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Preface  

Background  
 

The pervasiveness of mobile technology, specifically smartphones, in routine clinical care is clear. Whether 
through patient portals, telehealth visits, or mobile health applications, the healthcare system has begun to 
integrate technology into its daily operations, and efforts to intensify this integration will only increase in the 
future. Data has shown that patients have high rates of access to smartphones and interest in digital health 
offerings [1], even among patients with severe diagnoses including serious mental illnesses [2,3]. In the simplest 
terms, access to smartphones offers access to novel means and portals of care. The myriad of apps available 
today promise to help those with health conditions to monitor symptoms, connect with care, self-manage 
symptoms, and even predict relapse. The potential of on-demand health services only a fingertip away has 
fueled unprecedented interest manifested by the over 350,000 related apps available today for immediate 
download [4]. But the closing of this first digital divide has revealed a second [5]. 

 

The increasing access to technology and availability of digital health apps has not yet transformed the field or 
patient trajectories. Rather the initial excitement of a panacea has transformed into an understanding that 
realizing the potential of digital health requires not only developing new apps but also developing new skills for 
people using these technologies [5]. This second digital divide is no longer focused on material access to digital 
tools like smartphones, computers, or apps but rather on the knowledge, skills, and confidence required to 
utilize these novel tools to improve health. While less immediately tangible than the first digital divide of access, 
even a brief clinical experience around the actual use of fitness trackers to smartphone apps and virtual reality 
to smart home devices immediately reveals the extent of this new digital divide [6]. Calls to close the second 
digital divide have become more widespread [7,8].  

 

But it is possible to bridge this second digital divide. Interest in digital health must and can now be met with 
hands-on training and functional education that offers people the skills to meaningfully engage with technology 
toward their recovery. The Digital Outreach for Obtaining Resources and Skills (DOORS) program presented 
here represents an evidence-based effort to formally bridge this new digital divide and deliver on the potential 
of digital health. Developed in diverse clinical settings including a first-episode psychosis program, a mental 
health clubhouse program, and a busy state-sponsored outpatient clinic, DOORS has evolved as a collaboration 
between those with lived experiences, social workers, and psychiatrists. Though developed in settings targeted 
towards those with a mental illness diagnosis, the resources and skills offered by DOORS span a broad range 
of digital literacy skills and can be used in diverse populations of patients who want to learn how to use their 
smartphones to improve their general well-being. Today, DOORS represents a program of pragmatic and 
interactive lessons designed to develop new functional skills for accessing and utilizing the promise of digital 
health. With two published studies highlighting the development and impact of DOORS, the program uniquely 
offers peer-reviewed programming [9,10]. Tomorrow, we hope DOORS represents a progressive mindset 
towards digital health where digital tools become personalized resources. Towards this vision of accessible and 
personalized health, we are pleased to share this manual. 
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Goals &  Objectives 

 
Equip patients with digital  health knowledge, skills, and resources for: 
 

Ẽ Gaining new skills useful for daily living  

Ẽ Supporting healthy lifestyle changes 
Ẽ Making informed decisions around technology  
Ẽ Advocating for safe, effective, and usable digital health tools 
Ẽ Accessing new digital resources 

 

After completing this training patients will  be able to: 
 

Ẽ Gain access to a smartphone or laptop 

Ẽ Navigate the majority of built-in applications on their smartphones  
Ẽ Generate technology-supported wellness goals 
Ẽ Make informed decisions when downloading apps 
Ẽ Identify smartphone and laptop resources that may support healthy lifestyle habits 

 

Apps mentioned in this manual: 
Apps mentioned in this manual offer useful examples but are not endorsed or recommended. Apps 
frequently change and update, and those mentioned here may be different at the time you access this manual. 

 

References 
1. Ranney, M. L., Choo, E. K., Wang, Y., Baum, A., Clark, M. A., & Mello, M. J. (2012). Emergency 

department patients' preferences for technology-based behavioral interventions. Annals of emergency 
medicine, 60(2), 218ð27.e48. https://doi.org/10.1016/j.annemergmed.2012.02.026  

2. Torous, J., Wisniewski, H., Liu, G., & Keshavan, M. (2018). Mental Health Mobile Phone App Usage, 
Concerns, and Benefits Among Psychiatric Outpatients: Comparative Survey Study. JMIR mental health, 5(4), 
e11715. https://doi.org/10.2196/11715 

3. Franco OH, Calkins ME, Giorgi S, Ungar LH, Gur RE, Kohler CG, Tang SX. Feasibility of Mobile Health 
and Social MediaðBased Interventions for Young Adults With Early Psychosis and Clinical Risk for 
Psychosis: Survey Study. JMIR Formative Research. 2022 Jul 8;6(7):e30230 

4. Science, T.I.I.f.H.D., Digital Health Trends 2021. 2021. p. 76. 
5. Torous J, Rodriguez J, Powell A. The new digital d i v i d e  for digital biomarkers. Digital biomarkers. 

2017;1(1):87-91. 
6. Hoffman L, Benedetto E, Huang H, Grossman E, Kaluma D, Mann Z, Torous J. Augmenting Mental 

Health in Primary Care: A One-Year Study of Deploying Smartphone Apps in a Multi-Site 
PrimaryCare/Behavioral Health Integration Program. Frontiers in psychiatry. 2019;10:94.   

7. Lyles CR, Wachter RM, Sarkar U. Focusing on Digital Health Equity. JAMA. 2021;326(18):1795ð1796. 
doi:10.1001/jama.2021.18459 

8. Kemp, E, Trigg, J, Beatty, L, et al. Health literacy, digital health literacy and the implementation of digital 
health technologies in cancer care: the need for a strategic approach. Health Promot J 
Austral. 2021; 32: 104ð 114. https://doi.org/10.1002/hpja.387  

9. Hoffman L, Wisniewski H, Hays R, Henson P, Vaidyam A, Hendel V, Keshavan M, Torous J. Digital 
Opportunities for Outcomes in Recovery Services (DOORS): A Pragmatic Hands-On Group Approach 
Toward Increasing Digital Health and Smartphone Competencies, Autonomy, Relatedness, and Alliance for 
Those With Serious Mental Illness. J Psychiatr Pract. 2020 Mar;26(2):80-88. doi: 
10.1097/PRA.0000000000000450. PMID: 32134881; PMCID: PMC7135933. 

10. Rodriguez-Villa, E., Camacho, E., & Torous, J. (2021). Psychiatric rehabilitation through teaching 
smartphone skills to improve functional outcomes in serious mental illness. Internet interventions, 23, 100366. 
https://doi.org/10.1016/j.invent.2021.100366 

 

For more info, please visit: https:// www.digitalpsych.org/ 

https://doi.org/10.1002/hpja.387
http://www.digitalpsych.org/
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Baseline Digital Literacy Assessment & Actionable Teaching Guide 
 
The Technology Use Survey is a tool to assess the baseline digital literacy skills of clients quickly and effectively.  
The DOORs Module Matching Guide is a supplementary tool to inform survey results and guide the educational 
trajectory of each client or group. Designed to be used in conjunction with one another, the tools streamline 
the training process and facilitate digital equity at scale. In essence, digital navigators can deliver the 
assessment (Technology Use Survey), interpret the results, and refer to the guide (DOORs Module Matching 
Guide) to decide the next step in the clientõs training path i.e. which module(s) they would benefit from.   
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Device Surveys 
 
Each session will begin with a pre-session survey intended to gauge participantsõ baseline facility with 
different digital skills. The same survey will be given at the end of each session to measure participantsõ 
improvement across the session and immediate learning of the presented digital literacy skill. The surveys 
only assess the digital skills that are reviewed in that session. As the digital skills presented in each session are 
different, each session will have its corresponding survey (see Appendices). All surveys will be translated into 
Spanish and these materials can be requested. If staff deem that completing these surveys does not align with 
their organizationõs goals, then staff can conduct the program without this component.  

The device surveys have been developed and iterated over years of conducting DOORS [1,2]. For example, 
the survey previously scored participantsõ responses on a 1-5 Likert scale and was changed to a 1-10 scale as 
the expanded scale is more sensitive to participantsõ improvement. The digital skills that the surveys assess 
were taken from the United Kingdomõs Essential Digital Skills Framework [3,4] and have been adapted to 
reflect smartphone use. DOORS participants, clinicians, community partners, and research staff have been 
included throughout the surveysõ design, implementation, and revision. All surveys are de-identified and 
collect no personal health information. Staff are encouraged to anonymously mark the surveys to identify 
each individualõs pre- and post-session survey, allowing for more robust measurements of improvement and 
skill retention.  

When distributing the surveys, staff are instructed to provide participants with minimal assistance. 
Redirecting participants to complete the survey fully, translating the survey in real-time to support non-
English or Spanish speakers, and clarifying any questions that participants do not understand what is being 
asked of them are all appropriate support strategies and should be initiated. Staff should refrain from 
clarifying any of the answer choices or hinting at the correct answer. If participants seem frustrated or 
confused, staff should tell participants òto try their best and that this is not a test. These surveys are used to 
gauge how well staff teach the material. It is ok not to know all the answers right now. That is what DOORS 
is for.ó Participation in completing these surveys is voluntary. If participants seem agitated, irritated, or 
uncooperative, staff should be flexible and refrain from demanding that the survey be completed. Verbal 
informed consent from each participant should be provided prior to the completion of the survey. 
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https://doi.org/10.1016/j.invent.2021.100366  
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4. Spanakis, P., et al., Measuring the digital divide among people with severe mental ill health using the essential digital skills 
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Overview      

Session 1: The Fundamentals   
 

Digital health technology can capture elements of our lived experiences (e.g. behavior, symptoms, mood), 
inform health-related goal-setting, encourage self-management strategies, and provide support in managing 
day-to-day tasks. But, before participants can utilize their devices in these diverse ways, they must feel 
comfortable performing basic tasks on their devices.   
 
Group membersõ level of comfort and confidence in using digital technology may differ significantly from 
person to person. An important component of this first session is for staff to gauge the comfort level and 
baseline digital literacy of the group. The session begins with a discussion of how group members are already 
using technology as part of their daily lives. The module then provides an overview of the deviceõs parts and 
their function. Afterward, participants are shown the basic gestures they will use to interact with their device, 
including how to use a touchscreen, touchpad, and keyboard. The session then transitions to hands-on activities 
that teach participants how to turn on and set up their device, including what Wi-fi is and how to connect to 
it.  
Participants are then taught how to make their device more comfortable to use by adjusting their screen 
brightness, text size, and volume. For smartphones, participants are taught how to make phone calls on their 
devices. The session ends with a discussion of the importance of charging oneõs device and participants are 
encouraged to set a skill goal for themselves. Throughout the session, participants are introduced to common 
symbols, such as the Wi-Fi or the volume symbols, and taught that these symbols tend to reappear when using 
technology. These skills promote participantsõ comfort using their devices, which will be crucial for their 
engagement and full participation in future weeks. 
 
Finally, the session concludes by discussing participantsõ access to technology and determining if any participant 
is eligible to receive a free smartphone from the government through Project Lifeline. It is important for staff 
to determine participantsõ eligibility for Project Lifeline during the first session. Participants will receive their 
smartphone before the conclusion of DOORS and can use their free phone in future sessions, improving their 
engagement and buy-in.  

 

 
Outline: 

 

Ẽ Explore group participantsõ knowledge of technology  

Ẽ Practice core digital skills    
Ẽ Discuss and practice connecting to Wi-Fi  
Ẽ If necessary, guide participants through Project Lifeline resources  

 

Skill of the week: Connecting to Wi-Fi 
 

Recommended readings: 
 

1. Torous, J., Friedman, R., & Keshavan, M. (2014). Smartphone ownership and interest in mobile applications 
to monitor symptoms of mental health conditions. JMIR mHealth and uHealth, 2(1), e2. 
https://doi.org/10.2196/mhealth.2994  

2. Wisniewski, H., Liu, G., Henson, P., Vaidyam, A., Hajratalli, N. K., Onnela, J. P., & Torous, J. (2019). 
Understanding the quality, effectiveness and attributes of top-rated smartphone health apps. Evidence-based 
mental health, 22(1), 4ð9. https://doi.org/10 

 

https://doi.org/10.2196/mhealth.2994
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Session 2: Accessibility  
 

After learning core digital literacy skills and gaining comfort using a device, participants will learn how to further 
customize their device to their preferences. This session is inherently more personalized as each participant 
may only be interested in specific features. Facilitators may opt to skip certain settings if participants do not 
demonstrate interest in them. 
 
The session begins with a check-in about the previous week, connecting to Wi-Fi, to see if any questions have 
come up since the last lesson. This is followed by a discussion about how we can make our devices easier to 
use. Participants are encouraged to describe a few things they may want to change about their device or that 
they have previously changed on other devices. Participants are then shown how to find the accessibility 
settings on their devices. There are three categories of accessibility settings: vision, hearing, and interaction. 
The session first guides participants through the vision settings which include additional text settings, contrast 
themes, and color filters. This is followed by hearing settings, which consist of mono audio and captions. Lastly, 
participants are directed to the interaction settings, which include voice typing and adjustments to the gestures 
participants learned in the first week. For smartphones, participants are directed to exit the accessibility settings 
section to access voice typing settings. For computers, participants are directed to additional mouse settings 
outside of the accessibility section to change the speed of their mouse. The session concludes by asking 
participants if there is anything else they would like to change about their device. Facilitators may use any 
leftover time to address those questions and anything that was not covered in the session. 
    

    
Outline: 

 

Ẽ Practice finding and changing settings 

Ẽ Turning settings on and off 

Ẽ Personalize vision, hearing, and interaction settings to make the device more accessible 
 

Skill of the week: Changing settings  
 

Recommended readings: 
1. Winters, J. E., & Piser, D. (2022). Use of smartphones and vision accessibility features by adults 60 years and 

older. Optometry & Visual Performance, 10(3), 145ð151. 
2. Zoorob, D., Hasbini, Y., Chen, K., Wangia-Anderson, V., Moussa, H., Miller, B., & Brobst, D. (2022). Ageism 
in healthcare technology: The older patientsõ aspirations for improved online accessibility. JAMIA Open, 5(3), 
ooac061. https://doi.org/10.1093/jamiaopen/ooac061 

 
  

https://doi.org/10.1093/jamiaopen/ooac061
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Session 3: Navigating the Internet and online safety  
 

The internet has transformed how we access and share information. With smartphones or computers, users 
can connect to a vast array of global resources. While this instant access to information encourages 
engagement and awareness, it also presents risks, such as exposure to scams. Navigating this landscape is key 
to using smartphones safely, and this weekõs session focuses on building those skills. 
 
The session starts with an open discussion about participantsõ current internet use. This helps both staff and 
participants understand the varied ways people consume information. Staff will then guide participants on 
how to apply their existing habits to using the internet on their smartphones. 
 
Next, the session introduces tools for finding information. Participants will learn how to search for topics on 
Google and, on smartphones, how to bookmark useful web pages. After each tool is demonstrated, hands-on 
activities allow participants to practice using these resources and assess their relevance to their personal 
interests and goals. To maintain engagement, it is important that participants explore content that aligns with 
their needs. 
 
By the end of the session, participants will be able to use online resources independently. To ensure they can 
navigate the internet safely, we emphasize the importance of identifying misinformation. Discussions on 
information accuracy are integrated throughout the session. Participants will also receive a simple three-
question screener to help them assess the reliability of online sources. With these practical tools, they will be 
better equipped to evaluate information critically and use it safely. 
 

 

Outline:  
 

Ẽ Discuss how participants use the internet    

Ẽ Use Google to search for more broad needs 

Ẽ Practice bookmarking websites of high personal interest (for smartphones) 

Ẽ Avoiding scams   

Skill of the week: Downloading a wellness app that protects your privacy  
 

Recommended readings: 
 

1. Wisniewski, H., & Torous, J. (2020). Digital navigators to implement smartphone and digital tools in 
care. Acta psychiatrica Scandinavica, 141(4), 350ð355. https://doi.org/10.1111/acps.13149  

2. Aschbrenner KA, Naslund JA, Gorin AA, Mueser KT, Browne J, Wolfe RS, Xie H, Bartels SJ. Group 
Lifestyle Intervention With Mobile Health for Young Adults With Serious Mental Illness: A Randomized 
Controlled Trial. Psychiatric Services. 2021 Jun 30:appi-ps. 
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Session 4: Communicating via text and email 
 

The core function of any device is to provide a means of communication with other people who are not physically 
proximal to the user. Smartphones and laptops have advanced and expanded the number of ways that we can 
communicate with others. Yet, those with limited digital literacy skills might not be aware of or feel comfortable 
using all the different social features available on oneõs device. With few ways to connect with others, participants 
have a limited ability to initiate social interactions and engage in their communities, which in turn heightens their 
risk of feeling isolated and lonely. Furthermore, they may be unable to view or respond to important email 
correspondence, for example with their medical provider, leading to disadvantages in accessing treatment. This 
session works to mitigate this disparity and shows participants how they can use their devices to socialize with 
loved ones and friends in casual settings, as well as more professional written communication.   
 
This session focuses on two skills taught through hands-on instruction: how to send a text message and how to 
send an email. Participants will also be taught email etiquette and important relevant symbols, as well as how to 
attach and download files in an email. The session concludes with a short survey that assesses participantsõ 
knowledge of skills learned in the session. The activity is designed to engage participants and is a helpful tool for 
both participant and instructor to assess their level of understanding.   
 
Outline: 
 

Ẽ Practice sending a text message 

Ẽ Practice sending an email   

Ẽ Learn email etiquette to communicate politely and professionally 
 

Skill of the week: Sending an email 
 

Recommended readings: 
 

1. Predmore ZS, Roth E, Breslau J, Fischer SH, Uscher-Pines L. Assessment of Patient Preferences for 
Telehealth in PostðCOVIDð19 Pandemic Health Care. JAMA Netw Open. 2021;4(12):e2136405. 
doi:10.1001/jamanetworkopen.2021.36405  

2. Naslund, J. A., Bondre, A., Torous, J., & Aschbrenner, K. A. (2020). Social Media and Mental Health: 
Benefits, Risks, and Opportunities for Research and Practice. Journal of technology in behavioral science, 5(3), 245ð
257. https://doi.org/10.1007/s41347-020-00134-x 
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Session 5: Communicating via video call  
 

We do not solely use our devices to communicate in written form. Rather, most professional interactions with 
employers or other professionals are conducted via video call. Video calls can also be a useful tool to communicate 
with friends and family who are far away. With limited digital literacy, our participants are unable to take advantage 
of these online opportunities and resources. For example, they may be unable to join telehealth appointments or 
meetings with their employers. This session helps to promote participantsõ ability to communicate with 
professionals, and extend their communication means with family and friends, thus expanding their ability to 
attain employment, receive important notifications, and advocate for themselves.  
 
Building from the written communication skills learned in the last session, this session presents concrete ways 
that participants can communicate more professionally by setting up a Zoom account or seeing their loved ones 
on Facetime. Hands-on activity and ample one-on-one instruction ensure that all participants gain utility with 
these two skills. This session can be divided into two if the baseline digital literacy of the group is low as both 
skills are complex and require multiple steps to be completed.    

 

Outline: 
 

Ẽ Discuss participantsõ understanding of professionalism and how smartphones can be used to enhance their 
      professionalism  

Ẽ Demonstrate professional communication by setting up a Zoom account 

Ẽ Expand communication methods with family and friends by learning to initiate a video call  
 
Skill of the week: Practice video calling 

 
Recommended readings:  
 
1. Torous, J., & Nebeker, C. (2017). Navigating Ethics in the Digital Age: Introducing Connected and Open 

Research Ethics (CORE), a Tool for Researchers and Institutional Review Boards. Journal of medical Internet 
research, 19(2), e38. https://doi.org/10.2196/jmir.6793 

2. Baras Shreibati J. When Low Tech Wins. New England Journal of Medicine. 2021 Aug 12;385(7):581-
3.BibTeXEndNoteRefManRefWorks 

https://scholar.googleusercontent.com/scholar.bib?q=info:ocvtDH8u9XwJ:scholar.google.com/&output=citation&scisdr=CgUH0AMoEJ65pvTyQYo:AAGBfm0AAAAAYX_0WYq81bDPoWcUJufqbN82fxNzaDjf&scisig=AAGBfm0AAAAAYX_0WZ7luP2Hj2tqkBS2hqHHMbZSgOl4&scisf=4&ct=citation&cd=-1&hl=en
https://scholar.googleusercontent.com/scholar.enw?q=info:ocvtDH8u9XwJ:scholar.google.com/&output=citation&scisdr=CgUH0AMoEJ65pvTyQYo:AAGBfm0AAAAAYX_0WYq81bDPoWcUJufqbN82fxNzaDjf&scisig=AAGBfm0AAAAAYX_0WZ7luP2Hj2tqkBS2hqHHMbZSgOl4&scisf=3&ct=citation&cd=-1&hl=en
https://scholar.googleusercontent.com/scholar.ris?q=info:ocvtDH8u9XwJ:scholar.google.com/&output=citation&scisdr=CgUH0AMoEJ65pvTyQYo:AAGBfm0AAAAAYX_0WYq81bDPoWcUJufqbN82fxNzaDjf&scisig=AAGBfm0AAAAAYX_0WZ7luP2Hj2tqkBS2hqHHMbZSgOl4&scisf=2&ct=citation&cd=-1&hl=en
https://scholar.googleusercontent.com/scholar.rfw?q=info:ocvtDH8u9XwJ:scholar.google.com/&output=citation&scisdr=CgUH0AMoEJ65pvTyQYo:AAGBfm0AAAAAYX_0WYq81bDPoWcUJufqbN82fxNzaDjf&scisig=AAGBfm0AAAAAYX_0WZ7luP2Hj2tqkBS2hqHHMbZSgOl4&scisf=1&ct=citation&cd=-1&hl=en
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Session 6: Staying organized  
 

Access to a device can promote ease of access to a wide variety of organizational tools in an instant. These 
tools can reduce the burden of needing to remember commitments or daily tasks and allow patients to navigate 
their surroundings easily and accurately.  
 
The session begins with a discussion centered around daily routines and responsibilities. Through this 
discussion, staff and fellow participants can understand how using digital organization tools might be useful 
and efficient for their day-to-day lives, translating habits onto their devices.  
 
First, participants are shown how to plan an event on Google Calendar or the Calendar app, setting its title, 
date, time, and whether it is a repeated appointment. The Maps app is then introduced, learning how to reach 
a desired destination and favorite commonly frequented locations. Notes or Google Documents are introduced 
to display how participants may write down anything of interest or importance, including to-do lists and 
journaling. After each resource is discussed, hands-on activities allow participants to gain familiarity with each 
resource and determine if the resource meets their needs. To sustain engagement throughout the session, it is 
important that participants feel they are learning about resources that are useful and directly applicable to their 
expressed needs. 
 
After this session, participants will be able to organize their commitments and habits, navigate these three apps, 
and use them to navigate their immediate environment. Hands-on activities throughout the session will enable 
participants to use these new skills in the context of their own day-to-day lives and needs.   

 

Outline: 
 

Ẽ Discuss routine and responsibilities, and the importance of keeping organized    

Ẽ Use Calendar to schedule events 

Ẽ Use maps to plan routes 

Ẽ Create notes to write down anything of importance 

Skill of the week: Finding the way home on Maps using different modes of transport  
 

Recommended readings:  
 
1. Wisniewski, H., & Torous, J. (2020). Digital navigators to implement smartphone and digital tools in 

care. Acta psychiatrica Scandinavica, 141(4), 350ð355. https://doi.org/10.1111/acps.13149  
2. Aschbrenner KA, Naslund JA, Gorin AA, Mueser KT, Browne J, Wolfe RS, Xie H, Bartels SJ. Group 

Lifestyle Intervention With Mobile Health for Young Adults With Serious Mental Illness: A Randomized 
Controlled Trial. Psychiatric Services. 2021 Jun 30:appi-ps. 
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Session 7: Expanding your knowledge: YouTube  
 
The session will focus on helping patients use the internet to discover and consolidate new skills, as well as 
for entertainment. Apps like YouTube can help participants seek new skills, expanding their knowledge, as 
well as being a resource to remind them of older skills, such as the skills learned in this course. It can also be 
a means of entertainment.  
 
This session begins with downloading the YouTube app for smartphones or navigating to the YouTube 
website for laptops. Participants are then shown how to navigate the YouTube homepage, including how to 
view their watch history and use the search bar. After opening a video, participants are taught how to use the 
video player. The module goes on to explain common symbols found in YouTube, to provide participants 
with a toolkit to navigate a variety of content on the app. This module provides participants with skills and 
knowledge that they can apply to other media players. For laptops, participants are also shown how to make 
and view bookmarks by having them bookmark a video they are interested in. 

 

 

Outline:  
 

Ẽ Learn how to download apps 

Ẽ Learn the layout of the YouTube app and how to navigate it 

Ẽ Learn the functions of symbols on the app, giving a transferrable toolkit to participants 

 

 
Skill of the week:  Search for a YouTube video  

 

Recommended readings: 
 

1. Henson, P., David, G., Albright, K., & Torous, J. (2019). Deriving a practical framework for the 
evaluation of health apps. The Lancet. Digital health, 1(2), e52ðe54. https://doi.org/10.1016/S2589-
7500(19)30013-5 

2. Torous, J., Andersson, G., Bertagnoli, A., Christensen, H., Cuijpers, P., Firth, J., Haim, A., Hsin, H., 
Hollis, C., Lewis, S., Mohr, D. C., Pratap, A., Roux, S., Sherrill, J., & Arean, P. A. (2019). Towards a 
consensus around standards for smartphone apps and digital mental health. World psychiatry: official 
journal of the World Psychiatric Association (WPA), 18(1), 97ð98. https://doi.org/10.1002/wps.20592  

3. Huckvale, K., Torous, J., & Larsen, M. E. (2019). Assessment of the Data Sharing and Privacy Practices 
of Smartphone Apps for Depression and Smoking Cessation. JAMA network open, 2(4), e192542. 
https://doi.org/10.1001/jamanetworkopen.2019.2542 

  

https://doi.org/10.1002/wps.20592
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Session 8: Well-being and Fun  
 

This final group session is designed to encourage patients to use their devices for well-being and fun in two 
ways. First, participants are taught how to use patient portals on their devices. By teaching participants how to 
use their patient portals, this session aims to increase their access to healthcare services. Second, participants 
are taught how to listen to music for free on their devices using Spotify. By showing participants how they can 
use their smartphones to have fun, this session will also promote their engagement and consistent use of their 
devices after DOORS instruction ends.   
 
The session begins with a check-in about last weekõs lesson, using YouTube. The session then moves on to a 
discussion of patient portals. To help promote participantsõ use of their patient portals, the benefits of portals 
and their real-world applicability are emphasized. A hands-on activity facilitates participantsõ enrollment in their 
patient portal. Once participants are signed into their portal, they are shown how to navigate to a few common 
functions.  

 
The second part of the session begins with a group discussion of the benefits of listening to music and how 
participants have listened to music before. Participants are introduced to Spotify and guided step-by-step 
on how to sign up for it. Participants are shown how to listen to music and add songs to a playlist. This section 
wraps up with a discussion of other streaming services participants may be interested in. Free resources that 
allow for whole-group engagement are encouraged and examples are provided in the session outline. The 
session concludes with a discussion of what skills participants have learned and they are encouraged to come 
up with goals for the future. Facilitators may opt to distribute the Digital Skills Use survey that participants 
took before the first session to track participantsõ skill development.  

    
    

Outline: 
 

Ẽ Explore what patient portals can be used for 

Ẽ Sign up and learn to use a patient portal 

Ẽ Use devices to listen to music 

Ẽ Sign up for streaming services  

 
Skills of the week: Signing up for a patient portal and using Spotify  

 

Recommended readings: 
 

1. Firth, J., Solmi, M., Wootton, R. E., Vancampfort, D., Schuch, F. B., Hoare, E., Gilbody, S., Torous, J., 
Teasdale, S. B., Jackson, S. E., Smith, L., Eaton, M., Jacka, F. N., Veronese, N., Marx, W., Ashdown-Franks, 
G., Siskind, D., Sarris, J., Rosenbaum, S., Carvalho, A. F., é Stubbs, B. (2020). A meta-review of "lifestyle 
psychiatry": the role of exercise, smoking, diet and sleep in the prevention and treatment of mental 
disorders. World psychiatry: official journal of the World Psychiatric Association (WPA), 19(3), 360ð380. 
https://doi.org/10.1002/wps.20773 

2. Triana AJ, Gusdorf RE, Shah KP, Horst SN. Technology Literacy as a Barrier to Telehealth During COVID-
19. Telemedicine and e-Health. 2020 May 19. 
 

  

https://doi.org/10.1002/wps.20773
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Session Outlines      
 

Session 1: The Fundamentals 
 

 

Time: 1.5 hours 
 

Skill of the week: Connecting to Wi-Fi 
 

Session outline: 
 

1. Introductions  
2. Group rules   
3. Handouts and pre-session survey  
4. What can we use our devices for? 
5. Anatomy of a device  

6. Common gestures and symbols 
7. Turning on and setting up our devices 
8. Connecting to Wi-Fi 

9. Skill building: adjusting brightness, changing font size, and adjusting volume 
10. For smartphones: Making phone calls  
11. Final discussion and goal-setting  
12. Signing up for Project Lifeline  

13. Post-session survey 
 
 

 

Facilitator pre-session preparation: 

Ẽ Confirm Wi-Fi access or bring a hotspot device if Wi-Fi is not available in the building 

Ẽ Confirm access to a large screen (e.g. TV screen, projector, a monitor) 
 

Materials needed: Large screen and/or projector, loaner devices, PowerPoint slides, surveys, handouts, and 
Project Lifeline worksheets (see Appendix 1)

 

The purpose of this session is to provide an introduction to digital technology in terms of its 
function and use within everyday life. Through group discussion, participants will have the 
opportunity to share about their experience using technology and their reasons for attending 
this group. This session will teach participants the anatomy of their device and the basic 
gestures they will use to interact with it. Participants will learn how to make their devices more 
comfortable to use by adjusting the brightness, changing font size, and adjusting volume. 
Participants will learn the core smartphone/laptop skill of connecting to Wi-Fi. Common 
symbols are introduced and interwoven throughout the session. All these skills enhance 
participantsõ comfort and utility with devices, which will promote their engagement in future 
sessions during which more advanced skills will be covered. Any participant who does not 
currently own a smartphone or laptop will be guided through governmental resources to 
determine their eligibility for receiving a free digital device.  
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1) Introductions 
 

òOver the next eight weeks, we are going to learn how you can use your device to better your well-being. 
Weõre hoping that, by the end of the eight weeks, you will have gained more skills in using your device and 
more tools to help you manage your health. 
 

Before we dive in, perhaps we could all go around the room and say who we are, what we like to do in our 
free time, and what we hope to learn from this group?ó 

 

2) Group rules 

 

3) Handouts and pre-session survey 

 

4) What can we use our devices for? 
For Smartphone: òBefore I go any further, though, we wanted to talk a little bit about what we mean when we 
use the word òsmartphoneó to make sure that weõre all on the same page. What is a smartphone? What 
makes smartphones different than flip phones or landlines? What are the ways that you like to use your 
phone? Have you ever used your smartphone to do any of these things? 

 
For Laptops: òBefore I go any further, though, we wanted to talk a little bit about òlaptopsó to make sure that 
weõre all on the same page. What is a laptop? What makes a laptop different than a typewriter? What are the 
ways that you like to use your laptop? Have you ever used your laptop to do any of these things? 
 

  

 

CD Staff should introduce themselves and state why they are interested in digital health or why 
theyõre excited to be participating in the group. This may encourage participants to share 
more about why they are attending the group and what they hope to get out of it. 

 

‎ Establish group rules in terms of respecting each other, being supportive, and respecting 
privacy. 

 

‎ Staff administer handouts and pre-session surveys, and assist any participant with 
completing the survey (see Appendix 1A & 1B) 

 

CD Giving handouts at the beginning of the session allows participants to follow along with the presentation 
and take notes if they wish. However, handouts can also be given out at the end of the session. 
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5) Anatomy of a Device 
òNext, weõll go over all the different parts of your device and what they do. This button on the side is used to turn 
your phone on and off. These buttons are used toéó 

 

 
òLetõs see how well we know our devices. Point to theéó 

 

6) Common Gestures and Symbols 
òNow weõre going to go over some of the basic movements for using your device. Just like we have physical 
gestures that communicate things in real life, (such as a wave to signal òhelloó) technology also has gestures you 
can use to better communicate with it. Our first gesture iséó 

 

  

‎ Staff members should check participantsõ understanding and provide clarification if 
necessary.  

 

CD Instructors can demonstrate gestures on their own device to help participants understand 
how to do these gestures and what they do. 

‎ For smartphones: Staff members should help participants identify whether they have an 
iPhone or Android 
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òIn addition to common gestures, there are also common symbols that inform us of the functional use of our 
technology devices. These symbols will appear often when you use devices and will usually refer to a specific 
thing. What are some common symbols that you can think of in daily life?ó 

 
7) Turning on and setting up our devices 

òLetõs set up our smartphones. Press the power button to turn on your device.  
òThis symbol is usually used for powering your device on or off.ó  

òNow letõs continue setting up our deviceséó 

 
8) Connecting to Wi-Fi 
òDoes anyone have an idea what Wi-Fi is or how to use it? Have some of you connected to the Wi-Fi in this 
building? Does anyone know what some of the differences between Wi-Fi and data are?ó Here are some of the 
differences. Itõs generally best to use Wi-Fi if you can because itõs free.ó 
 
For smartphones: òYour phone also has cellular data. Data is different from Wi-fi because itéó 

 

CD Facilitators should pause to explain the meaning of these symbols when they appear in 
later sessions. 

‎ Staff members should assist participants if they need help going through the rest of the 
setup process. 

 

CD The device setup process will likely require participants to have an email. Staff should help 
participants create an email if they do not have one as this will be integral for later sessions. 
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òNow that we have a better idea of what Wi-fi is, letõs practice connecting to it. We will now show you how to 
connect to Wi-Fi. Please read and try to follow the step-by-step guide. We will be coming around and assisting 
anyone who needs help. 

 
9) Skill Building  
 

òNow that you all have connected to Wi-Fi, letõs see what else our devices can do. When we buy our 
devices, they usually come with some default settings. Sometimes these settings do not match what we 
want our phones to look like. There are ways that we can make our phones more comfortable to use. We 
will cover three of those ways.ó  

 

 Adjusting Brightness  
 

òFirst, we will learn how we can adjust the brightness on our devices. How can adjusting the brightness 
make our devices easier to use? Letõs say we are in a bright room. We would need to increase the brightness 
on our device, so we can actually see the screen. Letõs say we are in a dark room. We would need to 
decrease the brightness on our device, so the light coming from the screen does not hurt our eyesó 

 
òDoes anyone know what app they need to press to adjust the brightness? Practice finding the settings app. 
There are instructions on the screen outlining how to adjust the brightness on your phone. Please try to 
follow them and we will be coming around and assisting anyone who needs help.ó 

 
 
 
 
 
  

‎ Staff members assist participants with adjusting the brightness.  

 

CD All skills should be taught and examples should be provided for all devices. 

‎ Staff members assist participants with connecting to Wi-Fi.  
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 For Smartphones: Switching to Night Mode  
 
òNow that we can all adjust the brightness on our devices, letõs see how we can further change the light 
coming from the screen. Has anyone ever tried to use their smartphone at night or in a dark room? Did the 
light coming from the phone hurt your eyes? There is a way that we can change the light coming from our 
smartphone so that it does not hurt our eyes.ó  
 
òThis setting is called night shift mode or night light depending on what phone you have. When you turn 
this setting on, your screen will become a yellow color. This color does not hurt our eyes as much as the 
bluer color the phone screen usually has. There are instructions on the screen on how to switch your 
phone to night mode. We will also be coming around and assisting anyone who needs help.ó 

 
 
 
 
 
 

 
  

 For Smartphones: Increasing Font Size  
 
òSo far today, we learned how to adjust the brightness and switch our phones to night mode. We will learn 
another way that we can change the settings on our phone so that it is more comfortable to use. Has anyone 
thought that the font size on their phone is really small? Is it hard to see what is written on the screen?ó 
 
òWe will now teach you how to increase the font size on your smartphone so that it is easier to read the text 
on the screen. There are instructions on the screen on how to increase the font size on your phone. We will 
also be coming around and assisting anyone who needs help.ó 

 
   
  

  

 

CD Staff members should ensure that all participants are comfortable with the previously 
presented skill before progressing to the next skill. 

‎ Staff members assist participants with switching their phone to night mode.  

‎ Staff members assist participants with increasing the font size.  
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 Adjusting Volume 
òWe will learn one more way that we can change the settings on our device to fit our needs. We will now teach 
you how to change the volume on your device so that it is quieter or louder. To change the volume, press these 
buttonsé. We will also be coming around and assisting anyone who needs help.ó 

 
 
 
 
 

 
 

For smartphones: Quick Settings 
òYou can quickly access some basic settings on your phone by going to the control center. Do you see any 
symbols that we went over earlier? We will show you how to get to these settings on iPhone and Android.ó 

 
10) For Smartphones: Skill Building: Calling 
òNow that we have our phones set up, letõs learn how to make a phone call. Find the phone app and thenéó 

 

  

 

CD The skills presented in this section can be taught in any order or replaced with skills that 
better align with participantsõ needs. It is important that these skills remain foundational and 
use apps that are already download onto the smartphone as how to download an app has 
not been taught.  

‎ Staff members assist participants with adjusting their volume  

‎ Staff members assist participants with finding the phone app and entering a number 
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11) Final Discussion and Goal setting  
òThe last thing we want to discuss is the importance of keeping your device charged. Your device has to be 
charged for you to use it. If your smartphone ever wonõt turn on, this probably means your device is not 
charged.ó 

 
òSo, today we learned how to interact with our devices, connect to Wi-Fi, and adjust some of its settings. We 
want to make sure that future sessions are most productive for you. Therefore, if there is any specific skill 
that you would like to learn about, please let us know.ó  

 
12)  Signing up for Project Lifeline   
òFor anyone who does not have a smartphone and is interested in seeing if they are eligible to receive a free 
smartphone from the government, we can help you sign up for Project Lifeline. We have no involvement in 
this program and thus do not determine who is eligible and who is ineligible to receive a free smartphone. 
Though we can answer your basic questions regarding eligibility, enrollment, and what benefits you receive, 
we might need to direct you to the programõs customer service to answer more detailed and specific 
questions.ó 

  
  
  
  
  

13) Summary and post-session survey   
òAs we come back together, does anyone want to share one thing they learned today? How are you 
planning to use this new skill over the next week?ó 

 

‎ Staff members should help participants sign up for Project Lifeline using the handouts 
provided (see Appendix 1) 

 

CD If all participants have access to a smartphone or Project Lifeline is not a suitable  
 resource for the specific community, this section can be skipped or replaced    
  with a more appropriate resource. 

 
 

‎ Staff administer post-session survey and assist any participant (see Appendix 1A) 
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Session Outlines      

 
Session 2: Accessibility 

 

 

Time: 1.5 hours 
 

Skill of the week: Changing settings 
 

Session outline: 
 

1. Handouts and pre-session survey  
2. Session Overview 
3. Check-in 
4. How can we make our devices easier to use? 
5. Skill Building: Changing Settings 
6. Accessibility Settings - Vision 
7. Accessibility Settings - Hearing 
8. Accessibility Settings - Interaction  
9. Final discussion  
10. Post-session survey 

 
 

 

Facilitator pre-session preparation: 

Ẽ Confirm Wi-Fi access or bring a hotspot device if Wi-Fi is not available in the building 

Ẽ Confirm access to a large screen (e.g. TV screen, projector, a monitor) 
 

Materials needed: Large screen and/or projector, loaner devices, PowerPoint slides, surveys, and handouts (see 
Appendix 2) 

  

 

This session will teach participants how to customize their device to their preferences. This 
session is inherently more personalized as each participant may only be interested in specific 
features. Facilitators may opt to skip certain settings if participants do not demonstrate interest 
in them. Through group discussion, participants are encouraged to think of a few things they 
may want to change about their device or that they have previously changed on other devices. 
Participants are then shown how to find the accessibility settings on their device. The session 
guides participants through three categories of accessibility settings: vision, hearing, and 
interaction. For smartphones, participants are directed to exit the accessibility settings section 
to access voice typing settings. For computers, participants are directed to additional mouse 
settings outside of the accessibility section to change the speed of their mouse. The session 
concludes by asking participants if there is anything else they would like to change about their 
device. Facilitators may use any leftover time to address those questions and anything that was 
not covered in the session. 
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1) Handouts and pre-session survey  

 
2) Session Overview 
òWelcome to session 2 of Digital Skills! Today we will be learning how to make our devices easier to use.ó 

 
3) Check-in 
òBefore we go into todayõs lesson, does anyone have questions from last week? Is everyone connected to the 
Wi-Fi? Or does anyone have questions about their deviceõs settings?ó 

 
4) How can we make our devices easier to use? 
òSo how can we customize our devices to make them easier to use? Is there anything you would like to 
change about how your device looks? Have you changed something on a different device before?ó  

 

‎ Staff answer questions related to last weekõs session. Questions that require longer answers 
should be left for the end of the session. 

 

‎ Staff administer handouts and pre-session surveys, and assist any participant with 
completing the survey (see Appendix 2A & 2B) 
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5) Skill Building: Changing Settings  
òSo how do we change things on our devices? First, we have to find the deviceõs settings. Then we tap on 
òAccessibilityó to find settings that will let us customize our device. Remember to look out for the gear or 
cog symbol when you want to change something about your device.ó 

 
The accessibility settings on your device generally fall into 3 categories. The first is vision, or settings to 
change how things look on your device. Second, we have hearing settings, which is where we would go if we 
wanted to change any settings related to sound. Lastly, we have interaction settings, which can be used to 
customize the gestures you use to interact with your device.  

6) Accessibility Settings - Vision 
To find some settings related to vision, tap òDisplay & Text Sizeó or òVisibility enhancementsó under the 
Accessibility section.  

  

 

CD The session goes over a select set of accessibility options, but facilitators may choose to demonstrate 
other settings that they deem may be helpful to participants. The layout of settings may also differ on 
each device. 

 

‎ Participants should be encouraged to try out different settings and learn how to undo their 
changes. 
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Vision Settings Overview 
 

Setting Facilitatorõs Explanation Phone Slide 
Number(s) 

Laptop Slide 
Number(s) 

Contrast If you want the colors on your device to stand out from each 
other more, tap here. 

10 26-27 

Highlight 
Buttons 

To make buttons clearer and more obvious, tap here 11 16-21 

Bold text To make letters thicker or bold, follow the instructions on 
the screen 

12 N/A  

Larger text To increase the size of text on your phone even more, follow 
these instructions 

13 11-12 

Color 
Filters 

To change how colors appear on your screen, follow these 
instructions  

14-15 24-25 

Screen 
Movement  

You can reduce screen movement if you are sensitive to it by 
following these instructions 

16 36-37 

 
7) Accessibility Settings - Hearing 

To find some settings related to hearing, find the section labeled òHearingó or òHearing Enhancements.ó  

 

Hearing Settings Overview 
 

Setting Facilitatorõs Explanation Phone Slide 
Number(s) 

Laptop Slide 
Number(s) 

Caption If you want your phone to create captions for what you 
watch, follow these instructions 

18-19 33 

Mono 
audio 

If you use earphones and want the same sound to come 
from both earpieces, tap here 

20 31 

Audio 
balance 

You can also make one earpiece louder than the other by 
dragging this circle towards one side 

21 N/A  

 

8) Accessibility Settings ð Interaction 
To find accessibility settings for interacting with your phone, follow the instructions on the screen.  



29  

Interaction Settings Overview 
 

Setting Facilitatorõs Explanation Phone Slide 
Number(s) 

Laptop Slide 
Number(s) 

Hold 
duration 

If you want to change how long a press has to be for your 
phone to recognize as a òhold,ó tap here 

23-24 N/A  

Voice 
typing 

You can sometimes type using your voice. To find the 
settings for that 

25-27 35 

 

9) Final discussion 
òNow that weõve gone through some settings on your phone, is there anything else you would like to 
change on your smartphone?ó  

 
10) Post-session survey 
òWould anyone like to share something they learned today?ó  
 
òThank you all for joining us!ó 

 
 
 

 

CD This is an opportunity to survey participants and go over settings that they may be interested in but 
were not covered in the curriculum. 

‎ Staff administer post-session survey and assist any participant (see Appendix 2A)  
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Session Outlines      

Session 3: Navigating the Internet and Online Safety 

 
 

Time: 1.5 hours 
 

Skill of the week: Using web browsers and search engines 
 

Session outline: 
 

1. Handouts and pre-session survey 
2. Check-in 
3. Discussion: Using the Internet 
4. Skill building: Using web browsers and search engines 
5. For smartphones: Bookmarking 
6. Staying safe on the internet 
7. Avoiding scams 
8. Activity: Real or scam message? 

9. Summary and post-session survey  
 
 

Facilitator pre-session preparation: 
 

Ẽ Confirm Wi-Fi access or bring a hotspot device if Wi-Fi is not available in the building 

Ẽ Confirm access to a large screen (e.g. TV screen, projector, a monitor) 
 

Materials needed: Large screen and/or projector, loaner devices, PowerPoint slides, surveys, password trackers, 
activity worksheets, and handouts (see Appendix 3) 

  

 
This weekõs session focuses on helping participants safely navigate the vast array of 
information available through smartphones. After discussing how participants currently use 
the internet, staff will guide them in applying these habits to their devices. Tools like Google 
and bookmarking will be introduced, followed by hands-on activities to practice searching 
for information relevant to their interests.  

 
Once participants are comfortable searching and browsing the internet, discussion will shift 
to safe practices for using the internet. Staff will emphasize the important of using strong 
passwords and identifying scams or phishing messages. Real world examples of illegitimate 
messages will be reviewed as a group exercise with special attention paid to warning signs. By 
the end, participants will feel confident using the internet independently and safely. 
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1) Handouts and pre-session survey  

2) Check-in  
òLast week we learned how we can use our smartphones or laptops to connect to wireless internet and make 
changes to our device settings. Did anyone try making additional changes since we last met? Did you 
experience any challenges?ó  

 

3) Discussion: Using the Internet 
òToday, we will learn about how we can access the internet on our digital devices. We will learn how we can 
read information and learn new skills. First, we will discuss what ways you currently use the internet?ó  

Discussion prompts: 

Ẽ What is the internet? 

Ẽ When was the last time you used the internet? 

Ẽ What do you want to use the internet for? 

 
òThe internet is a vast network that connects computers and devices worldwide, giving us access to 
information like weather updates, movie showtimes, and much more. Today, weõll talk about how to use 
search engines to easily find and explore this information.ó  

 

4)  Skill building: Using web browsers and search engines 
òTo use a search engine and explore the internet, we first have to open a web browser. A web browser lets 
you search for and view things on the internet. Find Google Chrome or Safari and open it.ó   

 

‎ Staff administer handouts and pre-session surveys, and assist any participant with 
completing the survey (see Appendix 3A & 3B) 
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òBrowsers have a òsearch baró built into them which allows you to easily access information on the 
internet. Browsers are very powerful, and there are many tools and icons you should be aware of.ó 

 
Staff should review the following concepts and symbols using the PowerPoint: 

¶ Search: òIf you want to search something up, look for the magnifying glass symbol.ó 

¶ Tabs and web pages: òEach tab shows what is on a webpage. Opening multiple webpages and 
navigating through tabs is a great way to visit multiple websites easily.ó  

¶ Refresh: òThe refresh symbol or drag-down gesture can be used if a page is not showing the 
correct information.ó  

¶ Loading: òThe loading icon will appear when the browser is busy and trying to display 
something.ó 

¶ Back: òThe back button is used to go back to a web page youõve previously visited.ó 

¶ Forward: òIf you press the back button but then change your mind, you can use the forward 
button to undo it.ó 

For Laptops:  

¶ Maximize/Full-Screen: òYou can press this button if you want what youõre viewing to take up 
your whole screen.ó 

¶ Exit full screen/Make smaller button: òThis button is used to exit full screen or make what youõre 
looking at smalleró 

¶ Minimize/Hide: òThis button hides the window youõre looking at but doesnõt close it completely 
so you can still go back to it.ó 

 
òWe will now practice using a search to find the specific information. Letõs think of a topic that we find 
interesting. Some examples are cooking recipes, ballet videos, or articles about baseball. We will use Google 
to find more information about this topic. Once you have a topic in mind, please read the instructions on 
how to access Google on your device. We will be coming around and assisting anyone who needs help.ó 

  

‎ Staff should make sure all attendees understand how to operate their browsers.  

‎ Staff should use examples that may be relevant. An example of using a search engine is 
provided below.  
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òLetõs say youõd like to learn more about the Center Club organization in Boston. Here are the steps youõd 
follow to search for more information on it. Enter the Center Club Boston in the search bar, scroll down to 
the link, and then select Center Club to open the website. You can also see the pictures or images of what 
you searched.ó 

 
5) For smartphones: Bookmarking   
òNow that we know how to use a browser, we are going to learn how to bookmark a webpage. Has anyone 
ever heard of bookmarking? Why would we want to bookmark a webpage?ó  
 
òBookmarking allows us to quickly access a website that we go to very often. Just like a physical bookmark 
guides you to a specific page in your book, a digital bookmark guides you to a specific website on the 
internet. The universal symbol for bookmarks is a star, but sometimes we have to navigate in our browser 
to find the bookmark option and where to access our bookmarks.ó 

 
òOnce you have bookmarked a page, you can return to the bookmark through the bookmarks/favorites. 
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6) Staying safe on the internet 
òNow that we know how to access information online, letõs talk about how to tell that the information we 
are reading is accurate. This is very important because the internet lets us connect to anyone in the world, 
and this includes friends and family as well as criminals. How do you stay safe while using the internet?ó 

 
 
òLetõs start with passwords. They are critical to protecting our identity and keeping our information safe. 
Websites that require you to create an account will always ask you to use a password. Passwords are like keys 
to our house, if someone else obtains the password it can be used to steal valuable information.ó 

 

7) Avoiding scams 
òPracticing good password safety is only one way of protecting yourself when using the internet. Sometimes 
criminals will contact us directly to trick and steal information from us. We call these scams or phishing 
attempts.ó 

  

 

CD Staff can discuss or give examples of common spam and phishing messages. 

‎ Staff should review best practices for passwords, such as adequate password length and 
complexity, as well as using a password tracker (see Appendix 3C).  
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òThe best way to avoid a scam is to first identify that the person contacting you is fake. For example, they 
might pretend to be a postal service, a popular store, or a bank. However, there will usually be a sign that 
they are not real.ó 

òAnother sign of a scam is that the content of the message is itself suspicious. They often offer something 
that is too good to be true, such as money or prizes. They also sometimes try to make their message sound 
urgent so that people panic and open it right away. For example, the message might say that you only have 
24 hours to respond. Another way to tell scams and real messages apart is to look for spelling or grammar 
mistakes. Lastly, these kinds of messages will usually ask for private information, such as passwords or 
credit card information.ó 

òScam messages or emails will also contain risky content, which is why we have to be careful about opening 
them. For example, scammers might send you files that can install viruses or malware onto your device. 
They might also send dangerous links that take you to another website. Often these links will be designed to 
look like a common website. 

For smartphones: òText messages and phone calls may also be a scam, so use caution! You will see a lot of the 
signs we mentioned before in texts and calls.ó  

‎ Staff should review best practices for texts and phone calls with an emphasis on not 
answering the phone from an unknown number. 
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8) Activity: Real or scam message? 
Example #1:  
òLetõs look at a few examples and see if we can tell if theyõre real or a scam. Try to pick out a few signs that 
tell you whether a message is a scam or not. Here is our first example email.ó 

 
òHere are all the warning signs. How many did you find?ó 

 
Example #2: 
 
For smartphones: òGreat, letõs look at a suspicious text message. Do you see any warning signs?ó  

 
òCorrect, this text message is a scam as well!ó 
 

  

‎ Staff can also print handouts of these examples and have participants circle clues (see 
Appendix 3D). 
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For laptops: òGreat, letõs look at another email. Is this a scam or a real person?ó 
 

 
òCorrect, this email is a scam as well!.ó 
 
Example #3:  
òLet's look at one last example.ó 

 
òThis email is real! Note how the style of the email is very professional. Three things stand out.ó 

1. The sender has a blue checkmark that means itõs verified/authentic 
2. Email ends in @amazon.com 
3. Email does not pressure you to click something & tells you other options 

 
òIt can be difficult sometimes to tell if a message is a scam or not. If you are ever unsure if an email or 
message is real, hereõs what you can do: 

ǒ Avoid clicking on anything in the email 

ǒ Search for the official website on Google and log into your account 

ǒ See if there are any alerts on your account 

 

9) Summary and post-session survey  
òAs we wrap up, I wanted us to reflect on some of the things we have learned today. We learned how to use 
a web browser, search for information on Google, bookmark a webpage, and how to use the internet safely. 
Is there anything that I can clarify about these skills?.ó 
 
òThank you for joining us!ó 

  
  

‎ Staff administer post-session survey and assist any participant (see Appendix 3A)  
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Session Outlines      
 

Session 4: Communicating via Text and Email 
 

 

Time: 1.5 hours 
 

Skill of the week: Sending an email 
 

Session outline: 
 

1. Handouts and pre-session survey 
2. Check-in  
3. For smartphones: Skill building: Sending a text message  
4. Discussion: What is an email? 
5. Using your mailbox 
6. Anatomy of an email 
7. Email etiquette 
8. Skill building: Sending an email 
9. Attachments 
10. For smartphones: Practice: Taking and sending photos 
11. Relevant symbols 
12. Summary and post-session survey 

 

Facilitator pre-session preparation: 
 

Ẽ Confirm Wi-Fi access or bring a hotspot device if Wi-Fi is not available in the building 

Ẽ Confirm access to a large screen (e.g. TV screen, projector, a monitor) 

Materials needed:  Large screen and/or projector, loaner devices, PowerPoint slides, surveys, handouts, and 
email activity worksheet (see Appendix 4)

 

This sessionõs purpose is to teach participants how they can use their digital devices to connect 
with others via written means, namely text and email. Limited comfort using these features 
available on oneõs device hinders participantsõ ability to engage with their communities and 
responding to important correspondences, such as with their medical provider; this heightens 
their risk of feeling isolated, and of missing important information. This session works to show 
participants several different ways that they can use their phones to facilitate written interactions. 
The session begins by teaching participants how they can interact with loved ones, friends, or 
acquaintances by sending a text message (for smartphones), and moves on to explaining emails, 
including how to open and send them, and email etiquette.  
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1) Handouts and pre-session survey  

 
2) Check-in  
òLast week, we discussed how to navigate the internet safely. We learned how to use web browsers, and 
how to protect your privacy on the internet. Does anyone want to share anything they searched in the past 
week? Did you use any skills learned from this digital skills group? Were there any challenges?ó 
 

3) For smartphones: Skill building: Sending a text message 
òHow can you use your phone to connect with people? Have you ever used your phone to text your friends 
or family?ó 

 
òOne way that you can connect with other people is by sending a text message. What is a text message?ó 

Ẽ An electronic message sent and received through your phone 

Ẽ Great way to communicate with friends and family 

Ẽ Less formal than an email 
 
òHas anyone sent or received a text message before? There are different ways that we can send a text with 
our smartphones. Our phones already have texting apps downloaded onto them. There are also other apps 
that we can download to send a text message. These apps usually have additional features.ó 

Step-by-Step ð How to send a text (Slides 7-10): 
1. Find the app with the conversation bubble icon and tap it ð this app is usually at the bottom of the 

screen  
2. Tap the ôcomposeõ symbol on the top right (iPhone) or ôStart chatõ on the bottom right (Android) to 

send a text message 
3. In the ôTo:õ bar, enter the phone number of the person you want to text or enter their name directly if 
they are already in your phoneõs contacts book 

4. Tap the empty bar at the bottom of your screen to make the keyboard appear, type your message, and 
tap the arrow symbol to send your message 

  

 

CD Depending on the groupõs answers and digital literacy level, this section can be skipped or replaced 
with a connection feature that is more advanced (i.e. texting a photograph, starting a group chat). 

 

‎ Staff members assist participants with sending a text message. 

 

‎ Staff administer handouts and pre-session surveys, and assist any participant with 
completing the survey (see Appendix 4A & 4B) 
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4) Discussion: What is an email? 

òHave you ever sent or received an email? If so, what kind of emails have you written or received?ó 
 
òLetõs talk about what an email is. An email is an electronic mail sent through the Internet. Itõs usually more 
formal than a text message. You can send emails from both smartphones and computers.ó 
 
òAn email is very similar to your physical mailing address. Similar to how people can send you mail to your 
physical home address, they can also send you virtual mail to your online email address. Additionally, 
emails can contain important private information so itõs important that we control who can access them. 
Just like how we protect our physical mailbox with a key, we protect our emails with a password.ó 

 
òEmails can also be used by your healthcare provider to contact you, and they often expect you to read the 
email (as it may contain important information about your healthcare), and at times may even expect you to 
respond; this means it is very important to learn how to read and send emails, to ensure you are staying on 
top of all your important commitments.ó 
 

5) Using your mailbox 
òDoes everyone remember their email address and password? We need those to log into our emails. Follow 
along with us on screen as we show you how to log in.ó  

 
Email home screen and profile: 
òDo you recognize any symbols on this home screen?ó  

 

‎ Staff members assist participants with logging into their emails. 
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Staff should review the following concepts and symbols using the PowerPoint: 

¶ Profile: òYour profile can be found on the top right- or left-hand side (depending on your device), 
and will usually be signaled by an icon of a stickman from the shoulders up, or your initial.ó 

¶ Menu: òMenu is where you go to find more options and can usually be found at the top right- or 
left-hand side (depending on your phone). This is often signposted by three or four lines or dots.ó  

¶ Star/Favorites: òYou can star/favorite emails by clicking the star symbol. This means they go into 
a separate folder and are easier to find, so you might want to star important or urgent emails.ó 

¶ Spam/Junk: òYour spam or junk folder (found when you press on the ôMenuõ icon) will contain 
emails that Gmail labels as suspicious. However, sometimes important emails will be accidentally 
placed in the spam folder, so it is important to check it often just in case.ó 

¶ Compose: òTo write an email, press the compose button on the bottom right of your phone 
screen, signaled by a pen iconó  

 
6) Anatomy of an email: 
òNow, weõre going to go over the different parts of an email. òOnce you press on the ôComposeõ or pen 
button, the email template will pop up. Are there any symbols that look familiar?ó  

 
òIn the section labeled ôTo,õ you type in the email address of the person you are sending the email to. In the 
ôSubjectõ line, people type a very brief summary of the email, such as ôInterested in Job Openingõ if you are 
applying for a job. In the big blank space, you write your email message, and once you are finished writing, 
click the arrow button on your screen (or the ôSendõ button) to send the email.ó 
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7) Email Etiquette 
òSimilar to writing a letter, there are certain norms for writing an email. These often include a greeting, 
where you greet the person you are sending the email to. For example, you might write ôDear Mr. Smithõ, or 
if you donõt know the person you are sending the email to, ôTo/Dear X medical center.õ Emails also usually 
have a formal sign-off. For example, you might write ôBestõ, ôSincerelyõ or ôRegardsõ, and then your name. 
Lastly, if you want to have a more polite or professional tone, you can include ôI hope this email finds you 
wellõ before you begin writing your message.ó 

 

8) Skill building: Sending an email  
òNow weõre going to practice sending an email. Weõre going to put a few email templates on the board, just 
fill in the blanks with the right information and send the emails to one of the team members. Weõll be 
coming around if anyone needs help or has any questions.ó 

9) Attachments 
òBy tapping the paperclip symbol, you can attach documents (such as files or photos) to the email. If you 
want to send a document to someone via email, tap the paperclip, and tap on the file you want to attach. 
You may have to look through different folders to find the exact file you want.ó 

 

CD Facilitators should provide participants with the email of a team member to practice sending emails 
and to check in real-time if the emails were successfully sent (see Appendix 4C).  

 

‎ Staff members assist participants with sending an email. 

 

CD Depending on the groupõs digital literacy level, this section can be made more advanced by asking 
people to download an attachment you might send them and then send it back to you. 
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òYou can also put attachments people send you onto your device by downloading them. For example, if you tell 
someone youõre interested in a job, they might send you an application to fill out as an attachment. To fill it out 
you would have to download it. This symbol is used to show that something can be downloaded to your device. 
However, people can also send dangerous things like viruses or malware to you so make sure to only download 
things from trustworthy sources.ó 

 
10) For smartphones: Taking and sending photos 
òPhotos are taken through the camera app. Click on the app, point at the object you want to take a photo 
of, hand tap the white round button at the bottom of the screen to take the photo. The arrow button on the 
bottom right is to switch the direction of the camera, from front to back and vice versa. To attach the 
photo, tap the paperclip icon, and tap the photo you want to attach.ó 

11) Summary and post-session survey 
òEmails can also be used to communicate with friends and family, send YouTube videos, express interest in 
a job and send your resume, share pictures, share websites or news articles, and much moreó 
 
òDoes anyone have any questions?ó 

  

‎ Staff administer post-session survey and assist any participant (see Appendix 4A)  
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Session Outlines      
 

Session 5: Communicating via Video Call 
 

 

Time: 1.5 hours 
 

Skill of the week: Joining a Zoom call 
 

Session outline: 
 

1. Handouts and pre-session survey 
2. Check-in  
3. Telehealth appointments and Zoom 
4. Setting up a Zoom account 
5. Skill building: Using Zoom 
6. Telehealth etiquette 
7. Anatomy of a Zoom call activity 
8. Checking for understanding  
9. For smartphones: Video calling on a phone 
10. Post-session survey 

 

Facilitator pre-session preparation: 

Ẽ Confirm Wi-Fi access or bring a hotspot device if Wi-Fi is not available in the building 

Ẽ Confirm access to a large screen (e.g. TV screen, projector, a monitor) 
 

Materials needed: Large screen and/or projector, loaner devices, PowerPoint slides, surveys, and handouts 
(see Appendix 5)

 

Building off the communication skills learned last week, this session focuses on how participants 
use their digital devices to communicate in more professional ways. By engaging in a telehealth 
appointment and sending a professional email, participants learn concrete ways that they can 
improve their professionalism through their smartphones and laptops. In addition, both skills 
help participants engage more actively with their care team. If the baseline digital literacy of the 
group is low, this session can be divided into two as both skills are complex and multi-step. 
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1) Handouts and pre-session survey  

 
2) Check-in   
òLast week, we discussed how we can use our devices to connect with others through writing. We learned 
how to send a text (for smartphones) and an email. Did anyone send an email last week?  Did anyone 
receive an email last week? Were there any challenges you came across?ó 
 

3) Telehealth appointments and Zoom 
òToday weõre going to learn how to video call your doctor and other professionals. Has anyone ever had a 
telehealth appointment? Has anyone ever used Zoom before?ó 

òZoom is a video calling platform. There are other video calling platforms. We chose Zoom because it is 
free and very commonly used in a variety of contexts, including telehealth appointments. Why is it 
important to learn to use Zoom?ó 

Ẽ You can attend doctorsõ appointments remotely from home, giving you easier and quicker access to 
healthcare 

Ẽ You can communicate with people all over the world 

Ẽ You can communicate with a variety of group sizes, from one person to a larger group 

 
4) Setting up a Zoom Account 

For Smartphones: òZoom can be used to video call anyone, not just your doctor or employer. Today, we will 
practice downloading the Zoom app and setting up an account. Please follow the directions on the screen 
and we will come around and assist anyone who needs help.ó  

 

‎ Staff administer handouts and pre-session surveys, and assist any participant with 
completing the survey (see Appendix 5A & 5B) 
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For Laptops: òZoom can be used to video call anyone, not just your doctor or employer. Today, we will 
practice accessing Zoom and setting up an account on your laptops. Please follow the directions on the 
screen and we will come around and assist anyone who needs help. How to set up Zoom:ó 

 
5) Skill Building: Using Zoom 
òZoom can be a place where you meet professionally with your healthcare provider or for work, as well as 
for connecting with friends and family. Your doctor may ask you for your email to send you a Zoom link. If 
this is the case, make sure to give them only your email address, NOT your password!ó  

òThis is what a Zoom meeting looks like.ó 

 
How do we join a Zoom meeting? 
òNow weõre going to practice We will send a Zoom link to your email ð this is what it will look like when 
your doctor, friend, family, teacher, and/or employer sends you a link.ó 

  

‎ Staff send participants a Zoom link to their email.  


