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Setting Up Email
On Your iPhone

Your iPhone’s Mail app can send and receive emails from all of your email 
accounts. It’s easy to set up and use with an iCloud, Gmail, Yahoo, AOL or 
Outlook email address. If you want to add your Internet Service Provider’s 
own email account, it is a little more complicated. Here we take you through 
setting up each type of email account on your Apple smartphone.

1 Tap the Settings icon and scroll 
down. Tap Passwords & Accounts. 

From here tap Add Account, then on the 
iCloud link and enter your Apple ID and 
Password. If  you don’t have an Apple ID, 
tap Create a New Apple ID instead and 
follow the instructions. Tap Next to 
automatically verify your details.

2 If  you have Two-Factor 
Authentication on, you must 

authenticate now. Enter the verification 
code or tap the link and follow the 
instructions if  you didn’t get one. If  you’re 
asked whether you want to allow iCloud to 
access your location and use Find My 
iPhone, we suggest you agree.

3 You’re then taken to this screen, 
where you can select which of your 

iPhone’s apps use the iCloud. Slide the 
Mail link to the On position. Deactivate any 
applications you don’t want to sync with 
iCloud (you can always reactivate them 
later), and then tap Save in the top right 
corner to complete the setup.

Setting up accounts.
For most of the popular web-based email services such as Gmail and Yahoo, the iPhone automatically enters most of the settings 
needed for you to access your account. We’ve put together these steps that cover each of the Internet’s key email providers. Just 
follow this guide and you’ll soon be emailing from your iPhone.

Setting up an iCloud email account

24  | www.bdmpublications.com
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Setting up Gmail, Yahoo, AOL and Hotmail accounts

1 Tap the Settings icon on your 
iPhone’s Home screen. Scroll 

down and click on Passwords & 
Accounts, then and Add Account. This 
takes you to the list of  email accounts 
that you can configure on your iPhone, 
such as iCloud or Google accounts.

2 From this screen, tap on either the 
Gmail, Yahoo, AOL or Microsoft 

Hotmail link (the process is the same). On 
this screen you need to enter your name, 
email address and your password for this 
account. Finally enter a description of the 
account. Click the Next link to continue. 

3 From this screen, you can select 
which features of your email 

account you also wish to sync with your 
iPhone.  When you have made your 
selections, and are happy to continue, all 
you have to do to complete the process is 
tap the Save link and you are ready to go.

Setting up other types of email account

1 Go to Settings > Passwords & 
Accounts > Add Account once 

more. If  you wish to add a Microsoft 
Exchange account, tap the Exchange 
option on the screen shown above. If  it’s a 
service provided by your ISP (Internet 
Service Provider), tap Other at the bottom.

2 You will have to visit the support 
website of  your email provider and 

seek out their help in setting up either a 
POP or IMAP email account on your 
iPhone. As these details are all different for 
each provider, we can, alas, only send you 
in their direction for help.

3 Once you have obtained all the 
required information from your email 

provider, you must then enter these details 
as requested. When complete, you are 
ready to go; your iPhone contacts the 
email server in question and downloads 
any emails you have for this account.

24  | www.bdmpublications.com www.bdmpublications.com  | 25
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Messages App
Texts on Your iPhone

Messages is one of the most popular apps on your iPhone. You can use it 
to send regular text messages, or free iMessages to others with an Apple 
device; and also to send pictures, videos and audio messages.

1 Tap here to take you 
back to the list of  

message conversations. Tap 
one of  them to open that 
conversation, such as the 
chat you see here.

2 This is the person you’re 
chatting to. The picture 

is drawn from your Contacts 
app and is replaced by an 
initial if  it’s not available. Tap 
this pic to open the three 
icons below (3).

3 Tap the first two icons 
here to initiate a phone 

call or video chat respectively. 
Tap the ‘i’ icon for a window 
showing various details about 
the person you’re talking to, 
including images and 
attachments sent by them.

4 Your outgoing messages 
are on the right, 

incoming ones on the left. 
Received messages are grey. 
Sent messages are blue if  
sent to another Apple device 
using the free iMessage 
service, and green if  they’re 
sent to non-Apple devices as 
regular SMS messages.

5 Messages can contain 
attachments such as 

photos, videos or small 
pictures called emojis, such 
as smiley faces or the coffee 
cup picture seen here.

6 When an outgoing 
message has reached its 

intended reader, it’s labelled 
as ‘Delivered’. After it has 
been opened, this is replaced 
by the date or, if  more recent, 
the time at which it was read. 
Only the last message you 
sent in a conversation is 
labelled this way.

7 Tap the camera icon 
found here to open the 

Camera app, so you can take 
a new picture and add it to 
your message.

8 This icon toggles 
between the App 

Drawer, which is seen below, 
and the predictive text bar 
found over the keyboard in a 
number of  apps.

9 Type your message in 
here. When you’re ready 

to send, tap the blue arrow that 
appears at the right-hand side 
of the text field when you’ve 
typed something in here.

10 If  you want to send an 
emoji, such as a smiling 

face or an object like the 
coffee cup seen above, tap 
and hold this key and then 
choose the emoji keyboard 
from the pop-up. See the 
Keyboard guide for some 
more information.

Messages in Focus
Tap here to take you 

message conversations. Tap 
one of  them to open that 
conversation, such as the 

This is the person you’re 
chatting to. The picture 

is drawn from your Contacts 
app and is replaced by an 
initial if  it’s not available. Tap 
this pic to open the three 

Tap the first two icons 
here to initiate a phone 

call or video chat respectively. 
Tap the ‘i’ icon for a window 
showing various details about 
the person you’re talking to, 

attachments sent by them.

Your outgoing messages 

incoming ones on the left. 
Received messages are grey. 
Sent messages are blue if  
sent to another Apple device 

service, and green if  they’re 
sent to non-Apple devices as 

Messages can contain 
attachments such as 

pictures called emojis, such 
as smiley faces or the coffee 

6 When an outgoing 
message has reached its 

intended reader, it’s labelled 
as ‘Delivered’. After it has 
been opened, this is replaced 
by the date or, if  more recent, 
the time at which it was read. 
Only the last message you 
sent in a conversation is 
labelled this way.

7 Tap the camera icon 
found here to open the 

Camera app, so you can take 
a new picture and add it to 
your message.

8 This icon toggles 
between the App 

Drawer, which is seen below, 
and the predictive text bar 
found over the keyboard in a 
number of  apps.

9 Type your message in 
here. When you’re ready 

to send, tap the blue arrow that 
appears at the right-hand side 
of the text field when you’ve 
typed something in here.

10 If  you want to send an 
emoji, such as a smiling 

face or an object like the 
coffee cup seen above, tap 
and hold this key and then 
choose the emoji keyboard 
from the pop-up. See the 
Keyboard guide for some 
more information.

1

4

3

5
6

7 8
9

2

10
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1 Tap the Pen and paper icon in the 
top right corner to open a new 

message. In the To field, type the mobile 
number or email address of the person you 
want to message. If  that person is in your 
Contacts app, type their name instead, or 
use the + icon on the left.

2 If  the To field turns blue, it can be 
sent through iMessage (free). If  it 

turns green, it’s sent as a regular text 
message. If  it turns red, the device you 
entered can’t receive a message. When 
the other person is typing a reply, three 
dots in a speech bubble appear.

3 You can add photos or videos too. 
Tap the Camera icon to take a 

new photo and then tap the up-pointing 
arrow to attach it to your message. Tap 
the Photos icon in the app bar at the foot 
of  the screen to add one of  your 
photographs from the Photos app.

Sending a new message

Voice and video messages

1 To send a voice message, tap and 
hold the wave form icon to the right 

of  the text field. Speak your message and 
release when you’re done. You can review 
your message by tapping the Play icon, 
and then send it by tapping the 
up-pointing arrow. If  you’re not happy 
with it, delete it using the X icon.

2 To send video messages, tap the 
Camera icon to open the Camera 

app, from where you can select Video and 
record your movie in the usual way. When 
you’re finished, either tap the blue arrow to 
send, Done to add text before sending, 
Play to review it, or Retake if  you dislike 
the recording and want to try again.

New Search 
features.

The Messages app’s search feature has 
been revamped. Pull down the Messages 
screen to see the search field. Tap it, and 
you’re offered recent people, links, 
photos, and locations. Start to type, and 
these suggestions are streamlined, and 
conversations are added.

58  | www.bdmpublications.com www.bdmpublications.com  | 59
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The Details window

Messages Profiles

1 Open a message, tap the icon pic 
at the top, and then tap ‘i’ to the 

details screen. You’re shown the person’s 
name, some location options and also 
images and attachments recently sent to 
you by that person. You can turn alerts 
and receipts on or off  here too.

1 On the Messages screen, tap the 
Three-dots icon at the top for a 

pop-up. The options offered are Manage 
Messages List, which allows you to delete 
unwanted messages several at a time, 
and Edit Name and Photo, where you can 
set up a profile. Tap this option.

2 Tap the person’s name for their 
contact details; you can start a 

phone or FaceTime call from here. Tap 
Send My Current Location to show them 
where you are by sending a link to your 
whereabouts on the Maps app, or Share 
My Location to send it for a specified time.

2 On the next screen, choose a picture 
for yourself. This can be a photo, a 

memoji, or simply your initials. You also get 
to set your display name. After setting a 
couple more options, this picture and name 
are used to identify the messages you send 
out from your iPhone.

Group messages.
Group messages lets you talk to 
more than one person at a time.

You can add multiple recipients to start a 
group conversation, just by typing more 
than one person’s name or number in 
the To field of a new message. When 
group messaging, the name of the 
sender appears above each message so 
you can see who said what.

In a group conversation, you can access 
unique controls by tapping the People 
icons at the top of the screen, then 
tapping ‘i’. Add a name for the group, 
add contacts, and turn on Do Not Disturb 
to mute notifications. At the bottom of the 
screen is an option to leave the group.

60  | www.bdmpublications.com
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The App Drawer

Basics
Tap the App icon next to the text field to 
open the App Drawer. Tap on the blue app 
icon on the left to go to the App Store 
where you can get stickers, games and 
apps to use in your messages. Some of  
these sticker packs are free too.

Stickers
Tap the Stickers icon (showing three faces) 
to access your stickers. Scroll the top row 
right or left to choose from memoji, animoji 
and sticker packs you’ve installed yourself. 
Scroll the bottom two rows up and down to 
choose a sticker.

Music
To share something you listened to on 
Apple’s Music streaming service, tap the 
Music icon and then tap the album or 
song you want to share to send a link. 
This can only be played if  the recipient is 
an Apple Music subscriber too.

Images
Tap the Magnifying glass icon for a 
selection of images for your messages. 
There are all sorts of  animated pictures on 
offer; scroll up for more. You can also use 
the search bar at the top of the images to 
find exactly what you want.

Business Chat.
Business Chat is a new feature that 
lets companies keep in touch with 
their customers directly from the 
Messages app. Here’s how it works.

Business Chat lets businesses connect 
with customers using Messages. You 
can chat to a salesperson or customer 
services, schedule an appointment or 
make purchases using Apple Pay, all 
from the Messages app.

You can start a Business Chat 
conversation from Safari, Maps, 
Spotlight and Siri. Businesses that 
support Business Chat include 
Discover, Hilton, Lowe’s and Wells 
Fargo. More will be added soon.

60  | www.bdmpublications.com www.bdmpublications.com  | 61
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Using emojis
Emojis, including smiley faces, can be 
found by tapping and holding the 
keyboard’s Globe icon and selecting Emoji. 
Slide them right and left for more. An emoji 
sent on its own is shown larger.

Scribble and draw
Turn the iPhone into landscape orientation 
and on the virtual keyboard, tap the 
‘squiggle’ key in the bottom right. You get 
a pad on which you can make finger 
drawings or write scribbled messages. Tap 
Done to put it in your message.

Dictation
If  you’re tired of typing, you can use the 
keyboard’s microphone key to dictate your 
message instead. Tap it, then speak what 
you want to say and it appears in the text 
field. The more you use it, the more 
accurate the text-to-speech function gets.

Apple Pay
You can send money through Apple Pay 
in Messages, assuming your iPhone is 
capable of  using this feature. Tap the 
Apple Pay icon and follow the instructions 
to send money. This feature is not yet 
available in every territory.

The hold bubble
Tap and hold on a message you’ve received 
and a bubble appears above it. This bubble 
offers a range of options. You can like or 
unlike the message with a thumb icon, send 
a heart, a laugh or question mark and more.

Rich links
When someone sends you a web link in a 
Messages conversation, you get a 
preview of  the website, right there in the 
message. All you have to do is tap the link 
to go straight to the linked site in Safari.

More great Messages features

62  | www.bdmpublications.com
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Animojis: exclusive to iPhones with Face ID

4 To record your animated message, 
tap the red circular button found to 

the bottom right of  the emoji. If  it isn’t 
there, you’re not holding the iPhone in front 
of  your face. To stop the recording, tap the 
button (now a square) again.

5 A message can be up to 30 
seconds long. When you’ve finished 

recording, you can send it with the blue 
arrow (bottom right), play it with the curly 
arrow above it or bin it by tapping the red 
trash can above the curly arrow. 

6 This is what an animoji looks like 
when you receive it. Recording and 

sending them is exclusive to iPhones with 
Face ID, but you can receive and play 
them on other Apple gear. You can even 
watch them on your Mac’s Messages app.

1 With the iPhone’s new animated 
emoji, or Animoji feature, you can 

become one of over 20 characters. In 
Messages, open the App Drawer with the 
‘A’ icon as shown and tap the monkey face 
at the bottom of the screen.

2 Choose your Animoji from the range 
in the sidebar shown in the previous 

step’s screen, or to get a better look at 
them, swipe up from the chevron shown 
above the currently selected Animoji to 
view the full range, as seen here.

3 Hold the phone in front of you, so 
you’re in full view of the front-facing 

camera and watch the emoji. When you turn 
your head, open and close your mouth, blink 
or stick out your tongue, the emoji’s 
animations do so too, following your lead.

62  | www.bdmpublications.com www.bdmpublications.com  | 63
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FaceTime App
Audio and Video Calls

Your iPhone’s FaceTime app can make audio and video calls, as long as 
they’re to another Apple device. This can be an iPhone, iPad, iPod touch, 
Mac or even Apple Watch (audio only); as FaceTime calls are made over 
the Internet, they’re free. You can even make group calls, with several 
people appearing on screen at once for a party chat.

1 Press the FaceTime camera at the 
top of a contact card to for a video 

call, or select the FaceTime phone icon 
further down for an audio only FaceTime 
call. In the FaceTime app, previous calls are 
listed; tap one to repeat the call.

2 In video chats, you’re in the small 
window, while your contact is in the 

main screen. Tap the screen to get the 
controls. To switch between the front and 
rear cameras, tap the Camera icon. Tap the 
big red button to end the video call.

3 Tap the screen to show the controls, 
and swipe it up, using the handle at 

the top, to see the full range of options. You 
can mute the mic, turn off the camera, send 
a message, switch between the front and 
rear camera, and more.

Sound or vision.
When you start a new FaceTime call from the FaceTime app, by tapping 
the + icon and typing a number or email address instead of tapping a 
previous call, you get the option of using video or audio chat. You see 
green buttons appear. Tap the one you want to place the call.

118  | www.bdmpublications.com

Your iPhone’s Built-in Apps

● ●

iPhone_GuideBook_Vol30.indd   118iPhone_GuideBook_Vol30.indd   118 27/02/2020   16:1627/02/2020   16:16

www.bdmpublications.com16



Group FaceTime calls

1 Group FaceTime calls were 
introduced with the iOS 12.1 

update and to Mac’s Mojave with macOS 
10.14.1. Obviously, you can also use it in 
iOS 13, iPadOS and macOS Catalina.

4 Up to 32 people can join a Group 
FaceTime chat. To leave, tap the 

screen to raise the icons as before and 
then tap the red button to end the call. 
The rest of  the group is unaffected.

2 Start a FaceTime call and tap the 
screen for controls. Lift it up using 

the handle at the top of the window. 
(Incidentally, the white Camera button 
takes a live photo during a video call.)

5 As long as you’ve updated to the 
operating systems covered in Step 

1, you can mix Macs, iPhones, iPads and 
iPod touches in Group FaceTime chats. 
They will all work fine.

3 To add another person to your 
FaceTime chat, tap Add Person and 

then enter their details. Tap their name as 
soon as it appears, then tap the green Add 
Person to FaceTime button.

6 You can even Group FaceTime from 
an Apple Watch or a HomePod 

speaker, though as these devices don’t 
have built-in cameras, you are limited to 
audio chat only. 

118  | www.bdmpublications.com www.bdmpublications.com  | 119
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Messages App
Messages is one of the most used apps on your iPad. You can use it to 
send free iMessages to others with an Apple device and also send pictures, 
videos and audio messages. Here’s how to make the most of Messages.

1 2

5

6

8 9
10

13
12

14

15

11

4
3

1 The Three-dots icon offers 
a menu with two options; 

Manage Messages List, so you 
can mark all messages as read 
or delete multiple threads, and 
Edit Name and Photo, which 
lets you add a picture and 
name for outgoing messages.

2 Tap here to open a new, 
blank message, which 

you can then write and send 
in the usual way. To message 
someone you’ve already 
chatted with, you can tap 
their name in the left hand 
sidebar instead.

3 This is the person you’re 
currently talking to in the 

open message conversation. 
The picture is taken from your 
Contacts app, unless they’ve 
added a picture to their 
outgoing messages.

4 Tap the picture (3) for a 
menu from which you can 

make an audio or video 
Facetime call, or get a Details 
window showing links and 
photos you’ve shared, options 
to share location and more.

5 Using this field, you can 
search through your list of  

messages. This search facility 
is greatly enhanced in iPadOS.

6 These are your current 
message conversations. 

Again, images are drawn from 
the Contacts app. If  a chat is 
marked with a blue dot, it has 
unread messages.

7 The current (open) 
conversation; as you can 

see it includes emojis and a 
photo attachment.

8 Tap the camera to take a 
photo with the Camera 

app and add it to your 
message. If  you want to 
choose one from your photo 
library, tap the App Drawer 
icon (9) and then tap the 
Photos icon.

9 This icon opens the App 
Drawer, a feature that we 

cover in more depth later in 
this tutorial.

10 Type your message in 
here, then tap the blue 

arrow, which appears in the 
right of  this field, to send it.

11 Tap and hold the 
Waveform icon here, to 

send a voice message. The 
receiver can then listen to it in 
their own Messages app.

12 This is the App Drawer, 
which is opened and 

closed with the App Drawer 
icon (9).

13 These icons are for 
undo, redo, and paste, 

respectively. Paste is useful if  
you’ve copied something 
from another app to send in 
a message.

14 Keyboard features such 
as predictive text make 

typing messages a lot easier. 
It’s a good idea to familiarise 
yourself  with them.

15 Tap here to turn your 
keyboard into a 

scribble pad, on which you 
can write a message or 
draw a picture with your 
finger, then send it to the 
person you’re messaging.

Messages in Focus

7

   Using Your iPad’s Apps
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Sending a New Message

1 To send a voice message, tap and hold the wave 
form icon to the right of  the text field. Speak your 

message and release when you’re done. You can review 
your message by tapping the Play icon, send it by tapping 
the up-pointing arrow or delete it using the X icon.

2 To send video messages, tap the Camera icon to 
open the camera app, from where you can select 

Video and record your movie in the usual way. When you’re 
finished, tap the blue arrow to send it, Done to add text 
before sending, Play to review it, or Retake to try again.

Voice and Video Messages

1 Tap the Pen and paper icon in the top right corner to 
open a new message. In the To field, type the mobile 

number, or email address, of  the person you want to 
message. If  that person is in your Contacts app, type their 
name instead or use the + icon on the left.

3 You can add photos or videos too. Tap the 
Camera icon to take a new photo, and then tap 

the up-pointing arrow to attach it to your message. Tap 
the App Drawer icon, next to the text field, and then the 
Photos icon to add one from the Photos app.

2 If  the To field turns blue, it can be sent through 
iMessage (free). If  it turns green, it’s sent as a 

regular text message. If  it turns red, the device you 
entered can’t receive a message. When the other person 
is typing a reply, three dots in a speech bubble appear.

New Search Features.
The Messages app’s search feature has been revamped. 
Pull down the Messages sidebar to see the search field. 
Tap it, and you’re offered recent people, links, photos, and 
locations. Start to type; these suggestions are streamlined, 
and conversations are added.
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1 You can add multiple recipients to start a group 
conversation; just type more than one person’s 

name or number in the To field of  a new message. When 
group messaging, the name of  the sender appears 
above each message so you can see who said what.

1 Open a message, tap the icon pic at the top, and then 
tap ‘i’ to access the details screen. You’re shown the 

person’s name, some location options, and images and 
attachments recently sent to you by that person. You can 
turn alerts and receipts on or off here too.

2 In a group conversation, you can access unique 
controls by tapping the People icon at the top of the 

screen, then tapping ‘i’. Add a name for the group, add 
contacts, and turn on Do Not Disturb to mute notifications. 
At the bottom of the screen is an option to leave the group.

2 Tap the person’s name for their contact details; you 
can start a phone or FaceTime call from here. Tap 

Send My Current Location to show them where you are by 
sending a link to your whereabouts on the Maps app, or 
Share My Location to send it for a specified time.

Group Messages

The Details Window

1 On the Messages screen, tap the Three-dots icon at 
the top for a pop-up. The options offered are: 

Manage Messages List, which allows you to delete 
unwanted messages several at a time, and Edit Name and 
Photo, where you can set up a profile. Tap this option.

2 On the next screen, you can choose a picture for 
yourself, this can be a photo, a memoji, or simply 

your initials. You can also set your display name. After 
setting a couple more options, this pic and name are used 
for your outgoing messages.

Messages Profiles.

   Using Your iPad’s Apps

76  |  www.bdmpublications.com
● ● ● ● ● ●

Senior Series - iPad Seniors Manual - Vol 30.indd   76Senior Series - iPad Seniors Manual - Vol 30.indd   76 03/01/2020   15:38:3503/01/2020   15:38:35

www.bdmpublications.com22



1 Business Chat lets businesses connect with customers 
using Messages. You can chat to a salesperson or 

customer services, schedule an appointment or make 
purchases using Apple Pay, all from the Messages app.

2 You can start a Business Chat conversation from 
Safari, Maps, Spotlight and Siri. Businesses that 

support Business Chat include Discover, Hilton, Lowe’s and 
Wells Fargo. More will be added soon.

Business Chat.

The App Drawer

The App Drawer: Basics
Tap the App icon next to the text field to open the App 
Drawer. Tap the blue App icon on the left to go to the App 
Store, where you can get stickers, games, and apps to use 
in your messages. Some are free too.

The App Drawer: Music
To share something you recently listened to on Apple’s Music 
streaming service, tap the Music icon and then tap the 
album or song you want to share to send a link. This can only 
be played if  the recipient is an Apple Music subscriber too.

The App Drawer: Stickers
When you’ve installed sticker packs from the App Store (or 
got them for free with an app), you can tap their icon in the 
App Drawer and choose from the range on offer to add to 
your message. Many sticker packs are free.

The App Drawer: Images
Tap the Magnifying glass icon for a selection of images for 
your messages. There are all sorts of  animated pictures on 
offer; scroll up for more. You can use the search bar at the 
top of the images to find exactly what you want.
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Using Emojis
Emojis, including smiley faces, can be found by tapping 
and holding the keyboard’s Globe icon and selecting 
Emoji. Slide them right and left for more. An emoji sent on 
its own is shown larger.

Rich Links
When someone sends you a web link in a Messages 
conversation, you get an illustrated inline preview of the 
website, right there in the message. All you have to do is 
tap the link to go straight to the linked site in Safari.

Dictation
If  you’re tired of typing, you can use the keyboard’s 
microphone key to dictate your message instead. Tap it, 
then speak what you want to say and it appears in the text 
field. The more you use it, the better text-to-speech gets.

The Hold Bubble
Tap and hold on a message you’ve received and a bubble 
appears above it. This bubble offers a range of options. 
You can like or unlike the message with a thumb icon, send 
a heart, a laugh or question mark and more.

Scribble and Draw
On the keyboard, tap the key in the bottom right that looks 
like a squiggle. You get a pad on which you can make 
finger drawings or write scribbled messages. Tap Done to 
put it in your message, then send it in the usual way.

Apple Pay
A new feature which is being gradually rolled out in 
different territories, is Apple Pay in Messages. This allows 
you to send someone money with the Messages app, using 
Apple Pay. Look for the Apple Pay logo in the app drawer.

More Great Messages Features

   Using Your iPad’s Apps
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Messages Features Exclusive to iPads with Face ID

1 With the iPad’s new animated emoji, or Animoji 
feature, you can become one of  20 characters. In 

Messages, open the App Drawer with the ‘A’ icon as 
shown and tap the monkey face at the bottom of  
the screen.

3 Hold your iPad in front of  you, so you’re in full view of  
the front-facing camera and watch the emoji. When 

you turn your head, open and close your mouth, blink or 
stick out your tongue, the emoji’s animations do so too, 
following your lead.

5 A message can be up to 30 seconds long. When 
you’ve finished recording, you can send it with the 

blue arrow (bottom right), play it by tapping Replay, or 
delete it by tapping the red trash can towards the 
bottom left.

2 Choose your Animoji from the range available in the 
tray (as shown in the previous step’s screen), or to 

get a better look at them, swipe up on the line shown 
above the currently selected Animoji to view the full 
range, as seen here.

4 To record your animated message, tap the red 
circular button found to the bottom right of  the 

emoji. If  it isn’t there, you’re not holding the iPad correctly 
so that the camera can see your face. To stop recording, 
tap the button (now a square) again.

6 Recording and sending Animojis is exclusive to 
newer Apple hardware, but you can receive and 

play them on older gear. Here we are watching an Animoji 
on an iPhone 6s. You can even watch them on your Mac’s 
Messages app.
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Contacts App
You can use your iPad as a great digital address book, to keep names, 
addresses, phone numbers, email addresses and more all in one place. 
You can sync your Contacts app with other electronic devices too. 

1
2

3
4

5

6
7

8

9
10

11
12

1 Search your contacts by 
typing a name or part 

name here. Suggestions are 
offered. You can also search 
for other things on a contact 
card, like your notes.

2 Tap here to cancel a 
search and list all your 

contacts once more.

3 The name and picture of  
your currently open 

contact. If  you don’t have a 
picture added, the person’s 
initials are shown here in a 
grey circle.

4 Tap Edit to add, remove 
or change information on 

the contact card. You can add 
things like birthdays, social 
media addresses and more, as 
well as further phone numbers, 
street addresses, etc.

5 These icons let you 
communicate with your 

contact directly from the 
Contacts app. Tap an icon to 
send a message, make a call, 
make a video call or send an 
email. If  the icon is greyed, 
that feature is unavailable.

6 When you do a search, 
suggestions are offered 

as you type. Notice that the 
search looks at details on the 
card as well as the name.

7 These are the details you 
added to your contact 

card. Tap one to use it, that is, 
make a call by tapping a 
phone number, send an email 
by tapping an email address, 
and so on.

8 If  you enter an address 
into a contact card, a 

preview from the Maps app is 
shown. Tap it to open Maps, 
with the location of  that 
address pinned.

9 You can type anything 
you like in the Notes 

section of a contact card. 
What you type here is then 
searched by the search field 
as well.

10 Tap here to send a 
message directly from 

the Contacts app. A pop-up 
asks what details you wish to 
use to send it, then Messages 
opens with a new message 
ready to write and send to 
your contact.

11 You can share a contact 
card with others by 

tapping here.

12 Tap here to share your 
location with the person 

on the contact card. You can 
share where you are for an 
hour, a day or indefinitely.

Contacts in Focus

Active Contacts.
Your Contacts app does more than simply display 
contact details. You can utilise these details directly 
from the app. Tap an email address to send a mail, or 
a message icon to send a message in Messages.

   Using Your iPad’s Apps
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Syncing Contacts
You can sync your contacts with your Mac and other iOS 
devices using iCloud. Go to Settings > [your name] > 
iCloud, and switch Contacts on. Any changes you make 
to your contacts are then synced with any device linked to 
the same iCloud account, as long as it also has iCloud 
syncing switched on.

Sharing Contact Details
Tap the Share Contact link at the foot of  the contact 
details and the Sharing options appear. You can send a 
contact card to a third party as a message, an email or 
through AirDrop. Choose one and tap Send. Should you 
receive a contact in this way, tap the attachment to add it 
to your existing contacts list.

Adding and Removing Contacts
To add a new contact to your Contacts app, tap the plus 
sign in the top right corner of  the sidebar. This opens a 
blank contact card for you to fill in. There’s an Add Field at 
the bottom of the card in case an option you wish to add 
isn’t catered for. To delete a contact, open the card, tap Edit 
and scroll to the bottom, where you can find a Delete link.

Merging Duplicate Entries
If  you have contacts that appear in your contact list multiple 
times, it’s easy to merge them into one. Just select one of  
the contacts you wish to merge, tap Edit in the top right 
corner and then scroll down to the Link Contacts option. 
Tap it and then choose which profile or profiles you wish to 
link. They’re then merged into one.

Viewing by Group
If  you organise your contacts into groups, you can 
choose to display only some of  these groups. On the 
main Contacts screen, tap Groups in the top left corner. 
Now tap individual groups to check or uncheck them. To 
go back to viewing all your contacts, tap the All option at 
the top of  the sidebar.

Adding Pictures to Contacts
If  you add a picture to a contact’s details, as well as making 
that person’s contact card more attractive, it’s displayed 
when that person phones or emails you. Open up a contact 
and tap Edit, then select Add Photo at the top. Tap Choose 
Photo and browse to the appropriate picture, or Take Photo 
to snap a new one there and then using your iPad’s camera.
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FaceTime App
FaceTime gives you real-time audio and video calling over the Internet. With 
it you can chat with anyone who has a Mac, iPhone or iPad; and as it’s an 
Internet service, there are no call costs involved. Here’s how it works.

1

3

2

4 5 6 7

8

1 This is your own video 
feed, as sent from your 

iPad. You can drag this 
window into a different corner 
of  the screen if  you wish.

2 The is the video feed 
window for the person 

you are chatting to, sent from 
their own iPad, iPhone, iPod 
Touch or Mac.

3 Tap here to take a Live 
Photo of the person 

you’re chatting to. See our 
guide to the Camera app for 
information on Live Photos.

4 Tap here to switch off  
your camera and continue 

with the call in audio only from 
your end. You can still see the 
other person’s video feed but 
yours is blank. Tap the button 
again to turn it back on.

5 If you need to switch the 
microphone off for any 

reason, tap this button. Tap it 
again to switch the mic back on.

6 This button lets you 
switch between your front 

and rear cameras. By default 
your video feed shows your 
front camera but you can 
change to using the rear 
camera and back again by 
tapping here.

7 This button disconnects 
the call. Tap it when 

you’ve finished chatting to end 
the FaceTime call and go back 
to using your iPad.

8 The controls window 
disappears when 

inactive. To summon and 
dismiss it manually, tap 
anywhere on screen.

FaceTime in Focus

Using a Stand.
You can use either camera in FaceTime but most of 
the time you’ll be using the front camera, so both you 
and the caller can see 
each other. Try putting 
your iPad on a stand so 
you can sit back a 
little from the screen.Signing In.

Before you can use FaceTime, you have to sign into 
it. Open the app and sign in with your Apple ID and 
password where asked. You only have to do this 
once; after that, you remain signed in.

   Using Your iPad’s Apps
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Initiating a FaceTime Call

Group FaceTime Chat

1 To initiate a FaceTime call, open the app. In the 
sidebar is a list of  recent people with whom you’ve 

FaceTimed, whether as a video or audio-only chat. Tap a 
name for the same type of chat you had before or the ‘i’ 
icon to choose between video and audio chat.

1 Since iOS 12.1, you can FaceTime chat with up to 32 
people at once. During a FaceTime video call, tap 

the screen to bring up the controls and swipe them up from 
the top to expand the control box as shown. Tap Add 
Person, then enter their details in the field provided.

2 You can also initiate a FaceTime by tapping the + 
icon atop the sidebar and entering the name, email 

address or phone number of the person you wish to talk to. 
They must have registered those numbers and emails with 
FaceTime, of  course, or the service is unavailable.

2 Tap Add Person to FaceTime and they’re added to your 
video chat. The size of each video feed continually 

changes to emphasise the person speaking at the time. 
Group chats are preserved in the sidebar discussed earlier, 
so you can call everyone together next time.

Portrait/Landscape
You can make and receive FaceTime calls in either 
portrait or landscape mode, but if you’re not holding 
your iPad in the same way the other caller is holding 
their device, you get ugly black borders like the ones 
you can see here.

A Few Settings
Go to Settings > FaceTime. To turn off FaceTime, so you 
can’t be called this way, flick the FaceTime switch. To stop 
people taking live photos of you during a chat, turn off 
FaceTime Live Photos. There are other things you can 
tweak on this screen too.
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Facebook App
The Facebook app makes it easier to use Facebook on your iPad. You can 
post pictures, update your status and more. It’s not on your iPad out of the 
box but it can be downloaded for free using the App Store app.

1 2

34
5 6 7

8 9

10

11 12 13

14

15 16 17 18 19 20

1 Tap here to switch to 
Facebook Messenger, a 

separate app which is also 
free on the App Store.

2 Tap here for your 
account details.

3 This chevron gives options 
such as Settings, Activity 

Logs, Privacy Shortcuts and the 
opportunity to log yourself out.

4 This is where you update 
your Facebook status. 

Facebook in Focus

5 The Live option allows 
you to broadcast a live 

feed for your Facebook 
friends to follow. 

6 To add a photo or video 
to your Facebook status, 

tap here. From the next screen, 
you can add one that’s already 
on your iPad or tap the camera 
icon to take a new one.

7 Check In lets your friends 
know where you are. 

Useful when arranging to meet.

8 Posts made by your 
Facebook friends appear 

here, as do posts made to 
groups of which you’re a 
member. Posts are 
time-stamped.

9 Tap here for a range of  
post-related options.

10 Tap a video embedded in 
a post to play it. Tap a 

photo for an expanded view.

11 Tap here to add a ‘Like’ to 
the post. Tap and hold it 

for a bubble that lets you add 
an emoji instead of a regular 
Like. Other people’s likes and 
emojis are shown above it.

12 This link lets you add a 
comment to the post 

you’ve just read.

13 Here you see the number 
of comments made by 

others about this post. Tap this 
link to read them.

14 Tap a name that appears 
in your timeline and you’re 

taken to that person’s Facebook 
profile. From there, you can 
Friend or Unfriend them, send 
them a wave, send a private 
message and more.

15 Tap here to go to your 
News Feed, the page you 

see here.

16 This link lets you review 
your friend requests, 

which are from people who 
have asked to be your 
Facebook friend.

17 Tap here for a selection of  
videos, tailored to your 

chosen interests.

18 If you wish to sell 
something locally, 

Marketplace is a useful option.

19 Here you can see 
notifications, such as 

when someone comments on 
or likes your status or tags you 
in a photo.

20 The Menu link shows a 
range of options such as 

Groups, Events and many more.

   Using Your iPad’s Apps
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1 When you first open your Facebook app, which must 
be downloaded from the App Store to your iPad (it’s 

free), this is what you see. If  you already have a Facebook 
account, enter your details and tap the Log In button.

3 There are several ways to find a friend. You can 
search for them by name using the search field atop 

the screen. If  you see a name of someone you’d like to 
friend, maybe in a comment, tap it and tap Add Friend to 
send a request.

5 If  someone’s post has a Share icon, you can tap it 
for this pop-up window. From here you can share 

the post to your own timeline, share it while adding a 
comment of  your own to it, send it to someone in 
Messenger or copy its link.

2 If  you have an account but have forgotten your 
password, tap Get Help. If  you don’t have an account, 

tap Sign up for Facebook at the foot of the screen and tap 
the Get Started button. Enter your details as instructed.

4 Tap the Requests icon to see incoming friend 
requests that you can accept or delete and also a list 

of  people you may like to friend. When you send a friend 
request, the other person must accept it before you 
become Facebook friends.

6 You can now buy and sell through Facebook too. 
Tap on the Marketplace icon in the bottom toolbar 

to see a range of  second-hand goods being sold in your 
area. Tap the What Are You Listing? link to sell. This is 
useful if  you want to buy or sell locally.

126  |  www.bdmpublications.com www.bdmpublications.com | 127

Facebook App     

● ●

Senior Series - iPad Seniors Manual - Vol 30.indd   127Senior Series - iPad Seniors Manual - Vol 30.indd   127 03/01/2020   15:41:1203/01/2020   15:41:12

www.bdmpublications.com 31



FBMessenger
What if you want to communicate directly with a Facebook friend, instead of 
writing on their wall for all to see? You need Facebook Messenger, another 
free app you can download from the App Store.

1
2 3 4

5
6 7

8
9

10

11

12

13 14 15

16

17 18 19 20
21

22 23

Facebook Messenger in Focus
1 Tap your avatar to get to 

your account details, 
from where you can make 
changes and add information.

2 You can take a video or 
photo, adding text and 

graphics, if  you wish, then 
use it in a future message.

3 If you want to initiate a new 
group message, tap here to 

start then choose whom to add.

4 Tap the chevron here to 
close and open the sidebar.

5 This is the person you’re 
currently chatting to. 

6 This icon lets you initiate a 
Facebook audio call. It’s 

over the Internet and it’s free.

7 This starts a Facebook 
video call. Again, it’s over 

the Internet and it’s free.

8 Tap here to search. You 
can look for people, 

groups, words and more.

9 You can create a story 
made of video, photos 

and text for your friends to see.

10 These are Facebook 
Messenger conversations. 

Tap on one to open it in the 
right-hand column.

11 Your messages are shown 
in blue. Messages sent to 

you are shown in grey. All 
messages are time and 
date-stamped.

12 You can send photos and 
videos via Facebook 

Messenger and also web links, 
as seen here. 

13 Tap here to open the 
Chats column.

14 Opens the People view in 
the sidebar. You can see 

all your Facebook friends who 
are currently active.

15 The Discover icon. Shows 
subjects, services and 

information which might interest.

16 Tap to wave to your 
contact, or challenge them 

to a game. 

17 The Four-circles icon lets 
you send a GIF, suggest a 

game, send location and more.

18 Tap here to take a photo 
or video to send to your 

Facebook Messenger chum.

19 This icon lets you send a 
photo or video.

20 Press and hold the Mic 
icon to record and send a 

voice clip to your chum.

21 Tap this and the keyboard 
appears, allowing you to 

type a new message.

22 This allows you to send 
stickers, GIFs, or emojis, 

across Facebook Messenger.

23 Tap the thumbs up to 
send a thumbs-up picture.
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1 When you first open the Facebook Messenger app, 
you’re invited to log in with your phone number or your 

Facebook account. If  you don’t already have an account, 
tap the Create New Account button and make one.

3 You can then enter the message you want to send in 
the text field, as shown. Use the icons to the left of  

the text field to add stickers, photos, videos and more. 
When you’re done, tap the icon that looks like a paper 
plane to send.

5 You can initiate a Facebook audio or video call 
using the Camera and Receiver icons found in the 

top right corner. You then call the person whose chat you 
have open. These calls use the Internet, so are free of  
call charges.

2 To start a conversation with someone you’ve never 
messaged before, tap the search field in the top left 

corner to bring up the on-screen keyboard. Type their name 
then tap on it in the search results. 

4 You can start a group message, i.e. a chat with more 
than one person, by tapping the Pen-and-paper 

icon then tapping each person you want in the group. 
Your messages and their responses, now go to every 
group member.

6 Tap the People icon and the sidebar lists which of  
your contacts are currently active on Facebook. 

Send them a wave or start a conversation. Tap the 
Discover icon for all sorts of  things Facebook Messenger 
thinks might interest you.

Using the Facebook Messenger app
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Twitter App
The offi  cial Twitter app is not on your iPad by default but it can be downloaded 
for free from the App Store. With it, you can send short messages to be read 
by your followers and follow other Twitter users yourself.

1

10

3

2

4

5 6 7 8
9

11 12 13 14

1 Tap here for a sidebar, 
giving access to your 

profile information, bookmarks 
and information. 

2 Each tweet is headed by 
the name of the person 

who sent the tweet, their twitter 
handle (which starts with an ‘@‘ 
symbol) and their profile picture. 
A blue tick after their name 
means the identity of that 
person has been confirmed, it’s 
definitely not a fake.

3 These are tweets, sent 
by people you follow on 

Twitter. They’re shown in the 
order they were sent.

4 A tweet can contain 
pictures and videos as 

well as text. You can also add 
links to web pages, hashtags 
and another person’s user 
handle, to make sure that 
person sees your tweet even if  
they don’t follow you.

5 This shows how many 
replies have been made 

to this particular tweet. Tap 
the speech bubble to add a 
comment of  your own. To 
read comments left by other 
people, tap the tweet itself.

6 This is the retweet icon. 
This tweet has already 

been retweeted by followers
of the account. 

7 Did you like this tweet? If  
so, tap the heart icon; This 

tweet has been liked many times.

8 Tap here for a range of  
options, such as 

forwarding a tweet as a direct 
message and more.

9 Promoting is a service 
whereby an advertiser 

pays to have a tweet shown to 
a wider audience. The tweet 
here appeared in our timeline 
because it was promoted.

10 To send a new tweet, tap 
here and type your 

message in the pop-up 
window that appears.

11 Your Home page, where 
tweets sent by people, 

companies and organisations 
you follow are shown.

12 Tap here to search Twitter 
for people, subjects and 

just about anything else.

13 When one of your tweets 
is liked, retweeted or 

replied to or you’re tagged in a 
tweet (that is, someone types 
your Twitter name in a tweet), 
you’re notified here.

14 You can send messages, 
directly to someone who 

follows you. Tap here to read 
and send them. 

Twitter in Focus

What is a Tweet?
A tweet is a short message, posted to your Twitter timeline, 
that can be read by anyone following you. The length of a 
tweet used to be limited to 140 characters, though it was 
recently increased to a more generous 280 characters.

   Using Your iPad’s Apps
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1 Download Twitter from the App Store and open the 
app. This is what you see. If  you already have an 

account, tap Log In at the bottom of  the screen. If  not, 
tap Get Started and follow the on-screen instructions to 
create one.

3 To write a new tweet, tap the icon in the top right 
for a pop-up window. Here you can type your 

tweet and using the icons in the bottom left of  the 
window, add a photo, a GIF, a question poll and/or a 
location respectively.

5 You can start a Direct Message (DM) conversation 
with someone if  they follow you or if  they’ve 

chosen to accept DMs from anyone. On the Direct 
Messages page, tap the icon in the top right to write a 
new direct message. 

2 Tap the photo or silhouette in the top left corner for this 
sidebar. To edit your profile, including your full name, 

photo and bio, tap Profile, then Edit Profile. This screen also 
shows your Twitter handle, which starts with a ‘@‘.

4 If  you see a hashtag, that is, blue text preceded by 
‘#’, you can tap it and see other tweets that include 

the same hashtag. Adding hashtags of  your own makes 
your tweet easier to find by others looking for that 
particular subject.

6 If  you find the white background a little hard on the 
eyes, tap your photo, or the silhouette if  you 

haven’t added one, in the top right corner to access your 
sidebar. Then tap the moon in the bottom left to switch to 
a darker view that’s easier on the eyes.
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Learn how to 
video chat, email, 
message on your 
Windows PC with 
this magazine
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Long gone are the days of Microsoft Outlook Express being included with new releases of 
the OS, replaced instead by the Microsoft Mail app. This app first appeared in Windows 8, 
was vastly improved in 8.1 and has now been improved yet again for Windows 10. 

Explore the Email 
App in Windows 10

If you are not replying to an email, but 
rather starting a new email, you can 
do so in a couple of different ways. You 
can either click the New Mail button 
at the top of the Mail Menu or you can 
use the Ctrl-N. Both methods open a 
new email in the main window, with a 
blank recipient field. 

The left-hand menu, which can be 
minimised and expanded using 
the button at the top of the panel, 
contains all of your email accounts 
(those you have added to Windows 
Mail). Click on any of your email 
account headers and the individual 
folders, such as Inbox and Sent Items, 
are displayed here also. 

You can open the Windows Calendar 
app directly from within the Mail 
app. Click the Mail app icon at the 
bottom of the Mail Menu panel and the 
calendar screen will open in a second 
window. If you have never used the 
Calendar app before, you will need to 
link it to an account. 

The settings for the Mail app allow 
you to easily add accounts, change 
how emails are displayed when they 
arrive, whether outgoing emails 
have a signature (which can be 
customised) added to them, as well 
as how you are notified of new emails 
in Windows 10. 

The messages in whichever email folder you have 
selected are shown in this panel. By default, the 
most recent emails are at the top of the list. You 
can change how the emails are viewed, so that 
only unread or flagged emails are displayed, 
using the dropdown menu at the top of the inbox.

New Mail Button

Mail Menu 

Calendar View 

Mail Settings

Mail Folder
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Mail

CUSTOMISE MAIL

You can customise how the Email app looks in a number of 
ways, from simple changes like choosing between a light and 
dark theme, to setting the overall colour and changing the 
background image for the app. To personalise the Mail app, 
click the Settings button and select “Personalisation”. 

In a row along the top of the main 
message window are the message 
options. These include Reply, Reply All, 
Forward, Archive and Delete emails; 
more options can be seen by clicking 
the Menu button to the right. The 
message options only appear when 
viewing a received message. 

When you start a new email or select 
an email in one of the mail folders, 
it will appear in the main message 
window. As you would normally, you 
can scroll down to view all of the 
messages shown. You can roll over the 
address in the To: field, to see more 
contact details. 

Roll over or click on any of the 
messages in your inbox, sent items 
or drafts folders and three icons will 
appear. These let you quickly Archive, 
Delete or Flag any message directly in 
the folder panel. Archived messages 
can be recovered at any time and 
returned to the inbox if required. 

Whenever you open an app in 
Windows 10, a highlighted taskbar 
icon will appear at the bottom of the 
screen. This makes it easy to switch 
between multiple open apps, or to 
quickly see which apps are currently 
running. You can pin your most used 
apps to the taskbar by right-clicking 
and selecting Pin to taskbar.

Message Options

Main Message Window

Message Tools

Taskbar Icon
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Mail has been completely redesigned for Windows 10 and is wholly unrecognisable from the Windows 8 equivalent 
(that’s a good thing). But even with these improvements, it still needs a bit of tweaking before it comes into its own. 

Meet Your New Email Client

The Windows 10 new email client is a lot different from previous apps such as Outlook 
Express. It’s a relatively recent idea for you to have all your emails in one place, whether 
it’s your work account, a Hotmail or Outlook address or email from Gmail.

If you need to select the Advanced 
Set-up option, you can choose 

between the type of account you’re setting up. Usually 
you’ll select the Internet Email option – this includes 
accounts that use the POP3 or IMAP protocols to retrieve 
email (if your provider gives you the choice of which of 
those to use, select IMAP).

If you signed into Windows 10 with 
a Microsoft account, the Mail app 

will automatically pull this in if it’s enabled for email. As you 
can see, you can also click Add Account if you have other 
email accounts you want to add (this can be from basically 
anywhere as long as it’s your account).

If you click Add Account, you can add 
accounts from many popular providers 

including Google, Yahoo and Apple’s iCloud. You can also set 
up other more specialist accounts if you have the details. 
Finally, there’s also an option to add a Microsoft Exchange 
account if your workplace uses that (including Office 365).

As it says here, the idea behind the Mail app 
in Windows 10 is to gather all your emails 

together in one place to “simplify life a bit”. The app is quite 
clever in how it handles email and it certainly differs to older 
apps such as Windows Live Mail and Outlook Express.

Advanced Set-up

Account Type

Default Account

Welcome

How to Set Up and 
Use the Mail App
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Email

This is what a sent mail looks like. As you can 
see, it’s now ‘nested’ under our original email 

and the sender is me (or you). You’re able to look at just sent 
items in your folder still, and we’ll show you how to do that in 
a few steps.  

Emails are ‘grouped’ like this in 
Mail, meaning that if you and a 

friend have a conversation, all the emails will be grouped 
together so that they’re easy to retrieve. You’ll notice we’re 
still composing our email here, and we’ve clicked the Attach 
button to select an attachment.

There’s also a Refresh button as well 
as a Select mode, so you can select 

various emails (with a view to moving or deleting them). Now 
we’ve clicked the Forward button along the top to forward 
this email. As you can see, this has created a draft under the 
original email on the left. 

Here’s your inbox! Your email list is shown 
on the left, with the contents of each email 

appearing on the right. We have three new emails here, 
designated by the blue colour. You can also search for any 
emails using the search box at the top – this works much 
more quickly than in older apps.

As we said before, normally 
your Microsoft account will 

have already pulled in automatically. If not, you can add it 
manually. Just enter your email address and password. If you 
don’t already have a Microsoft account, you can set one up 
from here by clicking the link and following the steps. 

If you’re adding a Google account, 
you’ll get this somewhat familiar 

pop-up appearing inviting you to enter your username and 
password. If you have Google’s two-step authentication 
enabled, you’ll get a text message to confirm your identity 
and you’ll be asked to enter it.

Sent Mail

Insert Attachment

Writing a Mail

Your Inbox

Microsoft Accounts

Google Accounts
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Email

As well as the button to include 
attachments, the Insert tab features 

a Picture button so you can insert an image into your email, 
as opposed to just sending it as an attached file. Once 
inserted, you can select it with your mouse and adjust its size 
(drag the corners as you can see here).

You can browse through these styles 
using the drop-down arrow next to the 

style selection box. As well as fairly standard styles, there 
are some other ways you can get text to stand out including 
quotes and what are called ‘Intense’ styles, which place 
quotes in between parallel lines to encourage reading.

You’re able to easily change the colour 
of the text in your email and, while you 

still have a limited range to choose from, you’ve still got a lot of 
choice (far more than in many other apps, anyway). Strangely 
Windows chooses to take most of these colours from your 
current Windows theme. No, we’re not sure why, either.

There are also various pre-defined styles 
you can apply to text – useful if you’re 

writing a long email and you need to have sub-headings or 
headlines in the text. These work very similarly to styles in 
Microsoft Office; styles that you might use for a report or essay. 

As well as styles, Bold, Italic and 
Underline, there are other ways 

you can make text stand out or add emphasis. As in Word, 
you can have subscript or superscript text or add highlighting 
(quite useful for quick editing of paragraphs in emails). 
Finally, you can clear the formatting of any selected text. 

As well as just writing simple plain text 
emails, there are plenty more editing 

functions in Mail, which we’ll check out in the next few steps. 
Using the Format tab at the top of the editing window, you 
can change selected text – here we’ve used bold to highlight a 
particular phrase. 

Inserting ImagesDefine Styles

Change ColourApply Styles

More Text OptionsEdit Text
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Email

From this menu you can also print off emails 
– this will open the now-standard Windows 

print dialog box which is now black (presumably to make the 
predominantly white print preview stand out). You can select 
to print off the whole email or just the first page, as well as 
browse through the pages using the controls at the top. 

If you chose to move your email in the 
previous step, you’ll see this browser 

view which enables you to add your email to an existing 
folder. You can always create a new folder for storing emails 
in particular categories. If you just want to remove your email 
from the inbox but still keep it, use Archive. 

Even if you’re not actually looking at a 
particular email, you can still perform 

numerous actions on it. You can right-click on emails to move, 
archive or delete them or mark them as read/unread. If you’re 
deleting emails, you can also just select them and use the 
delete key (we find this is actually the easiest way). 

As well as the basic reply, reply all, 
forward, archive and delete commands 

at the top of each email, there’s also this extra menu – just 
click the … button. You can move to the next email or 
previous message if you want to do that, but crucially you can 
also move your email into a folder.

If the text in emails is too small for you, 
you can zoom in to your messages – 

again, this is also accessed through the … menu. A handy 
keyboard shortcut for zooming in is Ctrl-+ to zoom in or use 
Ctrl and – to zoom out. This actually works in most apps, 
including many web browsers, too! 

Before you send an email, you 
can always spell check it – this is 

integrated into Mail under the Options tab. You can select the 
language you need (you might be emailing a hotel in France 
so using French, for example) and correct any spelling errors 
as you go. 

Print it OffMove Folder

Right-ClickEmail Menu

Change ZoomSpelling Options
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Using the Facebook 
App in Windows 10

Like it or not, Facebook has changed the way we communicate through social media. 
Since the company’s launch in 2004, the platform has had its fair share of positive and 
negative media. With over 2.2 billion monthly active users, Facebook is here to stay.

Step 1 Step 3

Step 2 Step 4

If you prefer not to visit Facebook via your browser, the Windows Store has a specially developed app for both PC 
and mobile platforms that’s just as functional as the web-based interface.

Be Connected. Be Discovered.

Once the installation process is complete, you 
receive a brief notification in the bottom right 

of your Windows desktop. There are two options available 
from the notification, Launch and Pin to Start. While you can 
Launch the app right away, we recommend clicking Pin to 
Start. This will place the app in the available Groups from the 
Start button. 

The Store front details the specifics regarding 
the app you’re currently viewing, Facebook in 

this instance. Scroll down through the app’s page to view a 
description, any updated information, system requirements, 
additional information and what functionality the app uses, 
in case you’re concerned over privacy and such. 

Scroll back to the top of the Facebook app page in 
the Store. To install the app on to your PC, simply 

click the blue-coloured Install button. This will initiate the 
download and installation process. The Facebook app weighs 
in at around 140MB, which isn’t too hefty for a modern app.

First, open the Windows 10 Store. In the Search 
box, located in the top right of the Store window, 

type Facebook. The first option available, labelled App, is what 
you’re looking for. Simply click it to be taken to the Facebook 
app page in the Store.
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Facebook

Step 7 Step 10

Step 6 Step 9

Step 5 Step 8

The Facebook app presents a slightly more 
compact view than that of the web-based 

version. Current online friends are listed down the right-hand 
side of the screen, while your News Feed and groups are listed 
down the left. There’s the search bar along the top, with friend 
requests, messages, notifications and your profile settings. 

If you want to enable Location for Facebook, click 
on the Start button and enter Location into the 

search. Click on the Location Privacy Settings result and then 
enable the Location feature and even specify which apps 
have access to your precise location. 

If you don’t already have the Location feature 
enabled within Windows 10, you will receive a 

notice when you log in to Facebook via the app. It’s up to  
you if you want to enable this feature. Clicking OK will 
remove the notification but leave the Location setting in 
Windows 10 unchanged. 

Clicking the Sign up for Facebook link will open 
your default browser to the Facebook Create an 

Account page. Enter your details and take a moment to view 
the company’s current Terms and Conditions, along with the 
Data Policy. When your account has been set up, you can close 
the browser and return to log in at the app. 

Naturally, the next step of the process is to single 
left-click the Facebook tile to launch it. When 

launched, the app requests your Facebook user details to log 
in; enter them into the boxes provided and click the Login 
button. If you don’t currently have a Facebook account, click 
on the Sign up for Facebook link. 

Click the Start button. If you decided to Pin to 
Start, as in the previous step, you can now see 

that Facebook is available as a tile within the Groups section. 
This allows you to right-click the tile and opt to resize, turn off 
live tiles, move, unpin from start and so on. 
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Skype is now a much bigger part of Windows 10 than it once was, and has its own app that 
comes pre-installed with the OS. Getting to grips with the different tools in Skype is fairly 
simple but learning how to use it more efficiently and easily takes a little more time. 

Step 1 Step 3

Step 2 Step 4

Recently updated, Skype has now been turned into a proper Windows 10 app and follows the Windows design style 
more closely. 

Install and Use Skype

Click the Contacts button (2nd button down from 
the top) and either select the add contact icon at 

the bottom of the sidebar or click directly in the search text 
box and type the name, Skype name or email of the person 
you want to add. Click Search Skype.

Once installed, you will need to sign in to the 
Skype app. If you already have a Skype account, 

which is completely free to set up, just enter your login details 
when prompted. If not, you can go to www.login.skype.com 
and create a new account in just a few minutes. 

The Skype window should now be open on screen. 
The default view is the Recent conversations 

screen but this may be completely empty if you are new to 
Skype. The first thing you need to do as a fresh user, is to begin 
adding contacts. 

Skype has a dedicated Windows 10 app and this 
may be preinstalled on your Windows PC but you 

might need to download it from the Windows store. You can 
also download Skype directly from www.skype.com as well as 
check that you have the latest version available. 

Making Calls with 
the Skype App
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which is completely free to set up, just enter your login details 
when prompted. If not, you can go to www.login.skype.com 
and create a new account in just a few minutes. 
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Bots vary in how useful they are but some are 
well worth taking a look at. Take the Bing News 

bot for example. Add this and then type a word (“Crime” for 
example) in the conversation window. The bot will return 
news stories based on that subject. 

Skype also now includes Bots. Bots are artificially 
intelligent programs that can do many useful 

things like search for news, summarise webpages, play games 
and more. You can start chatting with a bot just like you chat 
with friends, just choose a bot and click Get started. 

If you want to make calls to contacts not using 
Skype (you can make calls to mobiles and 

landlines too), you will need to add some Skype credit. To do 
this, click on your profile picture in the bottom left and click 
the ‘Add Skype credit’ link. 
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in touch with your contacts and groups wherever 

they are. You can share files, photos and contacts. To instant 
message one of your contacts, select their name and start 
typing at the bottom of the main window. 

You can select any contact from your contacts list 
and then either instant message them or start a 

voice or video call. If the contact you click on has Skype, the 
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Select your friend from the search results, 
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click Add to Contacts. Type a quick note to introduce yourself 
and then click Send. They will receive a request from you, 
along with the message and can choose whether to accept 
you or not. 
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1 The first and more obvious installation 
method is to tap the Play Store icon on 

your phone, and in the search bar along the 
top, enter: WhatsApp. Tap on the correct 
search listing, the one with the WhatsApp 
logo next to it (it’ll be listed as WhatsApp 
Messenger), and you’re taken to the relevant 
page on the Google Play Store.

2 With the WhatsApp page on the Play 
Store open, tap on the Install button and 

the process will begin. Some phones already 
have a version of WhatsApp preinstalled 
by the manufacturer. You will know if yours 
is one such device as the display shows 
Update and Open buttons. From here it’s 
recommended to tap Update. 

Installing WhatsApp 
on Android

Installing WhatsApp on to your Android phone is, thankfully, a 
straightforward process. There are two ways in which you can 
install the app, we cover both here.  
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INSTALLING WHATSAPP ON ANDROID

3 Once the update or install has finished, 
you are given the option to either Open 

or Uninstall (should you prefer to remove it); 
you may not be able to remove a pre-installed 
version, if this is the case, you will need to drop 
into your device’s App Management settings 
and remove it manually. To continue, tap the 
Open button to launch WhatsApp.

4 The second method is to visit the 
WhatsApp webpage www.whatsapp. 

com. From here, you can tap on the supplied 
link that will redirect you to the Google Play 
Store and the previous steps. However, 
although it is unlikely, be aware that false 
websites could lead to you an infected 
version of the app.

FAKE WHATSAPP WARNING
Be wary of installing WhatsApp from 
anywhere else but the official Google Play 
Store. There have been instances of a fake 
version of WhatsApp being made available 
through less reputable sites. These versions 
can carry viruses or spyware designed to 
monitor your device.
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1 iPhone users are in luck, iOS is the flagship 
model so any new updates will be on iOS 

first before Android. To begin, unlock your 
iPhone and locate the App Store icon from 
the Front screen (or wherever you keep it). 
You may need to log in using your Apple ID if 
you haven’t already done so.

2 Within the App Store app, tap the 
Search button. When the on-screen 

keyboard appears, enter ‘WhatsApp’ into 
the search field. Tap the Search button on 
the on-screen keyboard and you’re taken to 
the WhatsApp listing; as with Android, it’ll 
be listed as WhatsApp Messenger.

Installing WhatsApp 
on an iPhone

Just like the Android version, WhatsApp for iPhone is really 
straightforward to install. Just make sure you’re logged into your 
Apple account beforehand. 
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INSTALLING WHATSAPP ON AN IPHONE

3 Now tap the Install button to begin the 
installation process; depending on the 

speed of your connection this could take 
some time (make sure you’re on Wi-Fi too, 
in case of data charges). When the install is 
complete, the WhatsApp entry on the App 
Store will update with an Open button.

4 Finally, tap the Open button to launch 
WhatsApp and start the signing in and 

creating a new account steps. You can also 
complete the installation process via the 
WhatsApp website, as with the Android 
version, where you’re taken directly to its 
entry in the iTunes Store.  

JAILBROKEN IPHONES
While it’s more difficult to install a fake 
app on an iPhone than an Android device, 
be wary that jailbroken iPhones can be 
vulnerable to fake applications. If your 
iPhone is unlocked, still use the official 
Apple version of WhatsApp over another 
site’s version.
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1 From your Home locate the Microsoft 
Store tile; if you’ve populated the home 

area with lots of tiles, you may need to scroll 
down the screen. Once found, tap it to open 
– there could be an extra sign-in process 
at this stage, so be prepared to enter your 
username/password.

2 When the Windows Store opens, tap on 
Search as indicated by the magnifying 

glass icon at the bottom of the screen. Then, 
as with the previous version of WhatsApp on 
Android and the iPhone, enter WhatsApp into 
the search bar and click on the WhatsApp 
returned result.

Installing WhatsApp 
on a Windows Phone

If you own a Windows Phone make sure that it’s Windows Phone 
8.1 or above and has the latest updates installed prior to installing 
WhatsApp. Ensure also that you’re logged into your Microsoft 
account when accessing the Microsoft Store. 
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INSTALLING WHATSAPP ON A WINDOWS PHONE

3 Tap on the WhatsApp tile as it appears 
in the Windows Store, this will launch 

the app’s front end along with its included 
information, users’ reviews, and terms 
and user agreement. At the bottom of 
the app’s page, tap the Install button to 
proceed further.

4 After tapping Install you’ll be asked a 
couple of questions: ‘Allow access to 

the phone’s location?’ and ‘Allow installation 
to the phone as opposed to the SD card?’ 
Answer yes to both, then drop back to 
the Home screen and slide to the right to 
find WhatsApp.

JAILBROKEN WINDOWS PHONES
If you own a Windows Phone that has been 
unlocked (or jailbroken) ensure, as with the 
other platforms, that you download and 
install the legitimate version of WhatsApp 
from the Microsoft Store. Other sites may 
carry the risk of viruses and malware 
infecting your phone.
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1 To begin with you 
need to visit the 

WhatsApp website, 
specifically the Download 
section: www.whatsapp.
com/download. Here 
you can see the screen 
split into two sections: 
the left side for mobile 
devices and the right for 
desktop systems. Click 
the Green Download for 
Windows (64-bit) button 
to continue.

2 After clicking the 
button you’ll be 

asked to Save the file 
to your desktop, do 
so and wait for it to 
download. You can find 
the program executable 
in the Downloads folder 
of your home area on 
the PC. Just double-
click the WhatsApp 
Setup program to start 
the installation. 

Installing WhatsApp 
on a PC

Due to the differences in the platform, from mobile to desktop, 
installing WhatsApp on a PC isn’t going to be the same process. 
However, it’s just as easy. All you need to do is ensure that you 
have permission to install programs to the PC beforehand and 
you’re running Windows 8 or higher.  
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INSTALLING WHATSAPP ON A PC

3 The install is a little 
different to most 

other apps you may 
have downloaded in the 
past. After a short while 
WhatsApp asks you to 
scan a QR code with 
your phone’s version of 
WhatsApp. You will need 
to open WhatsApp, tap 
on the three vertical dots 
in the top right, followed 
by WhatsApp Web. 

4 There are full 
instructions 

on the WhatsApp 
mobile version as to 
how to scan the QR 
code and once it has 
successfully recognised 
it, the PC version will 
automatically be loaded 
up, complete with your 
account information 
and contacts.

QR CODE SCANNING
If you’re unfamiliar with a QR Code, it means 
Quick Response Code and is a more complex 
form of a barcode. A QR Code can hold far 
more information than a traditional barcode 
and can be used to automatically take you to 
a website or activate an app such as in this 
case, with WhatsApp for the PC.
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1 From the Dock, click 
on Safari to open the 

WhatsApp Downloads 
webpage: www.whatsapp.
com/download. Click 
on the green button 
to the right-hand side 
of the screen labelled 
Download, for macOS 
to start the download 
process.

2 Once the
WhatsApp.dmg file is 

downloaded it will appear 
in the Downloads folder 
in the Dock. Expand 
Downloads and click 
on the file to start the 
installation. After a short 
time you will be presented 
with the WhatsApp 
Installer window; simply 
drag the WhatsApp icon 
over to the Application 
folder icon.

Installing WhatsApp 
on a Mac

Installing the desktop version of WhatsApp onto a Mac is done 
similarly to the PC version. To begin with, ensure you have the 
relevant permissions to be able to install programs to the Mac 
and have your mobile device handy with the WhatsApp app 
already installed.  
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3 Double-click the 
WhatsApp icon in the 

installer window and click 
Open in the confirmation 
box that appears. 
Just like the Windows 
desktop installation, 
the WhatsApp window 
will display a QR Code 
which you can scan 
with WhatsApp on your 
mobile device.

4 Once you’ve 
scanned in the 

QR Code, the Mac 
desktop WhatsApp 
synchronises with the 
WhatsApp account 
you’ve created on the 
mobile device. You 
will be able to view 
any contacts and 
conversations you 
have started. 

NO FAKES FOR MACS
Thankfully macOS is a more stringent 
operating system than that of Windows. 
While the wall-gardened approach to 
macOS may infuriate some, it does have 
the advantage of not allowing fake apps, 
or those that carry potential threats, 
through to the core system. However, 
be careful as Internet-borne threats are 
continually evolving. 

INSTALLING WHATSAPP ON A MAC
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1 The iPhone version of WhatsApp will 
ask you if you want to enable app 

notifications, whereas the Android version 
will ask permission for WhatsApp to gain 
access to the phone’s location, Wi-Fi 
connection information and so on. You will 
need to Accept these requests in order to 
continue the setup.

2 You may also be asked to grant 
WhatsApp access to your contacts, 

as well as the device’s photos, media and 
files. Agreeing will allow WhatsApp to 
create a contacts list based on your current 
contacts (if any of your contacts already use 
WhatsApp) and allow you to send media via 
the service. 

Setting Up Your 
Profile

WhatsApp’s profile setup process differs slightly depending on 
whether you’re using an iPhone, Android or some other mobile 
device. The main profile creation is the same but different 
platforms ask different questions to begin with. 
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SETTING UP YOUR PROFILE

3 Across all devices, after you’ve agreed 
access to notifications and the phone’s 

setup, you will be asked to enter your country 
code and phone number. WhatsApp is built on 
top of your device’s phone number but uses 
data to message. There will be an SMS message
sent to the device to confirm the account, so 
ensure it’s the correct number you enter. 

4 You will get the chance to review the 
number before the SMS verification 

is sent. If all is fine, then tap OK and once 
the SMS has arrived, enter the 6-digit code 
contained in the message into the text area 
available in WhatsApp. After a few seconds 
the profile will complete and you can start 
using WhatsApp on your phone.

GOOGLE BACKUP
One last element that Android users 
may be asked is whether they want 
their WhatsApp messages and media 
backed up to their Google Drive 
account. You can opt for Daily, Weekly, 
Monthly or Never and even include any 
videos in your WhatsApp feed.
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1 If you haven’t already, launch WhatsApp. 
Once WhatsApp is open, begin by tapping 

on the green button located in the bottom 
right of the main WhatsApp screen in the 
Chats tab. This is the New Chat icon, but it’s 
also used for setting up new contacts, or 
messaging one of your existing contacts.

2 As mentioned, WhatsApp automatically 
adds contacts that are already using the 

app; these will be taken from your phone’s 
available contacts and appear in the list. This 
list is dynamically updated as you update 
your device’s contacts list (providing the 
contact is using WhatsApp).

How to Add Friends 
and Contacts

To start communicating with others you’re going to need to add 
them to your WhatsApp contacts. By default WhatsApp will 
access your phone’s contact list and automatically display those 
who already have the app, but adding new contacts is easy. 
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HOW TO ADD FRIENDS AND CONTACTS

3 Scroll to the bottom of the WhatsApp 
contact list and you can see a button for 

Invite Friends. Tap it and a window scrolls up 
from the bottom of the screen asking which 
app you want to add the contact through. The 
list scrolls to the right, so swipe from right to 
left to see the available apps.

4 Once you’ve decided on which app to 
use to add the contact, WhatsApp will 

automatically populate the chosen app with 
an invitation. All you need to do is enter 
the name of the recipient and hit the Send 
button. The contact will then be added to 
WhatsApp once they accept the invite.

ALTERNATIVELY ADDING CONTACTS
If you know someone who already uses 
WhatsApp, then to add them to the 
app’s list all you need do is add their 
details to your phone’s Contacts and 
save the entry. Back in WhatsApp tap 
the New Chat icon again, followed by 
the three vertical dots in the top right 
corner. From the menu choose Refresh 
and the contact list will be updated.
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1 From the Chats screen tap the green
New Chat icon (bottom right of the 

screen) to enter the WhatsApp contact list. 
Device specific features may be integrated 
into WhatsApp, however the core WhatsApp 
method here, is the best way to begin.

2 Choose from one of your contacts and 
tap their profile name not their profile 

image, if, however, you accidentally tap their 
profile image, it’s not difficult to come out of 
the new view, simply tap outside of the pop-
up window.

Sending Your First 
Message

The essence of WhatsApp is of course messaging and since 
you now have your profile set up and added some contacts, it’s 
actually time to send your first message. 
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SENDING YOUR FIRST MESSAGE

3 The screen changes into the main chat 
window. Note the message regarding end-

to-end encryption that automatically appears. 
If you want, you can tap the message to find 
out more regarding the app’s encryption and 
security policy. 

4 Enter your message into the box 
provided and press the on-screen 

keyboard’s enter key to send it . The message 
will be displayed with a single tick indicating 
it’s been sent, and another tick once the 
recipient has read it.

TAP THE PROFILE 
PICTURE
If you tap on the contact’s profile image, 
inside the circle next to their name, you get a 
different window pop up other than the chat 
screen. There are different message options 
available from the pop-up window; however, to 
chat just tap the first icon in the row (the New 
Chat icon) to get to the chat screen.
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1 The Camera function in WhatsApp is 
designed to help make the process of 

sending images to your contacts as easy 
as possible. To begin, open WhatsApp and 
from the Feature Bar along the top of the 
screen (in Android) tap the camera icon. 
Alternatively, swipe the screen from left 
to right.

2 The WhatsApp window now changes 
and display a view from the device’s rear 

camera by default. At the bottom of the 
screen are several options: Gallery view, auto 
flash, take picture and swap camera. Tap the 
swap camera icon in the bottom right to take 
a selfie, otherwise just take a photo with the 
large circle in the middle. 

How to Send Images 
Over WhatsApp

News headlines are frequently announcing the latest in a lengthy 
list of people who mistakenly send images of themselves 
through social media, be they a celebrity or not. While sending 
controversial photos of oneself isn’t advisable, it’s worth looking 
at how you would go about sending images in WhatsApp.  
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1 The Camera function in WhatsApp is 
designed to help make the process of 
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3 When you’ve taken your photo, you can 
edit it with the options to the top of the 

screen, apply the built-in filters, or add a 
caption at the bottom of the screen. To send 
the image, tap the Tick in the bottom right.

4 The screen changes again, displaying 
your available WhatsApp contacts. Tap 

the contacts you want to send the image to 
and press the green arrow in the bottom right 
to send the image; doing so opens the chat 
screen with the image displayed.  

GALLERY 
IMAGES
Rather than sending an image 
via the camera, you can send 
any of the images that are 
currently in your device’s Gallery 
or Photo Roll. From the Camera 
screen swipe up to load the 
images, select the image(s) you 
want to send and follow the 
same process to message the 
image to your contacts.
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1 You can make a voice or video call in one 
of three ways. You can tap the contact’s 

profile image and choose the phone icon 
for voice or camcorder icon for video. 
Alternatively, tap on the Calls feature and 
select the contact you want to call; or you can 
open an existing chat and select the call or 
video options from the top of the screen.

2 Depending on which method you use, you 
can start the call to the selected contact. 

There are numerous options available while 
you’re waiting for the call to connect (the 
contact needs to confirm the call). You can 
opt for speaker, increase or decrease the 
volume, hang up before the connection or 
switch to a chat session instead.

How to Make Voice 
and Video Calls

One of the many great benefits to using WhatsApp is that 
you can make both voice and video calls without using up 
your phone’s minutes. Naturally, it uses your data but if you’re 
connected to Wi-Fi then you can chat for free. 
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3 The contact you’re calling receives an 
incoming call notification in WhatsApp. 

This allows them to either swipe to the right 
to accept the call or to the left to ignore. They 
can also open a chat session instead.

4 For a video call you can see the caller as 
well as your own video feed as a smaller 

image in the corner. To hang up the call, or 
video, simply tap the red phone icon and the 
call is cut. Note, you can also switch device 
cameras from the options available in the 
video window.

IPHONE 
SCREENS
While the process for connecting 
a voice or video call is similar 
on the iPhone, the screens are 
slightly different. The options 
when in the call are the same, as 
well as changing device camera 
and ending the call.
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Automatic Email Setup
For most users, the automatic email setup wizard will take any hard work out of configuring your email app and 
should be able to find the relevant email server details from the email address you provide.

Open the Email client app from 
the Apps menu on your phone and 

choose “Other” to start the setup process. 
Enter your email address, along with the 
password for your main email account.  
Tap Next and wait to see if the Email  
app can pull the email settings from  
your ISP automatically.

Once the automatic setup is 
complete, you can choose if and 

when the app checks for new emails. You 
can set a higher frequency for peak times 
and a lower frequency for off-peak times. If 
happy with the default settings, you can just 
leave this for now. You can always change 
these settings later.

Your emails should now begin to 
load on to your device from your 

mail server. This can take a while, depending 
on both how many emails you have on the 
server and which type of email account has 
been set up by default (Pop3 or IMAP). You 
can simply repeat the process to add more 
email accounts.
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Being able to sync your Gmail account easily to your Galaxy is great, but there are sure to be 
lots of users who use different email accounts. Setting up your phone to pull emails from these 
POP3 or IMAP accounts is relatively easy, but you will need your username and password details 
and possibly the names of your incoming and outgoing mail servers.

Setting Up and 
Sending Emails
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Being able to sync your Gmail account easily to your Galaxy is great, but there are sure to be 
lots of users who use different email accounts. Setting up your phone to pull emails from these 
POP3 or IMAP accounts is relatively easy, but you will need your username and password details 
and possibly the names of your incoming and outgoing mail servers.
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Manual Email Setup
In some cases, the automatic email setup will fail and you will have to set 
up manually. If you have set up email accounts before, this should be fairly 
familiar to you. If not don’t worry, it isn’t too difficult.

Open the email app and enter your 
email address and password in the 

boxes provided. Instead of tapping Next, tap 
Manual Setup. You will need to have the email 
server details ready at hand (from your ISP or 
from their website). Choose the type of email 
account you use (POP3, IMAP or Exchange).

Tap Next and let the email client 
attempt to automatically configure 

the incoming server settings. Repeat for the 
outgoing server. If the manual setup fails, 
you may need to change the security type 
to SSL/TLS. The port for incoming emails 
is usually 993 and usually 465 or 587 for 
outgoing emails.

IMAP is generally better, as this type 
of account keeps the message on the 

server after reading on your phone; useful 
if you access emails in multiple places. Tap 
Next and the server settings should be pre-
filled for most of the major ISPs, but if not, 
fill them out with the information you have.

If you are still having problems, 
double-check email server settings 

with your ISP or email provider. On the 
next screen, you can change some of 
the account settings. These include the 
frequency at which the app checks for 
new emails on the server and whether 
notifications are turned on.
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Email Widget
The standard email client 

on the Galaxy comes with just 
one widget, that you can use to 
display the latest emails on your 
Home screen. You can change how 
big this widget is by dragging the 
highlighted box, when you add it 
to the Home screen. The widget 
allows you to quickly compose 
a new email, or read received 
emails. There is also a widget 
for Gmail and most other email 
clients. The exact display options 
for each widget will vary, but all 
of them will allow you to interact 
with your emails from the Home 
screen. Samsung also gives you 
the option of enabling Smart Pop-
ups, which you can read about 
elsewhere in this guide.

SETTING UP AND SENDING EMAILS

www.bdmpublications.com 73



Sending Emails
If you are not familiar with using your phone to send and receive email, getting started can seem a bit of a chore. 
By following this essential guide, you will learn how to compose, send and receive your emails anywhere.

Open the Mail app from either the 
shortcut on the Home screen or by 

browsing the main apps list. You can also 
start a new email or reply to a recent email 
by tapping the email widget, if you have one 
set up on your Home screen.

If composing a new email, tap the 
Contacts icon to find a contact or 

contacts in your main list. You can also 
enter the email address manually into the 
To box if you’re emailing someone not in 
your contacts.

If you want to compose a new email, 
tap the Compose button at the top 

of the screen. If you want to reply to an 
email you have received, simply select the 
email in the list and then tap the Reply 
button (the curved arrow).

Add a subject, then tap the Main 
Message box and start to type your 

email message. When you’re typing, the 
predictive text works equally well in emails 
as elsewhere and you can add special 
characters such as emoji to your emails.

Received emails always show with 
the most recent at the top of the 

inbox. If you have had more than one 
email in a conversation, you can open it 
and read all associated emails on one 
screen before replying.

When you have finished composing 
your email, tap the Send button at 

the top of the screen (usually an envelope 
icon). You can also tap the Menu button and 
choose to Save as Draft, if you don’t want to 
send the message straight away.
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Email Settings
Once you have your email account set up, you can change some of the default settings to suit your particular 
needs for that account.

Tap your email address in the settings to 
see specific options. Here you can configure 
your email account name and Data usage 
settings. You can also alter your Receive 
settings. Receive settings include the 
frequency which your client checks for new 
emails as well as the size limit.

If you have more than one email account 
set up on your Android phone, you can switch 
between them easily from the main email 
inbox. The name of the account is at the top 
of the Email screen. Tap the arrow to bring 
down a list of all your accounts and select 
the one from which you want to send mail.

Tap “More” whilst in the email app and 
choose Settings from the menu. Here you 
can configure how you are notified of 
new emails, how emails are viewed in the 
app: list or conversation view. If you turn 
notifications on, a New Mail icon will appear 
in your notifications bar.

When you compose a new email, you 
should see some text already in the message 
box. This will be something like “Sent 
from Samsung Mobile” and is your default 
signature. This will automatically be added 
to emails but can be turned off or altered in 
Settings > Account Name > Signature.

You can also add a list of spam addresses 
and domains, so that these are automatically 
moved to a spam folder, or deleted 
altogether, instead of cluttering up your 
Inbox. Tap “Add” and type either a full single 
email address or a domain (the last part of 
an email address, e.g. …@spamdomain.com).

There are several display options available 
in the Galaxy email app, such as auto-fitting 
content when opened. You can also choose 
whether to automatically display images in 
emails or whether you will be asked if you 
want to see images each time. To see display 
settings, tap Menu > Settings.

Notifications

Email Signature

Spam Addresses

Email Display 

Account Settings

Multiple Accounts
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It isn’t a surprise that an operating system owned by Google includes the Gmail app as standard. 
Gmail works particularly well on Android because it can push new emails to your device rather 
than your device having to pull them from the server. This means that you do not have to 
manually connect to a data network (or Wi-Fi) to check your Gmail account. Gmail also  
integrates perfectly with many other apps that Android uses as standard. 

Using the  
Gmail App

If you have a Google account, you also have a Gmail account by default, even if you have never used it. Your Gmail 
account is useful for lots of things on Android, including syncing your contacts. 

Activating Your Gmail Account

Enter your first and last name along 
with the Gmail address you would 

like to use. If your name is not available 
you can try a different one; you may need 
to add a number to the end or you can view 
suggestions made by Google. These will 
incorporate your name in some form.

When you open the Gmail app, if 
it’s the first time you have used it, 

it will ask you to set up a new account or 
log in to an existing one. Select “Sign In” 
and enter your username (Gmail address) 
and password. If you don’t already have an 
account choose Set Up.

Once you have activated or signed in 
to your account the Gmail app will 

open properly and display any emails you 
have in there. If it is a new account this will 
be a welcome email. If you are signing in to 
an existing account your old emails will load 
after a short time. 
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Now that you have your Gmail account set up on your Android device, you can begin composing and replying to 
messages; Gmail makes both of these tasks simple. 

Once you have your account 
set up on your phone, 
you will probably want to 
change a few settings on the 
options menu. 

As mentioned on the 
previous page, Gmail uses 
Push technology, meaning 
your new emails can be 
pushed to your phone. 

However, if you are not 
careful, this can use up a lot 
of your data allowance, not 
to mention putting a strain 
on your battery. 

Within the Gmail setting you 
can add a signature which will 
be added to the end of every 
outgoing message, choose 
when you receive confirmation 
of actions such as archiving, 
deleting and sending emails, as 
well as choosing which labels 
are synced from your Gmail 
account. You can find all Gmail 
settings by tapping the Menu 
button from within the app, then 
selecting Settings. 

Open your phone’s main 
Settings menu and choose 
Accounts and Sync. Here you 
can select the level of sync for 
your Google account (including 
Gmail). Enable Background 
Data if it is not already, but 
disable Auto-Sync. Your emails 
will now not be pushed to 
your phone automatically; you 
will have to open the Gmail 
app and choose Sync. This will 
reduce battery usage.

There are several ways 
you can be notified of new 
emails, from a simple icon 
in the notification bar to a 
unique ringtone. You can also 
choose to be notified of every 
new email individually or just 
once to show you have new 
mail in your inbox. The level 
of notification is up to you, 
but be aware that setting full 
notification (icon, ringtone, etc.) 
will use more battery. 

Composing New Gmail Messages

Configure 
Your Gmail 
Account

Account Settings Notifications Syncing

Type the recipient’s address in the 
next box down. As you start to type, 

known email addresses for contacts will 
appear. Type a subject/title for the email and 
then type your message in the box below. If 
you want to attach an image or video, tap 
the Menu button and select Attach File. 

Open the Gmail app. By default it will 
open to show your main Inbox for 

your primary account.  Look at the bottom 
for the Compose Message icon. Tap this to 
start a new email. You will be able to see the 
Compose Message button on any screen/
folder in Gmail. 

You can also “Insert from Drive” 
meaning insert media from Google 

Drive. When you have typed your message 
tap the Send button at the top of the screen 
or tap Done on the keyboard. An icon in the 
notification bar will show if the message 
does not send for some reason.
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Video calling is the next best thing to being with someone in person but too often it can be a 
frustrating experience. You shouldn’t have to worry about whether your call will connect or if 
your friend is using the same type of device. Google Duo is a simple one-to-one video calling 
app available for Android and iOS. Duo takes the complexity out of video calling, so that you can 
just get on with chatting. 

Chatting with 
Google Duo

Set Up Google Duo
Google Duo works by using your phone number, so you need a working SIM card in your device; then you need to 
take a few security steps to get started.

Download and install the Google 
Duo app from the Play Store. Duo 

is a fairly small app at around 8.8 MB, so 
download should be fairly quick. It can take 
a little more time to install, possibly because 
of security and permission checks that are 
made by the app.

Tap the new Duo icon on your Home 
screen or app drawer to get started. 

As with many such apps, the first thing to do 
is read and accept (or just accept) the privacy 
agreement and terms of service. These are 
different to the app permissions: what the 
app can use on your device.

If you are running a newer version 
of Android (Lollipop or later), you 

will now have to individually agree to the 
permissions the app needs to work. Deny 
access to any one of these permissions and 
you will not be able to continue setting up 
or using the Duo app.
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Video Calling with Duo
With the app set up and some contacts added, you can begin using Duo as the no fuss video calling tool it was 
designed to be. 

The app should now automatically 
detect your phone number and ask 

you to verify it. You phone number is key to 
the app working properly, so take a moment 
to check it. If the number is wrong, as it was 
for us for some reason, simply click on it and 
change it. 

To start a video call, open the app 
and tap the button. If you have made 

calls previously, recent contacts will appear 
at the bottom of the main screen. Tap any of 
the recent contact icons to call that person, 
or tap the Video Call button to see a full 
contacts list. 

You will now get an SMS message 
showing your verification code. If the 

app is open when you get the message, and 
showing the verification code input screen, 
it will automatically be verified. If not, open 
the message, copy the number and input it 
into the app. 

When your contact answers, the 
image will go full screen. The normal 

small image of your own face should also 
appear in the bottom left corner of the 
screen. You can change some of the call 
settings by tapping the small menu button 
at the top right of the screen. 

To start a video call, tap the ‘Video 
Call’ button at the bottom of the 

screen. If you have no contacts who use 
Duo currently, you can easily send them an 
invitation to install the app by tapping their 
name in the list that appears. A preformatted 
message is then ready to send.

When you receive a call from another 
Duo user, you will see and hear the 

Knock Knock screen. This displays who is 
calling, with an alert to notify you if you are 
away from your device. You can then simply 
tap or swipe up on the camera icon to 
answer and start the call. 
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Get Started with Google

In the past, using several di� erent Google apps would have meant having 
several di� erent usernames and passwords. Thankfully, Google took steps 
to merge all of these di� erent accounts into one main Google account. 
This means that you only have to remember one username and password 
to access almost any Google product, plus it is much easier to share 
information, images and other data between your devices. 

Creating a Google 
Account
Step 1
❱  Using any Internet 
browser, navigate 
to www.accounts.
google.com and click 
on Create account in 
the bottom left corner 
of the screen. Now 
choose to set up either 
an individual or a 
business account.  

Step 2
❱  Enter your name into the boxes provided and choose your 
preferred gmail.com email address. If the name you want is already 
taken, you will be shown some alternatives; or you can try another 
of your own. 

Step 3
❱  Complete the 
remainder of the 
information, including 
a phone number 
and alternative email 
address; useful if you 
need to recover your 
login info. You will also 
need to complete the 
entire form and agree to 
Google Terms of Service 
to progress.

Google Account
Set Up

Use Across Devices
One of the regular questions we receive regarding 
Google’s applications is: “Can I use my Google account 
sign in details on both my smartphone and my 
computer? Thankfully, the answer to that question is 
yes, follow the information below to set up your Google 
Account details and then you will be able to use them on 
all compatible devices and apps. 
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to merge all of these di� erent accounts into one main Google account. 
This means that you only have to remember one username and password 
to access almost any Google product, plus it is much easier to share 
information, images and other data between your devices. 

Creating a Google 
Account
Step 1
❱  Using any Internet 
browser, navigate 
to www.accounts.
google.com and click 
on Create account in 
the bottom left corner 
of the screen. Now 
choose to set up either 
an individual or a 
business account.  

Step 2
❱  Enter your name into the boxes provided and choose your 
preferred gmail.com email address. If the name you want is already 
taken, you will be shown some alternatives; or you can try another 
of your own. 

Step 3
❱  Complete the 
remainder of the 
information, including 
a phone number 
and alternative email 
address; useful if you 
need to recover your 
login info. You will also 
need to complete the 
entire form and agree to 
Google Terms of Service 
to progress.

Google Account
Set Up

Use Across Devices
One of the regular questions we receive regarding 
Google’s applications is: “Can I use my Google account 
sign in details on both my smartphone and my 
computer? Thankfully, the answer to that question is 
yes, follow the information below to set up your Google 
Account details and then you will be able to use them on 
all compatible devices and apps. 
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Step 4
❱  After completed the initial sign up process, you are taken to the 
core My Account page. From this page you can customise your 
entire Google user experience as follows. 

Step 6
❱  There are key areas of the Security options available that 
can rapidly give you an insight into the uses of your account. 
Beginning with the Your Devices option, which is very important. 

Step 5
❱  Starting with the 
Account Protected 
option, you can, 
from here, check 
the activity of your 
account, con� rming 
that you are the 
only user, list 
devices that are 
logged in via your 
account and explore 
recovery options. 

Step 8
❱  Return to the Google account page where the next option, 
Privacy & Personalisation link, enables you to manage and edit all 
of your data and details used during this initial setup process. 

Step 7
❱  These links show any devices that have, or are currently, 
accessing your account. If these details don’t match your records, 
you can change your password using the Personal Info link.  

Step 9
❱  The Personal info 
link, left side bar, 
opens a page that 
holds a complete 
record of the 
information you have 
shared with Google. 
Check to ensure it is 
correct. Any issues are 
shown as a triangle 
symbol containing a 
“!” icon, click or tap to 
correct them.

Google Account Set Up
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Get Started with Google

Step 10
❱  For now, we are going to move past the Privacy & personalisation 
options as, due to their importance and complexity, they are 
covered in greater depth in this guide.  

Step 12
❱  Ad personalisation can’t completely block any adverts from your 
Google experience but you can edit the type of adverts you are 
exposed to, by selecting the topics you like or dislike from the listings. 

Step 11
❱  Select the Data 
& personalisation 
option to view a 
quick access listing of 
all your current and 
historic Google uses. 
Each section acts 
as a shortcut link to 
the app itself, such 
as Gmail. 

Step 14
❱  Although better suited to a long term user, even as a new user it 
is advisable to keep an updated archive of your Google data and 
� les should the worst happen to your hardware. 

Step 13
❱  You can download or transfer your Google account content such 
as Internet bookmarks, contents, stored � les on Google Drive, etc., 
should you wish to close your Google account. 

Step 15
❱  Finally, we have the Delete a service or your account option. Here 
you can customise everything from how you use your Google 
account to ultimately deleting your Google account entirely. 

Google Account Set Up cont.
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Multiple Google 
Accounts
It is possible to have more than one Google account 
and then sync those accounts on your Android phone 
or tablet. 

Step 17
❱  If you wish to give up on Google, we would advise you not to, 
you can delete your apps and account itself by ticking the two Yes 
boxes at the bottom of this page. 

Step 16
❱ You can change the language of your account using the 
Language & Input Tools and change the way Google is displayed 
via the Accessibility tools, from increased contrast to a text reading.

Step 19
❱ Having set up your Google account, you can return to check/
change any settings via the account home page located at: 
myaccount.google.com.

Step 18
❱ Finally, return to the main Google accounts page. By tapping the 
icon, top right, you can add a pro� le picture if you wish. Having a 
pro� le picture of yourself will help friends and family � nd you on 
their own Google apps. 

Google Account Set Up

Adding and syncing a second account will not merge 
those two accounts anywhere but on your phone (and 
even here, only in certain apps). Nothing is ever synced 
between your Google accounts, allowing you to keep 
things nicely separate for personal and work accounts, 
for example. 

To add another account via your phone or tablet, go 
to Settings > Accounts and then tap the Add Account 
button. This screen shows all accounts associated with 
the device. Choose what sort of account you wish to add 
from the options on the screen; as you can see, it is not 
just multiple Google accounts that you can add.
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Using Google Apps

1 Mailboxes
❱  These links let you display the messages in those mailboxes. 
A number next to any mailbox shows the amount of unread 
messages, rather than the total amount in the mailbox. 

2 Labels
❱  Labels allow you to categorise your messages into various pre-
set or custom folders. You can save messages under more than 
one label for better cross-referencing.

1

2

3

4

6

7

5

Get Started
with Gmail

Gmail is an integral element of the Google app suite, an email platform 
that works seamlessly on whichever OS you use, quickly becoming a key 
part of your daily routine.

Creating a Gmail 
Account
You can either connect a Gmail account to your main 
Google account or you can create a completely new 
account from scratch. If you connect an account, you will 
be able to use your new Gmail address or your original 
Google account email to sign in.
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4 Search Box
❱  Search for any message or contact in your Gmail inbox. Clicking 
on the small arrow at the end of the search box allows you to 
re� ne your search in several di� erent ways.

5 Message Controls
❱  This set of buttons only appears when viewing a message. They 
allow you to archive, delete or report the message as spam, as well 
as letting you move the message to a particular mailbox or apply a 
label. The More button reveals even more controls.

6 Conversation
❱  Gmail displays multiple messages from a contact in a 
conversation format. If someone replies to your message, both the 
reply and the original message are shown stacked in the window. 
You can expand the conversation to make it easier to read.

7 Quick Reply
❱  Click anywhere in this box to start a quick reply to the last message 
in the conversation. To Forward a message, click the Forward tab 
in the quick reply window that opens. Quick reply o� ers the same 
formatting options as creating a new message does.

3 Chat Controls
❱  This section shows a list of your available Chat contacts, as well as 
containing the various chat controls: Add Contact, Status Update, 
etc. You can read more about Gmail Chat later in this section.

Get Started with Gmail

Gmail on Android & iOS 
You can download the Gmail app for mobile devices, free 
of charge, from the Play Store or App Store. This allows 
you to use Gmail on the go. 

Once downloaded, the app should automatically sign 
in using the same Google account details you entered on 
your computer (hopefully, this is also the one with which 
you set up your Android or iOS device). 

You will now be able to see all of the folders and 
emails you use and have sent/received on your computer, 
albeit on your smartphone or tablet. 

How to Compose a 
New Mail
Google has incorporated a unique way to compose a 
message in Gmail which allows you to retain on screen 
whatever you were looking at, inbox, a message, etc. 
while composing a new message in a separate window. 
At the time of writing, this was still an optional feature 
but could be made standard at any time. 

To activate this compose window, click the Compose 
button and a new window will open at the bottom right 
of the Gmail window. Whatever you were viewing before 
you clicked Compose will remain on screen but you can 
click through into a di� erent mailbox or open a message 
without the compose window disappearing. 

The new compose window contains many of the options. 
Click in the To � eld and start to type a name or email 
address to see a list of known contacts. The icons at the 
bottom let you control formatting and attachments. If 
you want to switch back to the old compose method, 
click the Send icon at the bottom of the window.
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Using Google Apps

Using Chat in Gmail
Step 1 
❱  Before you can chat with someone, you need to invite them and 
they will need to accept the invitation. The people you invite will 
see the invitation above their chat list asking if they’d like to be 
able to chat with you. 

Step 2 
❱  Press the + icon, then in the search box at the top of this menu, 
type your friend’s username. If they’re already in your Contacts, 
Gmail will prepopulate their username. If they are not in your 
contacts, type their email address and click Invite to Chat. 

Step 3 
❱  Once someone has accepted your invitation (and if they are 
online) you will see a status button to the left of their name in your 
chat list, which indicates whether they’re available (green); their 
name will show in bold if they have sent you a message.

Step 4 
❱  To chat with someone 
who is available in your 
list, click on their name 
and a small chat window 
will open in the bottom 
right corner of the 
Gmail window. Click the 
arrow to the right of the 
contact’s name to undock 
the chat window.

Instant Chat
in Gmail

You can add and chat to anyone on the Google network as long as they 
are using Gmail, iGoogle, Google Talk, Google+ or a third-party client. You 
can � nd the Google Chat controls on the left side of the Gmail window.
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Step 5 
❱  Click in the text box at the bottom of the chat window to start 
typing. You can type as much as you like, the window will just 
expand. To add emoticons, either type a recognised emoticon 
symbol or click the smiley face in the chat box.

Step 7 
❱  Just as we said previously, you can chat using a variety of Google 
products. If, for example, you have an Android phone, you will 
probably also have Google Talk. As long as they use the same 
Google account, they will share contacts. 

Step 6
❱  By default, Gmail will store a copy of your chats in the chat 
history label. These are searchable in exactly the same way as 
emails. If you prefer not to keep a record of your chats, go to 
Settings > Chat and turn o�  the option.

Instant Chat in Gmail

Chat Status
Your chat status controls your availability to chat with 
your friends. You can manually enter your status which 
can be viewed by all of your Chat contacts.  

To change your status, click the down arrow next to your 
picture in the Chat list. Select the status you’d like to 
appear next to your name in your friends’ chat lists. By 
creating a new status message, which appears beneath 
your name in your contacts chat list, select Custom 
messages  from the status menu.

Your status message can be anything you want, from 
your favourite quote to a simple note to say you’re hard 
at work or away from the computer. To clear your custom 
message, click the text under your name in Chat and 
delete it or select another message from the status drop-
down menu. 
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