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Stay Connected
Carlow PPN are looking at ways to improve connectivity among the community, making it easier for everyone to ‘Stay Connected’. We are offering you a step by step guide to some of the social media platforms that will help you achieve this connectivity. 
Content:
· Zoom: How to Download; How to Join a meeting; How to Schedule a meeting
· Facebook: How to use Facebook Messenger 
· Twitter: How to use Twitter
· WhatsApp: How to use WhatsApp and set up a group 
· Email: How to create an email address/account
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
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1. Zoom needs to be downloaded onto your computer first:
· Zoom is a free app (app is short for application).
· Ok, you have to download it onto your computer, here is the link for that: https://zoom.us/download
· Click Download, it will start downloading.
· You should see Zoominstaller.exe at the bottom left hand corner, after a few seconds, right click on it and click open, give it a minute to open.
· Then a bar across the screen should read 'Installing' and the %...it takes a few minutes.
· Once that is done, the Zoom meeting page should open up or you might have to look on your desktop for it, just click to open. 
· Once you have that done, right click it and ‘pin to taskbar’. Then it will be easily available for you when you want to use it.  
2. How to set up a meeting or join a meeting:
· When you open Zoom, you will see a page that has 4 options: New Meeting; Join; Schedule; Share Screen
· [bookmark: _Hlk38614886]New Meeting is for when you want to start a meeting immediately; Join is for when someone else has scheduled a meeting and has sent you details to join in; Schedule a Meeting is for when you would like to schedule a meeting; Share Screen is when you want to share your screen with another application.
· For the now we are going to be concentrating on Schedule a Meeting and Joining a Meeting and some options you can use while in a meeting.

3. Schedule a meeting
· Open Zoom and click ‘Schedule’.
· A new page opens which allows you to start scheduling the meeting.
· Topic: Give the meeting a name, a start date and a time here; Meeting ID: Generate Automatically to keep it simple or you can also chose to have a Personal Meeting ID, this will be included in the email when you invite others to join, they will need to enter this ID to join your meeting; Password: You have an option to create a password or not, once again this will be needed for participants to enter to join the meeting; Video: On for both; Audio: Telephone and Computer Audio. This allows one to access the meeting through a telephone or a computer; Calendar: Others.
· Click Schedule
· This will bring up another page, check all the information is correct on this and click ‘Copy to Clipboard’
· You have now copied this, which can now be pasted into an email (this can be done by right-clicking the mouse and clicking ‘Paste’).
· Paste the information into the email body. Under the part‘Join the Meeting’, go to the end of the long link and press return on your keyboard (the link will be highlighted). This will give direct access to the person you are inviting to the meeting. 
· Last thing to do is just put the email addresses of the people you are inviting to the meeting into the email address section and click ‘Send’.
· When it is time to start the meeting, open Zoom and click start. Just wait for those you have invited to join.

4. Joining a meeting
· Open Zoom, click ‘Join’.
· You will be prompted to ‘Enter meeting ID or personal link name’. For this, click the dropdown menu and chose your own personal link, usually the first. This has been automatically generated by Zoom for you.
· Then click ‘Join’. 
· This will open the meeting screen, where other members will be. 
· During the meeting there are different options at the bottom of the screen: Manage Participants, this brings up the list of participants of the meeting, where you can invite, mute or unmute participants; Chat allows you to text a message to the group or upload a file; Share Screen, is when you want to share your screen with another application; Record is to record the meeting; Reactions is for when you want to add an emoji picture to the meeting, it will appear on the screen when chosen; End Meeting will allow you to end the meeting or leave the meeting. 
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Facebook Messenger
· Facebook Messenger (FM) is a free app and can be used on a phone, laptop or computer.
· To download this app will depend on what phone you have. So, mostly there are 2 types of phones, Android (most phones) and Apple iPhone.
· If you have an Android, you must got to Google Play Store, put Facebook Messenger into the search bar, once found, click download (you must have enough space on your phone for this to work, a message will pop up if you don’t have the space). 
· If you have any of the Apple iPhones, then you must go to the App Store on the phone, and again, put FM into the search bar, once it pops up, click ‘Get’.
· Ok, so once you have the download complete, the FM icon will appear on your phone screen. Open FM.
· It will ask you to sync your contacts, agree.
· So, a list will appear of all of your contacts.
· Click into one of the names and you will be given the option to send a message, allowing you to attach images/pictures if you like (bottom of the screen), make a call (top right) or make a video call (top right also). 
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· Follow the same instructions to download Twitter as was for Facebook Messenger.
· Once downloaded, open.
· Type your phone number or email address in the first box provided on that page.
· Create a password and type into second box.
· Click or tap the ‘Get Started’ button.
· Twitter is mainly used for Tweeting but can also be used for messaging. Click ‘Message’ (4th down on the option list on the left-hand-side). 



WhatsApp  [image: ]
· WhatsApp allows users to send text messages and voice messages, make voice and video calls, and share images.
· Follow the same download instructions as FM and Twitter. 
· Tap ‘Allow’ on both boxes to grant WhatsApp access to your files and contacts; this will sync all your contacts on your phone.
· Enter your phone number.
· Click OK to confirm the number you entered.
· Open WhatsApp, across the bottom of the screen you are given a number of options of what you would like to do: Calls; Camera; Chats.
· When you click into ‘Chats’, search who you would like to chat to, select that person and start texting, click the arrow to send message.
· Once you have started a few texts with that person their name will automatically appear on the list, when you open chats, going forward. 
· When you have selected the person you are chatting to, at the bottom of the screen you have the option of sending a voice recording also. 
· To do this hold down the microphone and speak your message, when you have finished let go of the microphone. ‘Hold to record and release to send’.
To create a group on WhatsApp
· Open WhatsApp, top right-hand corner ‘New Group’, click this.
· This brings you to the list of your contacts. You can then select the people you would like to add to the group. 
· After you select the people, you can then name the group. 
· The person who makes the group is usually the Admin of the group, this means they are the ones to add people. 
How to set up an Email Account [image: ]
· There are many email service providers out there, for example Gmail; Outlook; Yahoo! Mail, to name but a few!
· I am going to set up an email with Yahoo! Mail only, however it is much the same set up with all email accounts. 
· First you must go to your browser and type in www.yahoo.com, this will open up the Yahoo homepage.
· Go to the top of the page and click ‘Sign up’. This will bring you to the Yahoo email sign up form.
· This will be where you will create the email account that you will use to access your email.
· Fill in all the details required. When it comes to selecting your ID and Password. For the ID, pick a name that is your own creation and the @yahoo.com will automatically appear. There is a ‘check’ box here, click this to see your email address is already in use, if it is, you may have to choose another. 
· For the password you will need to pick something that you will remember and others will not guess. 
· Most passwords need to be a mix of (at least 8) letters (large and small), numbers and/or symbols, follow these instructions and create your password. My advice here is to write it down somewhere private.
· The section after this is for in case you forget your password, so go ahead and fill that in, it’s not difficult. Don’t worry if you don’t have a second email address here, just leave blank.
· Then finally, click ‘Create my Account’.
· Click ‘continue’ and it will take you back to the Yahoo page.
· You will see Mail on the left-hand side of the page. This is where you will receive your emails and create/compose emails to send. 
· On this page you can go to settings also and have fun with colours and themes for your page.
Have fun connecting!!
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