How toWhatsApp?
A Guide for Beginners

What is WhatsApp?

e Free communication app which allows you to
send messages, make voice and video calls,
and share images and documents.

e A useful way to keep in touch with friends and
family.

What you will need

()
, o

Internet connection (WiFi or Mobile data)

v, ——— Tablet/ Mobile

o WARNING

Unless you have unlimited access to the internet ,
make sure you have enough data allowance with
your broadband or mobile monthly plan.

In doubt, check with your provider.

. WhatsApp has end-to-end encryption, so only you
and the person you're communicating with can
read what's sent, and nobody in between, not
even WhatsApp.

. For more information on security, please access

HOW TO INSTALL?
For iPhone and android:

STEP 1: Open the app store/ play store

STEP 2: Click the magnifying glass
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STEP 3: In the search bar type ‘whatsapp’
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STEP 4: When the ‘WhatsApp Messenger’ box appears click the ‘GET’ /
‘INSTALL’ button on (it should be free)
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STEP 5: The app will start downloading
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STEP 6: When the app has finished downloading the ‘OPEN’ button

will appear.
13:287 T
& whatsapp Q ¢
1 whatsapp © Cancel
Gmail - Email by Google £ WhatsApp Messenger
M s : GET WhatsApp inc Open
* ok kk
43% 5B+ @ ]
120M reviews Downloads Editors’ Choice PEG
5 seconds to -
Undo Send
-

You might also like

_>
o :
audible™

Netflix Microsoft Teams  Audible - Vi
44% 4a% B Audiobooks and.. M:
A STORY P A
= £ 4 S ke Q
Similar apps -

STEP 7: Open the app and click ‘Agree and continue’. This will send
you to the next page where you can enter your phone number and
begin to use the app.

Q0T Wi l1246

13:28 7 . T
< App Store
Welcome to WhatsApp

Welcome to WhatsApp

orme of Service

Agree & Continue
Tap "Agree and continue’ to accept the Wh

Agree and continue

HOW TO ADD CONTACTS THROUGH
WHATSAPP?

STEP 1: Click ‘Chats’ at the bottom of your screen

Status

ety Sladuri a -

STEP 2: Press the ‘new chat’ icon in the top right

Edit Chats ]

STEP 3: Click the ‘New Contact’ button
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STEP 4: Fill out the details of your new contact and then click save

Cancel New Contact Save
Name Example

Phone United Kingdom

mobile +44 1234 5678

more fields

29 Add via QR code
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The contact should appear in your address book ready for you to
ring/message them.
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STEP 4: Type out your message on the keyboard. To include an emoji in

HOW TO MESSAGE/TEXT? your message, press the smiley face in the bottom left corner of the screen.
STEP 1: Click ‘Chats’ at the bottom of your screen i nE-
< .Ewme O &
558 il w Todey

@ Messages and cals are end-t0-end encrypted.
No one outside of this chat, not even WhatsApp,

FTEe ey can read or ksten to them. Tap to learn more.

Status

-+ Hey, how are you? °

You can scroll through to find an emoji you are looking for and press it
when you are ready (to delete the emoji just press the backspace button in
the bottom left).
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STEP 2: In the search bar type the name of the person you are contacting A Y

can read or ksten to them. Tap to learmn more.

New Chat Cancel
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STEP 5: When you are ready to send your message press the blue paper
plane button.
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Today

& Messages and calis are end-to-end encrypted.

STEP 3: Click their name when it appears Noone e of P chat. ot v WA

can read or ksten to them. Tap to iearn more.
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123 space search \/‘
Two grey ticks means your message was successfully delivered to your
recipient’s phone.
v/
Two blue ticks means the recipient has read your message.
/4
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?
HOW TO CALL/VIDEO CALL? STEP 4: You can voice call them by clicking on the phone icon next to the
STEP 1: Open WhatsApp and click on the ‘Calls’ tab. person’s name.

e Select contact
WhatsApp

1ET conlacts

e MNew group call I
o Mew contact HE

Or you can video call them by clicking on the video icon next to the
person’s name.

Select contact

1ET conlacls

e New group call I
e Mew contact EE

W W
o
W
'l - -
S -
b ¢ .
STEP 3: This will show you all your contacts - either search for the contact -

you want to call by clicking on the search icon or scroll until you find their
name.

- Select contact

STEP 5: You can mute yourself by clicking on the sEakerphone button
, hot muted = ).

187 conlacts

e New group call I

(and unmute by clicking the same button: muted =

e Mew contact

West London
linical Commissionina Groub


Stamp


How to WhatsApp?
A Guide for Beginners

STEP 6: To disconnect the call, click on the red button. STEP 9: To disconnect the call click on the red button.

STEP 7: To accept an incoming call click on the green button then swipe
up.

STEP 8: To send a message to the person calling you click on the chats
button then send the message (refer to how to message/ text).
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HOW TO SET UP A PROFILE? STEP 4: Click on the pen to change your display name.

STEP 1: Open WhatsApp and click on the more options button on the right

hand side of the screen.

WhatsApp

Name

This is not your username or pin. This name
will be visible to your WhatsApp contacts

- About
® Available

Phone
=

HOW TO CREATE A GROUP?

STEP 2: Click on settings then profile option. STEP 1: Go to the chats tab in WhatsApp and click on the green chat button.

€  Settings WhatsApp
Available e

? Account

Privacy, security, change number

Chats
(=] : .
Theme, wailpapers, chat history

a Notifications
c Message, group & call tones

O Data and storage usage
Network usage, auto-download

@ Help

FAQ, contact us, privacy policy

&% Invite a friend

STEP 3: Click on the cameraicon to either take a picture using your
phone’s camera or select a photo by clicking the gallery option.

< Profile

Select contact

1B7 contacts

|e New group I
e MNew contact i
® Name . _
-
This is not your username or pin. This name . _
will be visible to your WhatsApp contacts
w Phone

- About
C) Available
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STEP 3: Search for or select the contacts to add to the group, then click HOW TO CHANGE HOW YOUR WHATSAPP LOOKS

‘Next’. LIKE?
Enter a group subject - this is the group name, which all the participants STEP 1: Open WhatsApp
will see .

You can add a group picture by clicking on the camera icon, where you

can choose to take a photo or choose a photo from gallery STEP 2: Click more options button on the righthand side of the screen

Click the tick icon once you are finished. STEP 3: Clicking on settings — click chats

STEP 4a: If you click on themes, you can change the screen into light and
dark mode (see below)

- New group

Add subject

Type group subject here (=)
¥peg ] )
& Chats
Pravide a group subject and aptional group icon

Display

ot
Participants: 2 vi . Theme
l . {) Light
I

i Wallpaper

Wallpaper

Chat settings

Enter is send

123456 )71819)0 Enter is send
Enter key will send your message
qiwjlejrjtiyjulijolp Media visibility
Media visibility ‘ Mbjisle

ajsidjifligihljlkil

Show newly downloaded media In
your phone’s gallery
+ 8zlxlcliv]binmj e

Font size
I# |, English (LK) 4 Font size ledil
Medium

App Language
App Language €S languag

Phone’s language (English)

HOW TO CHANGE PRIVACY SETTINGS?

STEP 1: Open WhatsApp

Chat backup
&> Chat backup

Chat history

STEP 2: Click more options button on the righthand side of the screen 0 Chat history

STEP 3: Clicking on settings — click Account — click on privacy _
STEP 4b: If you click on wallpaper, you can change the background of your

STEP 4: Here you can change when someone can see the last time you chats

have been on WhatsApp, who can view your photo, who can view your
status, and if someone can see if you have read the message, by clicking
on each of the following...

Who can see my personal info

STEP 4c: If you click on font size, you can adjust the size of your text to
small, medium or large

IF o damt share your Last Sgen, vou wont be able to
s ather prapks’s Last Seen

Last seen
Hobody

Profile photo
My contecis

About

kel conlicts

Status
H:.- COMNIECTE

Read receipts
If turmad off, you won't serd or raceiva

Read raceiptz. Read receipts are always
gsent far group chats.

NOTE: to turn on if someone can view when you have read the message
press the button circled
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HOW TO CHANGE NOTIFICATION SETTINGS?
STEP 1: Open WhatsApp

STEP 2: Click more options button on the righthand side of the screen
STEP 3: Clicking on settings — click Notifications

STEP 4: Here you can change whether your phone
A. Makes a noise when you get a message from an individual person by
clicking on notification tone (you can choose which noise you want
by going through the different options)

B. Vibrates when you get a message from an individual person by
clicking on vibrates

c. You get a notification on your screen from an individual person by
clicking popup notification

D. The above applies to messages from groups under the groups
section

E. Makes a noise when you get a call by clicking on ringtone (you can
choose which noise you want by going through the different options)

F. Vibrates when you get a call by clicking vibrates under the calls

section
& Notifications : < Motifications :
Groups
Conversation tones .
2 . Motification tone
Play sounds for Incoming and outgoing :
Dafault (Skylire)
messages
Wibrate
Dralaul
Messages SUNRE
Notification tone Popup notification
Default (Skyline) Mo popup
Vibrate !:JE::
Default '
; ‘ Us=e high priority notifications .-
Popup notification Show previews of notifications et the
Always show popup top al the screen
Light Calls
White
Hingtone
Aqua
Use high priority notifications &
Show previews of notifications at the -
top of the screen Vibrate
II_'.In_'r:_lull:

West London

HOW TO MAKE/VIEW STATUSES?

STEP 1: Open WhatsApp

STEP 2: Click on the status tab
WhatsApp :

STEP 3: If you want to write something for all your contacts to see, click on
the pen

WhatsApp

Recent updates

Taday, 10:01

’ lacay, DL a2

STATUS

My status
Tap Lo add status update

@

STEP 4: If you want to show a picture for all your contacts to see, click on
the camera

WhatsApp

STATUS

My status
Tap 1o add status update

Recent updates

Taday, 10:01

. Today, 0052
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STEP 5: To view statuses, click on the person under recent updates HOW TO SEND DOCUMENTS/PHOTO/LOCATION?

WhatsApp
STEP 1: Open WhatsApp

STATUS

STEP 2: Click on chats

My status

Tap Lo add status update Sl wetl
Pty
Recent updates
Status
Taday, 10:01
oy Seams e 7

. laday, U5y

@

HOW TO SEARCH FOR SPECIFIC MESSAGES? E—

STEP 1: Open WhatsApp STEP 3: Find the person/group you would like to share your
photo/location/document with.

STEP 2: Click on the search icon i S T S

O, Exa © Cancel

WhatsApp Q, @ New Chat Concil

| . Example

22X New Group

Missing Contacts Help

&, New Contact
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STEP 4: Press the plus sign on the right of the message box.

15:25 w T
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Today

@ Messages and calls are end-to-end encrypted.

STEP 3: Type what you are looking for, i.e. a specific word like
appointment - all messages with that word should come up s Rk e Tl

alwlelrlT|Yv|luli]o]lr
Als|olFle|H]J]k]|L
¢ ZXCVBNM &

[G=]

West London
linical Commissionina Groub



Stamp


How to WhatsApp?
A Guide for Beginners

STEP 5: Select ‘Photo & Video Library’. STEP 6.2: Select ‘Location’.

Room

; » 20 Room
EJ Photo & Video Library

Photo & Video Library

B Document

Document

@ Location

® Contact Location

Cancel Contact

Cancel

STEP 6.1: Accept the request by pressing the either ’OK’ button and select

the photo you would like to send. STEP 7.2: Select ‘Allow While Using App’ or ‘Allow Once’.
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< Abums Recents Cancel
Cancel Send Location 6
1 3
| Search or enter an address
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Allow Once
@ Don't Allow
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Q GIF More Apps

STEP 7.1: You can add a caption if you wish and when you’re ready to

send the photo, press the blue paper plane button in the bottom right hand STEP 8.2: Select ‘Send your current location’.
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Corner- Cancel Send Location C
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9 ) Share Live Location

NEARBY PLACES

@ | Send Your Current Location
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STEP 6.3: Select ‘Document’. STEP 2: Click on the person’s name/group chat name.
J@—=1 o«

ypted.
No one outside of this chat, not even WhatsApp,
can read or isten to them. Tap to learn more.

=+ (| C @ 9

@0 Room

Photo & Video Library 3 ﬂ E E l 1 E L 3 i

Document

Location

Contact
9

STEP 3: Click ‘Media, Links, and Docs’.

23:58 will T

STEP 7.3: Search for the document you are looking for. Then select the < Contact nfo -

document and press the blue paper plane button. e
L Paperp — e @

Recents Cancel Hey there! | am using WhatsApp.

Q, Search

Media, Links, and Docs 36

Starred Messages MNone

[E) chat search

m Mute Mo

m Custam Tane Default (Mote)

|

Save to Camera Roll Default

Encryption

E Groups In Common
(3] Contact Details

Share Contact

Export Chat

....... Clear Chat

STEP 4: At the top of the screen you can click either Media, Links, or Docs
to find what you are looking for. Scroll through to find the shared
photo/link/doc.

23:58 «ll T
23:58 wl T

HOW TO VIEW PHOTOS/ OTHER SHARED MEDIA? < O DR | = [ ] e

February

February

STEP 1: Find the chat/group where the photo, link or document was sent.

March
12:53 o T -
Q Exa © Cancel
. — -

April November 2019

Missing Contacts Help

This Month

3 Links

gw e r t y u i op

30 Photos, 6 Videos

space
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