be done in a multitude of ways.

1. Password Protect Your Meetings
The simplest way to prevent unwanted attendees and hijacking is to set a password for 
your meeting. Passwords can be set at the individual meeting, user, group, or account 
level for all sessions. In order to do so, first sign in with your account at the Zoom web 
portal. If you want to set up a password at the individual meeting level, head straight over 
to the “Settings” tab and enable “Require a password when scheduling new meetings”, 
which will ensure a password will be generated when a meeting is scheduled. All 
participants require the password to join the meeting. 

2. Join Before Host
Do not allow others to join a meeting before you, as the host, have arrived. You can 
enforce this setting for a group under “Account Settings.” 

3. Lock Down Your Meeting
Once a session has begun, head over to the “Manage Participants” tab, click “More,” 
and choose to “lock” your meeting as soon as every expected participant has arrived. 
This will prevent others from joining even if meeting IDs or access details have been 
leaked. 

4. Turn Off Participant Screen Sharing
No-one wants to see pornographic material shared by a Zoom bomber, and so disabling 
the ability for meeting attendees to share their screens is worthwhile. This option can be 
accessed from the new “Security” tab in active sessions. 

5. Use Waiting Rooms
The Waiting Room feature is a way to screen participants before they are allowed to 
enter a meeting. While legitimately useful for purposes including interviews or virtual office 
hours, this also gives hosts greater control over session security.
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3. Email 
Email is an important and useful communication tool. As one of the most commonly used 
forms of messaging, in and out of the workplace, email is an easy and free service worth 
learning.

A. Signing up and getting started
The most common email providers are Gmail, Yahoo! and MSN Hotmail/Outlook. Google 
one of these email websites and sign up for an email account. This usually involves picking 
a personal email address, choosing a password and entering some other information like 
your name and DOB.
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The search feature for emails is important and useful when you’re looking for a specific 
message or piece of information that someone has sent you. To search for a message, 
click in the bar marked search and type in keywords from the email you want to find.

To write an email, click the “Compose Mail”, “Write an Email” or “new mail” option - 
shown in the left-hand side task bar.
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- When composing a new email, you will need to put the email address of the main 
recipient in the “To” bar at the top of the new email.

- In the text bar below, you also have the option to indirectly copy people into an email. 
This means that the email will show up in their inbox, but that the email was sent indirectly. 
This is a useful tool when communicating professionally, as you can make sure multiple 
people are kept informed.

- Filling out the subject bar at the top of the email is very important, as this is what the 
recipient will be able to see in their inbox before they open the email. This title is a space 
for you to summarise the topic of the email into a short sentence.

This should open a blank email text box (pictured) that you can type your message into 
and then send.
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B. The Blind Copy Tool
For security and privacy, you can use the Blind Carbon Copy (BCC) feature when sending 
an email to a large number of people. If you place email addresses in the BCC field of a 
message, those addresses are invisible to the recipients of the email.

Email Safety
Email is incredibly useful, but there are a few potential 
dangers to look out for and it is important to keep your 
data safe.

- Don’t open links or attachments from email addresses 
you don’t know or recognise, as there is a chance these 
could be unsafe or fraudulent

- If you are unsure whether a link may be fraudulent, type 
the website into a search engine, so that you know you are 
accessing the website securely

- Don’t forward or respond to emails you suspect of being 
unsafe or fraudulent.
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To forward an email, is to send on an email that was sent to you - sharing the information 
presented with another contact of yours. To use this function, click on the button marked 
“forward” at the top of the open email that has been sent to you. Then add the person’s 
email that you want to forward the email to and send.

Insert an Attachment

How to -
- Click insert
- Select the file type
- Search through your file 
explorer for the document/
image/ect. That you would 
like to attach
- Once selected click open
- The file attached will now be 
displayed at the top of the 
draft email
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C. Insert Create an Email Signature 4. Internet 
     - Making a search 
     - The online possibilities 
     - Online safety
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4. Accessing the Internet
The internet offers many important opportunities to keep in touch with friends and family, 
find helpful information, use online banking, and shop from the comfort of your own 
home. Owing to the quantity of information, it can be an intimidating platform, but the 
opportunities for communication and learning are endless.

Your internet browser is a software application that lets you visit web pages on the 
Internet. Popular browsers include Google Chrome, Firefox, Safari, and Internet Explorer. 
Currently, Google Chrome is the most widely used browser in the world, and is also 
considered one of the fastest and most secure.

A. Make An Internet Search
To open your web browser, go to the bottom left of your computer screen. You should 
have either a search bar or button, that once clicked gives you access to search and 
scroll through your apps. Once you have located Google Chrome (or your preferred 
browser) click once to open it up.



29

To do a basic Google search, type google.com into your web browser search bar at the 
top of the page. Press enter and you will see the Google homepage appear.

Click in the central text box under the Google logo to search the topic you are interested 
in. 

Once you begin typing, Google will make suggestions below of relating topics based on 
what other Google users have searched.

If the searches that Google is suggesting below the text box you are typing in are 
relevant, click on the one you’d like to search. If not just carry on typing what you were 
originally searching for and press enter.
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Once you’ve pressed enter, you will be given a list of pages from the internet that will 
appear below the text box. The results that Google thinks are the most relevant will 
appear towards the top of your list.

Now you can check out your search results. Scroll down the list and click on a search 
result that looks most relevant to your topic. Read the smaller text below the result to get 
an idea of what the page is about. If you are unsure, go for one of the top three results, as 
these are most likely to be more relevant to you.

An important part of Google navigation is the forward and backward arrow keys, which 
can be found at the top left of the Google browser display. They function as undo and 
redo commands. Once you have clicked on a web page, if you wish to go back to the 
list of web pages you were previously looking at, you can press the back button to do so.
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To have multiple web pages open at once on Google, you can open additional ‘tabs’. To 
do this you can press the ‘+’ plus button shown at the very top of the browser. This allows 
you to keep your current web page open whilst simultaneously opening up a new page. 
These are known as tabs and they allow you to switch back and forth between different 
websites, without having to close any of them.

B. Internet Safety
The internet is an amazing place with a wealth of information and opportunities. You 
should also be aware of some of the potential dangers you can run into.

When using social media and online platforms, do not divulge personal details that 
could compromise you, your professionalism, or your privacy
Make sure you have enabled these privacy safeguards on websites such as Facebook 
and Google, and keep them enabled. You can often find these in settings, under 
privacy
Passwords are a large part of maintaining security on the internet. Keep passwords 
secure by using 3 random words, mixed in with numbers and symbols, for example: 
'3Redhouse!pug27'
Don’t assume public Wi-Fi hotspots in places like cafes or hotels are secure - don't use 
them to do anything confidential, like using your email or making a payment. Criminals 
can intercept these transactions and potentially steal your information.
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5. Using an iPad
iPads are an Apple exclusive product with an intuitive layout. When getting started it’s 
important to understand iPad navigation, features and settings.

A. Downloading Apps

How to -

- On your iPhone, iPad 
or iPod touch, open 
the App Store app.

- Browse or search for 
the app that you want 
to download. If you 
find a game that says 
Arcade, subscribe to 
Apple Arcade to play 
the game.

- Tap or click the price 
or the Get button.
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B. Custom Navigation 
Tap and hold your finger on the app you want 
to move, and then drag it around the screen. 
It will look like the app is vibration or wiggling. 
If you have an iPad with a home button you 
may need to hold the home button down. 
You should see the app icon move under 
your finger, and other apps will “flow” around 
it as you drag. If you want to move the app 
to another page, drag it to the edge of the 
screen. Once you have moved the app to 
where you want it tap on an empty section of 
your screen or press the home button to set 
them in place.

To delete an app you hold your finger over the 
app and then press the small ‘X’ symbol that 
appears.
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Drag and drop the 
apps into the desired 
place 

C. Creating Folders for Apps
Tap and hold your finger on the app you want to move, 
and then drag it around the screen and on top of 
another app. This will put the two apps into a folder that 
you can then name. 
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Naming the Folder
Tap on the name of 
the app and type in 
what you would like to 
call it. 
The name of the folder 
isn’t too important 
but it can help with 
organisation.

D. Apple iPad Settings
Settings on the ipad is the central control. If there is ever any trouble with 
an update, storage, wifi, bluetooth, ect. Always check what settings you 
have on in the app (icon on the left).
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E. iPad Add or Organise Controls 
To access the quick controls you swipe down on the right side of the screen, to access 
your notifications you swipe downwards on the left side of the screen.

The Control centre on the iPad gives you instant access to useful features such as airplane 
mode, do not disturb, a flashlight, volume, screen brightness and apps.

Send an Item Using Airdrop
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F. Receiving Airdrop Images or Documents 
To receive Airdrop content from a friend you will both need to be in the same room. Once 
they have selected the media they wish to send and requested to send it. The receiving 
iPad must click accept’. 

If Airdropping is too difficult you can send images in many different ways including 
messaging apps such as WhatsApp.
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6. iPad Compatible Apps
IOS is specific to Apple devices i.e. The iPad.

B. Apple iWork Apps
These are productivity apps that function in a similar way to Microsoft Word, Microsoft 
Excel and Microsoft PowerPoint.

A. Pre-installed Apple Apps
You can install any additional apps of your choice. Examples of Apples pre-installed apps.
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Apple Pages
Pages is a powerful word processor that lets you create stunning documents and comes 
included with most Apple devices. And with real-time collaboration, your team can work 
together from anywhere, whether they’re on Mac, iPad, iPhone or using a PC.

Apple Keynote
With its powerful tools and special effects, Keynote makes it easy to create stunning and 
memorable presentations and comes included with most Apple devices. Use Apple 
Pencil on your iPad to create diagrams or illustrations that bring your slides to life. And with 
real-time collaboration, your team can work together, whether they’re on Mac, iPad, 
iPhone or using a PC.

Apple Numbers
With its impressive tables and images, Numbers makes it possible to create beautiful 
spreadsheets and comes included with most Apple devices. Use Apple Pencil on your 
iPad to add useful diagrams and colourful illustrations. And with real-time collaboration, 
your team can work together, whether they’re on Mac, iPad, iPhone or using a PC.
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C. Intro to Apple Pages on iPad
You can use Pages to create any kind of 
document you want, from a simple word 
processing document that’s mainly text, 
to a page layout document with graphics, 
interesting font treatments and more.
To create any document, you always start 
with a template, then modify it however 
you like. The templates are designed for 
specific purposes — like essays, newsletters 
and books — to give you a great starting 
point for your work.

After you open a template, you can 
add your own text, replace place holder 
graphics or delete them, and add new 
objects (tables, charts, text boxes, shapes, 
lines and media).
To modify text and objects in your 
document, select the text or object, tap, 
then use the controls to change the font, 
colour or size of text, add a drop shadow 
to an image and more. To add objects, 
tap , then tap a button for the type of 
object you want to add.
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When you select an object (an image, shape, chart, table or cell), then tap , you see 
formatting controls for the type of object you selected.
You can quickly change the look of the selected text or object by applying a new style to 
it. Tap one of the alternative styles to change the object’s look, or use the style options to 
customise the object’s appearance however you like.

Microsoft IOS Apps
Along with Apple Pages there are other 
productivity applications to choose from. 
Popular apps include google docs and 
Microsoft Word.

Word for iPad, Excel for iPad, and 
PowerPoint for iPad have the same 
capabilities and familiar look and feel of 
Office. With the free apps, you can read 
your Word documents, use your Excel 
data and present with PowerPoint. Your 
documents will look as good as they do on 
your PC and Mac, and better than ever on 
your iPad. With an Office 365 subscription, 
you can edit and create new documents 
with the iPad. When you edit a document, 
you can be sure that content and 
formatting will be maintained across Office 
on PC, Mac, tablet and phone. 
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D. Microsoft 365 App Login
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E. Microsoft Word for iPad
Although Word is most commonly used on a PC or Mac computer, you can also 
download the app to create, access and edit files on your iPad.
The Word app is extremely similar to the desktop version, and allows you to create a blank 
document or start from a template. Additionally, you can quickly view a list of your recent 
files or shared projects. 
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Create a Blank Document

Once you have opened up the app, 
you are now able to use Microsoft 
Word on your iPad, with options to 
view a list of recent documents, 
shared projects, or open saved files on 
the left hand side. The top option of 
the toolbar allows you to start creating 
new documents. You can also take a 
tour of Word.

Tap “Blank document” to start a new 
document, or choose from one of 
the templates to make a newsletter, 
brochure, or other file type. You 
should recognize the setup of a blank 
document as looking almost identical 
to Word on a PC or Mac.
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Fonts
Under the home tab, you can access different font styles. Double tap to highlight and 
select the text you will edit. Microsoft included all of the fonts they bundle with the 
desktop apps here too. 

Formatting 
Beyond text formatting, you can add all the normal elements like tables, images, shapes, 
text boxes, formatted math equations, comments, and headers/footnotes.

Insert images
To add images insert them via the ‘insert’ tab. You can drag and drop images in a similar 
way to Microsoft Word on a desktop. 

Drawing Mode
And then there is drawing mode, which 
lets you draw on your document and 
is really built around the Apple Pencil. 
You however still draw, highlight, and 
scribble using your finger whilst in 
drawing mode.
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If you are using an Apple Pencil, as soon as you touch inside a document with the Pencil, 
it switches over to drawing mode. 

As you can see from the drop down menu you have a choice of line width, colour and 
digital pen textures.

Sharing your document
To share your word document you will need to tap on the share icon in the top right of 
your screen. You then have the option to allow other to edit or to email the document 
as an attachment.
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Files Integration
Another nice element is that Word interacts with the native Files interface, so if you have a 
document saved to iCloud but want to open it in Word, it is easy to do. Similarly, all Office 
documents in the Files app are configured to open in their respective Office apps.

Saving your document
In the same way you would on a desktop, to save press file, save as, name your file, and 
choose the location in which you want to save the document. 
OneDrive is the recommended platform to save on.

Export Options
The export options are 
stripped down compared to 
the desktop apps. Effectively, 
you should export everything 
as a native Word document 
(.docx) and the other option 
is an OpenDocument (.odf) 
text file.

You can export as a PDF, 
but that’s found in the Share 
menu under the Send a Copy 
option. Also, if you choose 
to share the document with 
another app, it will convert it 
to a PDF first before exporting. 
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7. Social Media, what is it for?
When you think about the benefits of social media, one can immediately picture the 
positive element of staying engaged with life and maintaining relationships with other 
people. Successful aging is clearly associated with high levels of physical and cognitive 
health and social engagement. Social networks provide multiple sources of social 
support.

A. The Different Types of Social Media
There are a multitude of social media platforms that you can use to connect. Each 
platform hosts unique features that will be of varying value, depending on how you wish 
to socially connect. The best ones for social connectivity are Facebook (which we will be 
focusing on today), Twitter, LinkedIn, You Tube, Instagram and Pinterest.

Other platforms that can be used are messaging apps such as Facebook Messenger, 
WhatsApp, Snapchat. Video broadcasting apps such as TiKToK, You Tube, Periscope. 
Photo based apps such as Instagram, Pinterest, Tumblr, Flickr, and microblogging apps 
such as Facebook, Twitter, Reddit, Google+. When choosing the right platform for you/
your group, it is important to identify your community and what platforms they use or 
prefer.

As Facebook is the largest social media platform globally, this is the recommended place 
to begin building your online network. However, if you decide that you want to look into 
other social media platforms to build community, I would advise that you look at how you 
will navigate the specific features and functions of the platform to make it work for you 
and your group.

B. How to access Social Media
Websites accessed from your web browser.  Launch Safari or any other web browser and 
enter the URL for the site.  For example: ◦ www.facebook.com ◦ www.twitter.com ◦ www.
pinterest.com

Apps installed on your devices. There are iPhone & iPad apps for all of the major social 
media platform.  They are installed from the App Store. All of the apps are free to install 
and use.
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C. Facebook
Facebook is the largest social media platform globally. It boasts over 2.7 billion active 
users and is interactive, collaborative, and informative.

A feature of Facebook that is beneficial to groups is the ability to create public or private 
groups. Facebook Groups allow users/members to post content such as links, media, 
questions, events and documents. Facebook groups are great for discussions, events, 
peer support and creating an online community.

When the + button is selected in 
facebook a range of options appear 
allowing for different content to be 
created

What is Facebook
Facebook is a social networking 
website which allows users to sign-up for 
free profiles, allowing you to connect 
with family, friends, work colleagues 
or other people you know online. It 
allows users to share pictures, music, 
videos, and articles, as well as their own 
thoughts and opinions with however 
many people they like.

News feed
News Feed highlights information 
that includes status updates, 
profile changes, upcoming events, 
and birthdays, among other 
updates. This is the main stream of 
information.
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Personal timeline
This is the page shown when viewing your own personal profile. It is the display of your 
Facebook activity such as status updates or shared posts. Information such as your 
Facebook friends, likes and photos appeared on the left-hand side.

Likes and reactions
The like button enables users to easily interact with status updates, comments, photos, 
videos and links, shared by friends and advertisers.

Photo albums
This feature allows you to upload a group of pictures to your Facebook profile. An 
example for a Facebook photo album would be ‘holiday in Italy 2016’ or ‘members 
meeting 2018’.
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Private/public groups
Facebook Groups can be created by individual users. Groups allow members to post 
content such as links, media, questions, events, documents, as well as allowing them to 
comment on these items. Groups are used for collaboration, discussions, events, peer 
support and creating an online community.

Events 
Facebook events are a way for members to let friends know about upcoming events 
in their community and to organise social gatherings. Events require an event name, 
network, host name, event type, start time, location, and a guest list of friends invited. 
Events can be public or private. Private events cannot be found in searches and are by 
invitation only.
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Facebook Messenger 
Facebook Messenger is an instant messaging service and software application. 
Facebook Messenger lets users send messages to each other. Complementing regular 
conversations, Messenger allows users to make voice calls and video calls - both in one-
to-one interactions and in a group.

Using Facebook for iPad/iPhone

Download the Facebook app from the App Store. After installation and you’ll be asked 
to log into your account. If you don’t already have one, tap the Register button. Once 
logged in, you’ll see the news feed in the centre of the page. Swipe your finger from left 
to right to reveal the side bar.

Sidebar 
At the top of the Sidebar (on the left/right) is a short cut to your profile page, below are 
links to your messages, friends, nearby, events, photos and more. Above the news feed 
are short cuts to notifications, messages and friend requests. These will be highlighted with 
a red circle if any new messages, notifications or requests have been made.
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Attach files within Messenger
While chatting to friends, you can attach photos, audio or take a photo using the iPads 
camera. To do this, just tap the attachment icon above the keyboard.

Add a Friend
To add a new Facebook friend, tap the search button at the top of the side bar. Next, 
enter the friends name into the search field and you’ll see results appear in real-time. 
Results are organized by relevance, so anyone with a mutual friend will appear at the top, 
as will celebrities and groups with similar a name.



55

Remove a Friend
If you no longer wish to keep in touch with a friend via Facebook, then it’s easy to 
Unfriend them. Simply search for them, visit their Facebook page then tap the Friends 
button. Next, tap the Unfriend button at the bottom of the pop-up window.

D. Facebook Groups

9. Safety
     - Scams 
     - Online banking 
     - Social media 
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E. Privacy tips for Social Media
Here are seven general tips that will help you manage privacy concerns with Social 
Media.

1. Choose your Level of Engagement.  When you sign up for a social media platform, 
you can choose your level of engagement.  Please know that you do not have to share 
anything on the platform and you can simply consume the posts and updates made by 
your friends and family.  This is up to you.

2. Guard your Personal Information.  Never share information like your address, full birth 
date phone number, driver’s license number or social security number.

3. Keep your Circle of Friends Close.  Do not accept friend requests from people that 
you do not know.  Know when you share or post if you are sharing with friends or with the 
public.

4. Don’t Over share – That post about your vacation plans may be an invitation for a 
burglar to visit your house.  Comment carefully.

5. Don’t Share your Location.  For example, Twitter can automatically attach location 
information to public tweets.  Turn of any location information.

6. Be aware of Scams and Frauds.  Be aware that scams and frauds exist, and remember 
that if something sounds too good to be true, it is.

7. Talk to your children if you intend to post pictures of your grandchildren to ensure that 
their privacy concerns are understood.
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Let’s Connect Project
Newark and Sherwood CVS


