DIGITAL SKILLS

SMARTPHONES: SESSION 4

Skill-Building: Texting

What is a text message?
« An electronic message sent and received by your phone
o Great way to communicate with friends and family
o Less formal than an email

___ Apps Texting/iMessage
A ¢ Often free e Already on phone
e Uses WiFi and/or e Uses WiFi and/or
Data Data
e Require download e 1 function: texting
\ N/ & an account
':"‘ e Usually —

multi-feature

Sending a text message
1.Find the app with a conversation bubble icon and tap it
- Usually this app is at the bottom of the screen
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Skill-Building: Texting (Continued)

2. Tap the compose symbol (iPhone) or “Start

chat” (Android) to send a text message

- I.II ? e

Edit

Messages

Team Zoetrope

Melody & Olivia
. ) ng ".:'l r :.

als|dlflalh]ilk]!

€

als|djflglh]ilk]!

(O AJ

giwlelrit|yluli

B z  x|clv|b|n|m EE

The compose
button is at the
top right corner

“Start chat” is at
the bottom right

@ DD-GPAYYY
e BC-HDFKBK
Dear customer, the ong lime passwore

Tap here to type
your message

7

>

Tap this to send the
message when you
are done typing

ot

return

122 @ 0 space @

.

RM-DITIBK

CV=FLPCRT
og in code for your F

p Cart ac
{ 1E] Srart chat '

B Foed oo of the screen
Mew Message
3. Here enter the phone |} /& W
number of the person
you want to text (or their ('j’" ’
name if they're already A REE LN
oK) @ |in your contacts book) rrertyter
qgilwlefrjtiyviulijolp sl 0 o) i)k

Sz x ¢ vb nm &

na @ 6

I'm on my way

Can't wait to see you!




What is an E-mail?

Email: electronic mail sent through the internet N
- Emails are more formal than a text message or _J
a phone call
o Typically used on laptops, but you can use
it on your smartphone as well

Your email address is similar to your physical mailing
address — both can be used to contact you

Mm@

JohnDoed56@gmail.com

John Doe

123 Sunset St
Boston, MA
02115

Similar to how people can send mail to your home
address, your email address can receive virtual mail

|

ﬂi%

John Doe

123 SunsetSt =
Boston, MA

02115

Mail can contain important private
information
« We protect our physical mailbox with a key
« Our emails are protected by a password




What is an E-mail? (Continued)

Email & Health
- Emails can be used for you and your
healthcare provider to communicate
with each other

Using_Your Mailbox

Logging into Email
1. Tap on the email app

=i

2. Log in with your email and password

Signin Hi John

JohnDoed56@gmail.com

to continue to i0S

Before using this app, you can review i05's privacy policy

Email home screen
and profile

Profile o
(0

D0 &




Using Your Mailbox (Continued)
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« Spam/Junk Folder
o Emails labeled suspicious by Gmail
will be put in the spam/junk folder
o However, sometimes important emails
will also get put in the spam folder, so
you have to check this folder often T —




Using Your Mailbox (Continued)

3. When you get to this screen click “Compose”

[ / Compose

Anatomy of an Email

To: Here you put

the email address
of the person you
want to send this

emalil to

Subject: Here you
put a summary of
the email

1:51 ol 5
X @
™7 TomSmith98@gmail.com ¥
From
11:51 w T .
X S
o TomSmith98@gmail.com b
Yﬂ
Interested in Job Opening

X

Big blank space:

To  TomSmith98@gmail.com

A
@ ‘ ’ e

AN

Here you write
your message

\

From

Interested in Job Opening

Dear Mr. Smith,

| hope this email finds you well. My
name is John Doe. | am interested in
the [enter job title] position you are
hiring for.

Best,
John Doe

Click here to send
your email once
it's done




Email Etiquette

Similar to writing a physical letter, there are some norms for writing

an email

person you are
sending the email to

Sign-off: Used to
end the emaill

- “Sincerely”,
‘Regards”

Greeting: Greet the /L

Dear Mr. Smith,

| hope this email finds you well. My name
is John Doe. | am interested in the [enter
job title] position you are hiring for.

Best,
John Doe
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Dear Mr. Smith,

| hope this email finds you well. My name
is John Doe. | am interested in the [enter
job title] position you are hiring for.

Best,
John Doe
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If you want the email to
have a more professional
tone, include this before
discussing the email’s
topic

Dear Mr. Smith,

| hope this email finds you well. My

name is John Doe. | am interested in the
[enter job title] position you are hiring for.

Best,
John Doe
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Attachments
- Attachment (Attach) Symbol: This symbol is used to show that
something can be attached (to the email for example)

Sending an Attachment

1. If you want to add a document (resume), a picture (photo of
yourself), or any other file, tap the paper clip (&

X =

From
Interested in Job Opening

Dear Mr. Smith,

| hope this email finds you well. My
name is John Doe. | am interested in
the [enter job title] position you are
hiring for.

Best,
John Doe

- Download Symbol: This symbol is used to show that something
can be downloaded to your device

)




Taking_and Sending Photos

1. Go back to your home screen and open the Camera app

2ocQ0 @

Calendar Camera Clock Contacts

W X &
00

Digital Skills: Laptep Session 4
Digital Skills: Laplop Session 4
Signing up tor a Zoom aceeunt ~ O
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Tap the white circle to
MATIC VIDED PHOTO P take a picture

=

Digital Skills: Laptop Seasion 4

. Your phone has 2 -
e cameras: one on the [l ,MWM 5
back and one on the [ ik

front of your phone

Tap this button to
switch between
the front and back
camera




Taking and Sending Photos (Continued)

t\ 2. To send a photo

. ™ through email, tap the
Attachment button

=,

3. Tap the photo or
tap “All’ to see all -~

your photos

What are some other ways you can use email?

Talk to your friends and family Q \K

Send a YouTube video

Express interest in a job %& A

Share pictures / Q

Share websites or news articles /
a\®




