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Introduction 

 

This Module has to do with ways of communicating and collaborating 

with other people through the Internet.  

We will begin on how to set up an email account, write and send an 

email, and reply to received ones. There are many websites through 

which you can send emails. For us, we will focus on Gmail, which is the 

most popular one right now. 

We will then proceed with social media, and more specifically with 

Facebook, which is the most widely used. We will focus on how to 

create an account, familiarize with its structure and learn how to do 

basic actions. 

Then, we will focus on Skype and Zoom, the 2 most popular programs 

for making video calls. You will learn how to create an account in each 

of them, and communicate with other people through their features. 

Finally, we will have a look at Google Calendar, an application through 

which you can write down important tasks and have the system notify 

you in order for you not to forget them.  

 

Learning Outcomes: 

- Set up a Gmail account, create and send an email, and reply to the 

emails of others. 

- Create a Facebook account, navigate through the platform, do posts 

and communicate through private messages. 

- Create an account in Skype and Zoom and make video calls through 

them. 

- Write down daily tasks in Google Calendar, adjust them to time and 

dates and set notifications for them. 
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Topic 1: Emails 

 

Today, emails have grown extremely popular and the biggest 

percentage of the population uses them. 

In contradiction to other means such as post office or fax, an email can 

reach its recipient literally within seconds. 

Therefore, knowing how to use them, can save you a great amount of 

time and money. 

In order to send an email, you have to go to a website that offers this 

type of service. These websites are called email providers and the most 

popular ones are Yahoo, Hotmail and Gmail*, which is the one we are 

going to focus on. All email providers provide similar services (their 

programmes have similar functionalities). You may send or receive 

emails to the persons or organisations you wish regardless which is 

their email provider.  

*Gmail belongs to a company called Google which also owns the most popular 

search engine in the world, and many other Internet tools, among which is the 

Google Calendar that we will learn in Topic 4. 

 

 

Set up an email account, Easy  

Duration: 60 minutes 

In order to be able to send and receive emails, you must first create an 

email account, which comprises 2 things: 

- The first is your email address.  

 

In the physical world, you have a postal address which is the 

street and the number of your house.  

In the exact same way, you have an address in the world of 

emails, which instead of a street name and a number, it is a text 

with the following structure: 

 

example@gmail.com 

   1        2     3        4 
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1: The letters before the @ symbol, are the title of your email address. 

This section is different for each email address in the world, and never 

can 2 addresses have the exact same title. Therefore, the title of your 

email address is unique in the world. 

 

During the creation of your email account, you will be asked to define 

the title of your email address. There are some standard options for 

choosing one: 

a) Many people put their full name. For example 

  

John.White@gmail.com  

 

Keep in mind that inside an email address there can be no empty 

space. Therefore, some solutions for separating your first from 

your last name, are a period (.) a hyphen (-) or an underscore (_) 

 

Others put just their first name. As we said before, the title of an 

email address must be unique in the world. So, if you choose to 

put your first name as a title, it is certain that another person of 

the same name has already used it. 

 

You must therefore differentiate it.  

 

The most classical method is to put a number right after your 

name. Many people choose their birth year (or its last two digits), 

but it of course can be any other number. Just make sure that you 

can remember it. 

 

For example 

 

 

John1967@gmail.com 

 

* You can of course put your last instead of your first name. In this 

case, there are higher chances of no other person having already 

used it, so in this case you won’t need to differentiate it by adding 

mailto:John1967@gmail.com
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numbers. 

 

c) Finally, you could use a nickname/pseudonym that has little or 

nothing to do with your real name. For example 

 

John.the.white.tiger@gmail.com 

 

In this case, it is almost certain that no other person will have 

used it, but beware that a nickname based title is not 

recommended for professional use. 

 

2: Right after the title of your email address, there is the at sign (@). It 

exists in all the email addresses of the world. 

 

3: After the at sign (@)comes the name of your email provider. For us, 

since we have Gmail as our provider, it is “gmail”.  

In the email address of a person that uses a different email provider, it 

could be “yahoo”, “Hotmail” etc. 

 

4: The email address ends with the “.com” subfix. 

 

* For Gmail users, it is always “.com”. In the email addresses of people 

that use other email providers, it may be a 2 letter code that corresponds 

to their country. This for example happens with Yahoo, and an example 

for an Englishman would be: John.White@yahoo.uk 

 

- Apart from the email address, the second thing that comes with the 

creation of your email account is your email mailbox. 

It is like the mailbox of your house, but in electronic form. 

There, you can check all the emails that you have received, along with 

their senders and receipt dates, as well as those that you have sent, 

along with their receivers and delivery dates. 

It is practically the control panel of your emails, and we will learn more 

about it in the next unit. 
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Writing, sending and replying to an email, Medium 

Duration: 90 minutes 

The first thing that you have to ensure before writing an email, is that 

you are logged in to your Gmail account. 

1. Open your web browser and go to www.google.com 

 

2. At the top right corner, check whether there is a colored circle 

with a letter inside (the first letter of the name you assigned to 

your account). 

 
  

Activity 

Your teacher will guide you step-by-step through the creation of a Gmail 

account. 

During the tutorial, you will also be informed about: 

- How to create a proper password for your account 

- What to do in case you forget your password. 

-          How to sign in and out. 

http://www.google.com/
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 … or a blue rectangle with the phrase “Sign in”. 

 
 

3. If you see the circle, then skip to step 4. If you see the rectangle, 

click on it and on you will be presented with a list of the Gmail 

accounts that have been accessed from your device. 

 

- If you can see your account on the list, click on it and on the next 
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screen, type your password inside the “Enter your password” 

rectangle and click “Next”. 
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- If you can’t see your account on the list, click on “Use another 

account”. On the next screen, write your email address in the 

“Email or phone” rectangle, click Next… 
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… and then write your password inside the “Enter your password” 

rectangle and click again “Next”. 
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4. While you are logged in, you will see a Gmail button on the upper-

right. 

 
 

5. Click on it in order to access your email Mailbox, and click on 

“Compose” on the upper-left. 
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6. A rectangle titled “New message” will appear at the bottom-right. 

Inside it, you are going to write your email. 
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7. First, you have to write the email address of the recipient in the 

“To” rectangle and then hit Enter. You will notice that the address 

will be surrounded by an oval with an X on its right side. 

 

 
 

8. If you start typing an email address which has sent you (or to 

which you have sent) an email before, it will show up right below 

from where you’re typing. Click it in order for it to be written 

automatically at once. 
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9. Right below, in the “Subject” field, type the main subject of the 

email you are about to send. It will act as a title/heading for your 

email. 

*You will also notice that the title of the window that you’re 

writing your email, has now turned from “New Message” to what 

you have written in the “Subject” field. 
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10.  Click the white space below and start typing your message: 

 

 

  



   

  
 This project has been funded with support from 

the European Commission. This publication reflects the 

views only of the author, and the Commission cannot be 

held responsible for any use which may be made of the 

information contained therein. 

18 

11.  You can find the same modification features for the text, that we 

discussed in previous module: 

1. Bold: Click on this button and the text you write from there on 

will be thicker and blacker than the rest. Click again in order to 

stop this function and continue writing normal text. 

2. Italic: It makes your text leaning 

3. Underline: It underlines your text.
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12.  By clicking on the happy face at the bottom of the window, you 

come up with a wide variety of smiley faces (called emojis) that 

you can insert into your text. Just click on the ones you want. 
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13.  In case you want for some reason to discard the email you are 

writing, click on the trash bin at the bottom-right of the window, 

and it will be deleted. 
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14. After your message is ready, click the blue rectangle with the 

“Send” word in it, in order to send your email. 
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Replying on an e-mail: 

 

1. After another person replies to an email that you sent, then you 

begin a conversation. 

 

After the recipient has replied, if you go to your Mailbox you will 

see his/her reply email at the top of the list, in bold letters (this 

means that you haven’t opened it yet). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can also check the following information: 

 

- The participants of the conversation (you and the person that you 

sent your email to) 

- The subject of the conversation (which is defined by the Subject 

that was given to the first email that was sent. In our case, it is 

“Digital lessons”) 

- A preview of the first lines of the latest email of the conversation 

(in our case, it is the reply of our email’s recipient) 
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2. Click on any of these 3 elements and you will come up with the 

following screen:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Here, you can see: 

- The content of the reply email 

- Right above is the name of the replier 

- Some suggested automatic answers for the email of the replier 

(but you are not recommended to use them) 

- At the top you can see the name of the sender of the previous 

message in the conversation 

- And right below it, a preview of the previous message. 
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If you click on this preview, you will reveal the whole previous 

email, and therefore all the dialogue that has taken place so far: 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. In order to reply, click on the “Reply” button at the bottom left… 
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4. In the box that appears, write down your reply and then click 

“Send” at the bottom left. 

And once again, if you want to delete the reply that you’re 

writing, click on the trash bin on the bottom-right. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Activity 

The class is split into couples and each couple has to make an email conversation 

by exchanging at least 3 emails  
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Navigating through your mailbox, Hard 

Duration: 60 minutes 

In this activity, you will get to know the structure of your mailbox and its 

most important functions through which you can better organize and 

manage your emails. 

 

Sections: 

Your mailbox is divided into certain sections, with each one containing 

emails of a specific trait. 

 

These sections can be found on a column on the left. The one that is in 

red, is the one that you are looking at each moment. 

 

 

The Inbox: 

When you access your mailbox, you land on its most important section; 

the inbox. It is the place where you can check your received emails: 

 

 

 

The sections are the following: 

1) Inbox: Your received emails 

2) Starred: Emails that you have marked as important 

3) Snoozed: Emails that you have set to be invisible until a certain time. 

4) Sent: The emails that you have sent to others 

5) Drafts: Emails that you began writing but haven’t finished them yet 

 

Inbox: 

It is the most important section of your mailbox, since it contains all the 

emails that you have received from others. 

They are presented in the form of a list, with each row representing an 

email. The most recent one sits on the top, and the oldest one is on the 

bottom. 
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Each row contains 3 elements: 

- On the left, you can see the sender of the email. 

- On the middle is the subject of the email along with a preview of 

its content 

- On the right, is the date on which it was received. 

 

 

Keep in mind that the number you see on the right of the Inbox 

indication on the left column, is the number of your received emails. 
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Sent: 

This is the place where you can check all the emails that you have sent. 

Once again, the most recently sent is on the top, and the oldest one on 

the bottom. 

 

 

 

 

 

The 3 elements of each row remain on the same spots, but they are a bit 

different: 

- On the left is the name of the person to which you sent the email 

(and not the person from which you received it) 

- The date on the right refers to the moment you sent the email 

(and not the moment you received it) 

 

Drafts: 

While you write an email, if for some reason you want to leave it for 

later, click on the X at the top-right of the composing window. 
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In this way, your email will be moved to Drafts in order for you to 

complete it later. 

*Keep in mind that even if you close the window of your mailbox by 

mistake, while composing an email, it will be moved to Drafts 

automatically, and therefore it won’t be lost. 

In order to continue working on it, click Drafts at the left column and 

you will be presented with all the emails that you have left unfinished 

 

 

 

 

 

This time, in each email row, there is the indication “Draft” at the left, in 

the middle there is once again the subject and preview of the message, 

and on the right there is the date of the email’s most recent edit. 

 

Starred: 

If for some reason an email is of high importance, you can separate it 

from the others by giving it a star.  

Both in the Inbox and Sent sections, you will notice that in each mail 

row, there is a gray star at the left of each mail’s sender/receiver name. 

 

 

 

 

 

 

 

Clicking on the star will turn it yellow, which means that the email is 

now considered Starred. 
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Click Starred at the left column, and you will come up with all the emails 

that you have starred. 

 

 

 

 

You will also notice that at the left of each email’s subject, there is a 

grey rectangle inside which is written the section of your mailbox in 

which the email originally belongs. 

 

Labels: 

You can organize your emails by separating them intο thematic groups 

which are called Labels. For example, some labels could be Family, 

Friends, Job or anything else that suits you. 

In order to assign a label to an email click on its preview, and in the next 

screen you will notice a tag shaped symbol     at the top, which is the 

last in a row of other symbols. 
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Click on it and you will be presented with a default list of labels that 

exists in every Gmail mailbox. 

If none of them suits you, you should create your own label, by clicking 

on “Create new”. 

 

 

 

 

 

 

 

On the window that will pop up, type the name that you want for the 

label, in the rectangle under “Please enter a new label name”, and then 

click on the blue rectangle at the bottom-right that says “Create”.  
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The email has now been assigned the label that you just created.  

 

You will notice that at the left column, there has been created a new 

icon for the newly created label, and if you click on the tag shaped icon 

on the top, the name of the new label has been added into the label list 

that appears (it also has a tick sign next to it since your email now 

belongs to this label). 

 

 

 

 

 

 

 

 

 

 

 

Finally, if you click on the icon of the label at the left column “Family” , 

you will be presented with the emails that belong to it. 

 

 

 

 

 

So from now on, every time that you want to label an email: 

1. Click on its preview 

2. Click on the tag shaped icon on the top 

3. If you want to assign the email a label that already exists, pick it 

from the list that appears. 

4. If you want to assign a new label, click on Create new. 
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Email search: 

On the top of your mailbox, there is a rectangle containing the phrase 

“Search mail”. 

Inside it, you can type any word, phrase or email address that you want 

to search among your emails. 

After you type your search term, right below will appear some 

suggestions which might contain: 

- Words and phrases similar to your search term, that can be 

found among your emails 

- Email addresses that contain your search term. They come with 

this icon:  

 

For example if we write IDEC all the emails that contain the term 

IDEC will appear 

 

If a suggestion suits you, click on it. Otherwise, press Enter. 

 

 

 

 

 

 

In either case, you will be presented with a list that contains all the 

emails of your mailbox that contain your search term. 
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Spam: 

Inside your mailbox, there is also a section called “Spam”. It includes 

annoying emails which are usually advertisements in email form (that 

companies send to random people massively) as well as emails that 

might contain a computer virus. 

When you are about to receive such an email, the system automatically 

detects the potential threat, and pushes it into the Spam section in 

order for it not to appear in your inbox. 

If you want to access the Spam section, type spam in the search bar and 

click on the “label: spam” phrase that will appear below (which also 

comes with a tag shaped icon). 

 

 

 

A list of all the recent emails, identified by the system as annoying or 

dangerous, will appear.  

Above it, there is a message which warns you that emails which have 

been in the list for more than 30 days, will be automatically deleted. 

Additionally, you can click on the “Delete all spam messages now” 

phrase right after the warning, in order to delete them instantly and all 

at once. 

 

 

 

 

 

*It is highly recommended not to open any spam email from a sender 

you don’t know, since there are high chances of it containing computer 

viruses. 
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Sometimes, the system may falsely identify an incoming mail as spam.  

 

For this reason, it is recommended to regularly check the spam section 

for any emails that may have falsely ended up there.  

Especially in case a person you know tells you that he/she has sent you 

an email, but you can’t see it in your inbox, then it most probably has 

been moved to the spam section by mistake of the system. 

In order to move an email from the spam list to your inbox, spot it in 

the spam list, and click on a square that is right next to its star.  

A tick sign will appear inside the square, as well as new options above 

the list. 

Among them, is the Not spam phrase. Click on it and then the email will 

disappear from the spam list. Afterwards, check your inbox and you will 

find it there. 

 

 

 

 

 

*Did you know that the term “spam” came from a sketch of a TV show 

called “Monty Python’s Flying Circus”? 
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Deleting emails: 

There are 2 ways to delete an email: 

1) Move your cursor at the right side of its preview and you will see 

that an icon resembling a trash can will appear. Click on it and 

the email will be deleted. 

 

 

 

 

 

 

2) Click on the email’s preview and on the next screen, click on the 

trash can icon at the top. 

 

 

 

 

 

 

 

 

 

Keep in mind that the emails that you delete don’t disappear instantly. 

They are first moved to the Trash section of your mailbox and kept there 

for 30 days, after which they are permanently deleted. 

This system offers you a solution in case you regretted the deletion of 

an email and want to restore it. 
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In order to access the Trash section, type trash in the search bar and 

click on the “label: trash” phrase that appears below. 

 

 

 

 

 

You come up with a list of emails that were deleted within the last 

month (and therefore haven’t been permanently deleted yet). 

If you want to delete them on the spot and all at once, click on the 

phrase “Empty Trash now” at the top. 

 

 

 

 

 

If you spot in the list an email that you wish to restore, click on its 

preview and on the next screen, click on the symbol at the top which is 

shaped like a folder with an arrow inside it.     
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In the list that appears, choose Inbox, and your email will be restored! 

  

 

 

 

 

 

 

 

 

 

Topic 2: Facebook 

Whenever you peek on another person’s computer or mobile screen, 

the user will most probably be checking his/her social media like 

Facebook, Twitter or Instagram.  

These channels of communication have turned more popular than ever, 

with more and more people preferring them for communicating with 

others, publishing content and reading the news. 

Facebook is the oldest of them and still remains very popular among 

people of all ages.  

Learning its basics like setting up an account, familiarizing with its 

structure, posting content and communicating with other people, can 

prove a lot easier than you thought. 

After this, you will be able to express yourself through it, keep in touch 

with your people and be informed about anything new that happens. 

 

This topic focuses on how to use Facebook through a PC, a laptop or a 

tablet (not a smartphone). 
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Set up a Facebook account, Easy  

Duration: 30 minutes 

1) Go to www.facebook.com and in the page that shows up, locate 

the “Sign Up” section on the right. 

 
 

2) Enter the following details: 

 

- Your first and last name, i.e. Orestis Dagiandas. These 2 will 

become the “name” of your profile. If a person asks for your 

Facebook, these are the 2 words that you will have to give as a 

response. 

- Your mobile number or email (it is recommended to submit the 

second). After you write it, a new rectangle will appear right 

below where you will have to type it once again. 

- The password that you will be using every time you want to 

access your profile. 

- Your birthday (optional) 

http://www.facebook.com/
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- Your gender 

 

Upon completing them, click on the Sign Up green tile at the 

bottom. 

 

3) You will be presented with the following message…  

 
 

4) … so now you have to check the Inbox of your email account.  

  

 

 

 

 

 

 

5) Open the email and click on the blue “Confirm your account” tile. 
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6) You will be presented with the following screen 
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Navigating through Facebook, Medium  

Duration: 90 minutes 

Before using Facebook, you first have to log into your account (just like 

it happens with email). 

Go to www.facebook.com and on the upper right of the screen, enter 

the email or phone of your profile (the one you entered during the 

creation of your account) and your password (also the one you entered 

during registration) and click Log In. 

  

Activity 

At this point, your teacher will guide you through how to: 

 

- Select and set a profile photo 

- Find people you already know and add them as friends 

- Learn the various privacy types (public, friend, me).  

http://www.facebook.com/
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You will then be transferred to the Homepage of Facebook, which is also 

the page on which you will land in case you go to facebook.com while 

being already logged in. 

 

The 2 most important sections of Facebook, are: 

1) The Homepage 

2) Your profile page 

We will go a bit… in reverse, and we will begin with the profile page.  
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Your profile: 

 

In order to access it, while you are on the Homepage, click on the upper 

part the name of your profile that has a circle with your profile picture 

next to it. 

 

 

 

You will be redirected to the “control panel” of your profile where you 

can check and edit, all its basic aspects: 
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1) The large picture at the top is you cover picture. It is 

recommended not to be a photo of you, but instead to resemble 

something abstract that somehow represents you. 

2) The encircled picture is your profile picture. It is the photo that 

users will see next to your name whenever it shows up on their 

screen (think of it as your id card photo). Traditionally, it is the 

best photo of yourself that you have. 

3) Right next to it, is your profile name. 

4) Down left you can write a short bio describing yourself in very few 

words. 

5) Right below you can put some basic details of yourself such as the 

place you live, your hometown, your job, your relationship status 

and your education. 
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Additionally, you can find a glimpse of your most recent photos (that 

you have uploaded on your profile), and right below a glimpse of profiles 

that you have recently become friends with (more on the friendship 

system later). 

On the right, you can see a list of posts that you have made, from the 

most recent to the oldest. A “post” is the upload of any kind of content 

on Facebook, whether by you or other users. 

Facebook is practically people (represented by their profiles) 

publishing pieces of content (posts). 
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A post can take various forms, but the most popular ones are: 

- Text posts which consist of a sole piece of text 

 

- Photo posts where we have the upload of one or more photos at 

a given moment (if the uploaded photos are too many, you can 

click on the number with the plus symbol at the bottom right in 

order to see all of them. The number shows how many of these 

photos have remained unseen). 

 

Your profile menu: 

It is a line with buttons that guide you to the most basic sections of 

your profile and can be found right below your username and profile 

picture. 

 

The most important buttons, are:  

- About 

Here you can find all the information about yourself that you have 

chosen to include in your profile. This information is split into 

categories, which can be found on a column on the left. By clicking 

on a category, you will come up with the information of the category 

on the right side of the screen.  
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Those that you haven’t added yet, can be spotted by a cross inside a 

square icon on the left,  accompanied by a phrase asking you to 

insert this particular info. 

 

- Friends 

A list of your friends with each one being represented by his/her 

profile picture and name. Clicking on a photo or name, will guide you 

to the respective profile.  
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- Photos 

A list of the photos that you have uploaded (from the newest to 

the oldest). Some of them may belong to an album. 

Albums are thematic groups of photos that you can create. In 

order to see your albums, click on Albums.  

 
 

Apart from the albums that you have created, there are 2 albums 

that are automatically created by Facebook. One containing all 

your profile photos and one all your cover images so far. 
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Clicking on any picture will make it bigger. Click on the X on the upper 

right in order to exit the full screen projection of the photo. 

 

 

Your Homepage: 

Click on the Home button on the top of the screen or the white logo of 

Facebook on the top left in order to access your Homepage. 

 

 

In your Homepage you can see a list of the most recent posts that have 

been made by your friends and by pages & groups that you are a 

member of (more on that later). 
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Each post has a standard structure which is the following: 

 

1) On the top left, you can see the profile picture and name of the 

person that created the post. 

 

2) Right below is the creation date of the post 

 

 

3) Below the content of the post, on the left, there is a number next 

to colorful circles with icons. These circles are called reactions. 

 

If you put your mouse over the Like button (which is right below) 

you will come up with a choice of 7 reactions, where you can click 

the one that best represents the feeling that the post left you 

with (from left to right): 
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Like: You found the post good 

 

Love: You found the post excellent 

 

Care: It is a new reaction that was added due to the COVID-19 

pandemic. It mostly suits to coronavirus related posts and shows 

that you are sympathetic towards the person that made the post. 

 

Haha: You found the post funny 

 

Wow: The post left you speechless/astounded 

 

Sad: The post made you feel sorry  

 

Angry: The post enraged you 
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Therefore, after at least 1 reaction has been left, you can see the 

total number of reactions that the post has gathered, along with 

their types. 

 

4) On the right, you can see the number of comments and shares 

that the post has received. 

 

Comment: In case a reaction isn’t enough for you to express your 

thoughts on the post, you can leave a comment in text form. 

 

Right below every post you can see the comments that other 

people have so far left (if there are any) and on the bottom of the 

comment list you can find an oval containing the phrase “Write a 

comment …”. 

 

Click on it in order to type your comment and when you’re 

finished, press Enter in order for it to be published. 

 

While you type, you can also click on the smiley face on the right. 

This will present you with a long list of cartoonish icons that 

represent various feelings and situations. These icons are called 

emojis and by clicking on them, you can add them to your text in 

order to enhance the message/feeling that you want to pass.  
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Share: If you think that a post deserves to be seen by even more 

people, then you can Share it by clicking the button of the same 

name right below the comment-share counter and choosing 

Share now (only me). 

 

The post will then be published on your profile page and on the 

Homepages of your friends. 

 

In it, the reader will be able to see the person that originally 

made the post, and therefore he/she will know that it’s a shared 

post and not an original one. 

 

 
 

Think of Share as a way to “spread the word”. 

 

*Notice that the shared post doesn’t keep the reactions and 

comments of the original one, and instead begins from zero. 
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Facebook friends: 

 

Among all the Facebook users of the world, you can choose those 

that you want to become Friends with.  

 

If 2 users are Friends with each other, then they will: 

 

- Be able to see each other’s posts on their respective Homepages 

- Be notified more frequently about each other’s posts 

- See elements in each other’s profiles that may not be viewable 

by non-friends 

- Other privileges 

 

*Keep in mind that Facebook friendship is a 2 ways relation, hence 

it is not possible to have a person on your friend list that doesn’t 
have you in his/hers (and vice versa). Also, no person can have 

more than 5.000 Friends.   

 

In order for 2 persons to become Friends, one of them has to 

send a Friend request to the other, who in turn must accept it. By 

the moment of acceptance, these 2 persons become Friends. 

 

We will examine both cases: 

 

- Sending a Friend request 

 

Firstly, you have to find the person that you want to become 

friends with.  

 

In order to do that click on the white rectangle on the top left of 

the screen, and type his/her name inside it. Than press whether 

Enter or click on the magnifying glass on the right. 

 

It is also possible to get a list of recommended names that match 

your searching, that appears right below the rectangle. 
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You will come up with a list of possible matches. When you find 

the right person, click on the Add Friend button next to its name. 

 

 
 

Alternatively, you can click on the person’s name or profile 

picture, and you will be redirected into its profile. There, you can 

send a friend request by clicking the Add Friend button (see 

image) on the bottom right of the person’s cover image. 
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In both cases, the button will turn from “Add Friend” to “Friend 

Request Sent” and will remain this way until there is a response. 
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When the person responds positively to your request, an icon 

representing 2 people on the upper-right of the screen, will be 

highlighted. 

 

This icon gets highlighted whenever you receive a friend request 

or a response to a request that you have sent. Additionally, it 

gets a number inside a red square that represents the number of 

the aforementioned incidents haven’t been checked by you yet. 

 

 
 

Click on it and you will see the positive notification of the positive 

response.  
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From now on, every time that you access this person’s profile, you 

will notice the “✓ Friends” tile on the bottom right of its cover 

image. 

 
 

- Receiving a friend request 

 

In case another person sends you a friend request, then the icon 

with 2 people on the upper right will be highlighted. 
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A notification about the incoming friend request will show up and 

you can choose whether to accept it by clicking Confirm or to 

reject it via the Delete button. 

 
 

The notification will then turn yellow and the “✓ Friends” tile will 

appear on the right... 

 
 

…as well as on the bottom right of that person’s cover image (just 

like in the previous case). 
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- Unfriending: 

 

In case you want a person to no longer be your friend, then go to 

his/her profile, locate the “✓ Friends” on the bottom right of 

his/her cover image, hover your mouse over it and from the 

options that appear, choose Unfriend. 

 
 

Pages & Groups: 

 

Apart from the profiles of individual persons, there are also 

“profiles” for groups of people on Facebook, which are actually 

not called profiles, but Pages and Groups. People who belong in a 

Page or Group, are called members. 

 

A Page or a Group is always thematic and the central idea in both 

cases is that a team of people with a common interest come 

together in order to discuss about that interest. 

 

In both cases there is also an Administrator (or perhaps multiple 

ones), responsible for managing basic aspects of the Page or the 

Group. Members can’t access these managing aspects. It is 

practically the person that owns the Page or the Group and that 

usually has also created it. 

 

As for the main differences between them: 
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- A Page has a more official/professional character and therefore 

companies and official organizations almost always choose to 

represent themselves on Facebook through a Page rather than a 

Group. 

 

Also, you can always join them freely (hence without needing to 

be approved by the administrator) and view their content 

whether you are a member or not. Therefore they tend to attract 

a larger number of members than Groups. 

 

If you want to join the fan base of a specific company and want to 

receive official update regarding its activities, you should join its 

official Facebook page (hence like it), the name of which is 

always mentioned on the company’s official website. Actually, 

almost all companies have a Facebook logo button on their 

websites. 

  

Clicking on it, will guide you directly to the company’s official 

Facebook page 
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- Groups are more unofficial teams of people, which are run by 

“regular” persons rather than official establishments. 

 

In general, they are more thematically diverse than Pages and 

can focus on pretty much any kind of interest; sciences, hobbies, 

arts, sports, local communities, religion, politics, education etc., 

etc. 

 

While there are public Groups, which you can view their content 

regardless of your membership status, there are also many 

private ones, which you can view only if you are a member. 

 

In both cases, in order to join, you must first make a request, 

which then must be accepted by the administrator(s). 

 

Structure of a Page:   
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- On the upper left you can see the logo of the page, which almost 

always is the official logo of the company the page belongs to. It 

functions exactly like the profile picture of an individual’s profile. 

 

- On the top you can see the cover image. It functions exactly like 

the cover image of an individual’s profile, hence describing the 

company in a visual and more abstract manner. 

 

- The title of the page can be found right below its logo. 

 

- Under the title there is a column with buttons that are shortcuts 

to the various sections of the page.  

 

They are defined by the Administrator and usually they are the 

posts that have been made by the administrators of the page 

(Posts button), posts that have been made by members 

(Community  button), Events that are organized by the company, 

uploaded photos and videos, information about the company 

(About button) and Groups that are also administered by the 

company’s staff (and therefore thematically related). 
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- Right below the cover image you can find the Like button. By 

hitting it, you instantly become a member of the Page. 

 

Next to it, is the Follow button. By hitting it you become a 

somehow “premium member” since apart from becoming a 

member, you will also be notified each time something happens 

inside the Page. 

 

Finally, there is the Share button. In the same way that you can 

publish on your profile the post of another person, so you can 

publish a Page in order to raise awareness about its existence.  

 

- On the right, there is the Description of the Page, which is a text 

that describes the company, which owns the Page. 

 

- In the middle there is a list of the most recent posts that have 

been made within the Page.  

 

- Any post that is made by the Page’s administrators, begins with 

the title and logo of the Page (in the same way that posts of 

individuals begin with their name and profile picture). 

 

-  
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- Under Description, is the Community section, where you can 

check the number of people who have liked and/or followed the 

Page, as well as your friends that also happen to be members. 

 

- Right below Community is the About section, where you can see 

more technical details of the company such as address, phone, 

website etc. 
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Structure of a Group: 

 

A Group’s structure is almost identical to that of a Page, having only 

minor differences which can nevertheless prove handy for separating a 

Page and a Group at one glance: 

 

- Groups don’t have logos and their cover image acts as their 

“profile picture”. 

 

- Instead of liking or following, in Groups you just Join by pressing 

the blue rectangle below the cover image. By clicking it, the 

administrator is notified that you made a request to join. If it’s 

accepted, then you become a member of the Group. 

 

 

- On the top right, there may be mentioned a Page which has the 

same administrators as the Group, under the “Group by” phrase. 
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- When administrators post in a Group, they don’t go by the 

Group’s name (like in Pages) but instead appears their personal 

profile’s name and profile picture, with the subtitle Admin. 

 

 
 

- Under the Group’s name you can see whether it is a public or a 

private one.  

 

When it’s a public one (as in the photo above) then you can view 

its content whether you are a member or not.  

 

In case it is a private one, instead of its posts you are presented 

with its About section. Its posts appear only after you’re 

approved as a member. 
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Finding a Page or a Group: 

 

Just like you did while searching for a person, you once again have 

to type the Page or Group you are looking for inside the white 

rectangle on the top left and hit Enter (or click the magnifying 

glass). 

 
 

You will come up with a list of related results and you simply have 

to click on the right one. Keep in mind that you can make the 

system show you only a specific type of result (people, pages or 

groups) by clicking on the corresponding button on the top. 
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*You should follow the above process whenever you want to 

search for something in Facebook, whereas it is a person, a Page 

or a Group. 

 

Notifications: 

 

On the upper right of the screen, there is a bell icon which is the 

first thing that you check every time you log into your account. 

 

This happens because it contains notifications about pretty much 

anything that happens on Facebook and which may concern you.  

 

 
 

This may include notifications about: 

 

- Postings of your friends 

- Updates on the Pages and Groups you are a member of 

- Friend birthdays 

- Acceptance in a group 

- Friend recommendations (based on the common friends you have 

with the recommended person) 

- People commenting and/or liking your posts 
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When you click the icon, all these notifications appear in the form 

of a list, with the most recent ones on the top. 

 

Just like it happens with the 2 people icon, so is the bell icon 

highlighted whenever there is a new notification, and it also 

comes with a number in a red square that shows how many 

notifications are currently unchecked. 

 

 
 

*Keep in mind that the only types of notifications that are not 

included in the bell icon, are incoming friend requests and request 

responses (which, as already mentioned, are in the 2 people icon) 

and private messages (which are in the middle cloud/thunder icon 

and we’ll talk about them in the next unit). 

 

 

 

 

 

 

Activity 

With the help of your teacher, try to: 

1) Create a photo album in your profile 

2) Friend all your classmates 

3) Find and join a Page and a Group of your preference  
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Chatting and posting, Hard  

Duration: 90 minutes 

The 3 main activities of Facebook are scrolling, chatting and posting. In 

the previous level we focused on the first one and so now we’ll proceed 

to the other two. 

They are both the main ways of communicating and interacting with 

other users. If used properly, they can both keep you connected with 

your close people and give you the chance to find new ones. 

 

Chatting: 

Facebook gives you the ability to send and receive private messages 

with other users. Private means that only you and your interlocutor 

can view these messages. No other Facebook user has access to them. 

You can also have group discussions, where more than 2 people can 

exchange private messages. 

Finally, apart from text messages you can exchange photos and videos. 

 

Anything that has to do with private discussions is included in the cloud 

with a thunder inside symbol which can be found on the top right of 

your screen, right between the already mentioned 2 people and bell 

icons. 
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This icon is highlighted whenever you have new incoming private 

messages (just like a cell phone rings whenever there is an incoming 

SMS).  

Additionally, a white number inside a red rectangle appears and shows 

how many different users have sent you these new private messages 

(warning: it shows the number of users that have texted you, not the 

number of messages). 

 

 

Clicking on it will get you with a list of the most recent conversations 

you had, beginning from the latest one and moving down to the oldest, 

based on the date & time of each conversation’s last message.  

Each conversation is represented in the list by the aforementioned last 

message and the name and profile picture of the interlocutor. For 

group conversations, this translates to the names of the participants 

and a picture, which is a combination of the profile pictures of the 

interlocutors. 
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Clicking on any of these conversations, will open its full history in a 

window on the bottom right of the screen. This window is the dialog 

box and through it, you can make private conversations. 

 

 

If you click on another conversation, its respective dialog box will open 

next to the previous, therefore you can have multiple dialog boxes open 

at once. 
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The structure of a dialog box is the following: 

 

1. At the top, you can see the name and profile pic of your 

interlocutor. 
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2. Clicking on the X at the top right will close the dialog box. This 

does NOT delete the conversation. Every time you re-open the 

dialog box, the conversation will always be there. 

3. The messages of the conversation are of course presented in 

chronological order, with the most recent one being at the 

bottom. Scrolling up will get you to the previous messages. 

 

The messages that are in blue and at the right-side of the box 

are the ones that you have sent. 

 

On the contrary, those in gray and at the left side are messages 

sent by your interlocutor. 

 

4. Right below the last message, is a white rectangle which is for 

writing your messages. Click on it, type your message and when 

you’re done, click on the arrow at the bottom right in order to 

send it (alternatively, you can just press Enter).  

 
 

Keep in mind that your interlocutor can’t see what you’re typing 

while you create your message. 

Also, once a message is sent, you can’t change its content. 
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5. When you are not typing any message, the arrow icon transforms 

into a thumbs up . By clicking on it, your interlocutor instantly 

receives a message, which is not text, but a thumbs icon.  

 

This is a quick way to say things like “yes, ok, understood, done, 

got it” instead of typing. 

 

6. Right below the rectangle, is a series of icons. By clicking on the 

far left one, you can send a photo or a video that is stored in 

your computer (for navigating in your computer, check the Basic 

Functions module). 

 

After you select the photo you want to send, it will appear inside 

the white rectangle. This means that it is ready to be sent (but 

hasn’t been sent yet).  

 

 
 

Click the arrow at the bottom right or hit Enter in order to send it. 

Then, you will see it among the previous messages, at the right 

side of the dialogue box. 



   

  
 This project has been funded with support from 

the European Commission. This publication reflects the 

views only of the author, and the Commission cannot be 

held responsible for any use which may be made of the 

information contained therein. 

78 

 
 

7. The middle icon of the row that represents a smiley face is the 

list of the available emojis that you can use in your texts. 

 
 

While typing, when you reach a spot in which you want to insert 

an emoji, click on the icon and you will get a list of emojis, from 

which you can insert as many as you want just by clicking on 

your preferred ones.  
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After you’re done, click the smiley icon again in order for the list 

with the emojis to disappear,  

 

 

 

Proof of read 
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Messenger gives you the ability to know whether a message that 

you have sent has been read or not. 

 

In a conversation where the most recent message is yours, if 

there is nothing underneath the “cloud” of that message, then it 

means that it hasn’t been read yet. 

 

 
 

By the moment it is read, a tick sign appears right under the 

message, accompanied by the word “Seen” and the exact time by 

which your interlocutor saw the message. 

 
Deleting a message 
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In case you want for some reason to delete a message that you 

have sent, after you locate it inside the discussion, move the 

cursor on its left. 

You will then see that 3 dots next to a smiley face appear, and if 

you put the cursor on them, the word “More” will appear. 

 
 

Clicking on the dots will get you with 2 options; Remove and 

Reply. 

 
 

 You will come up with a window with 2 options.  
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- Choosing “Remove for Everyone” will delete the message (from 

the chat history) both for you and your interlocutor.  

 

Beware: The interlocutor will know that you deleted a certain 

message, because in its place will appear a white rectangle which 

mentions that you “unsent a message” … 

 
… and that rectangle also appears in your own dialogue box, in 
place of the deleted message. 
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- Choosing “Remove for You” will replace the message with the 

“You unsent a message” rectangle only in your own dialogue 

box. The interlocutor will keep seeing the message. 

You make your choice by clicking on the white circle at the left of 

your selection, and then pressing Remove at the bottom right. 

 

Reacting to a message 

Just like you can react to a post or a comment, in the same way you 

can react to a private conversation message, in order to show your 

interlocutor what feelings it brought you. 

Move the cursor to the right of the message you want to react to 

and, once again, the 3 dots and the smiley face will appear (only this 

time in reverse order). 
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Place the cursor on the face and the word “React” will appear. Click 

and you will come up with the possible reactions which are almost 

identical to those available for posts and comments: 

- You loved it 

- It made you laugh 

- It astounded you 

- It made you sad 

- It made you angry 

- You liked it 

- You disliked it 
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After you click on a reaction, a matching icon will appear at the 

bottom right of the message that received it.  

There will also be a number next to it that shows how many 

conversation participants reacted to this specific message.   

In one to one conversations, it can be up to 2.  

 

 

Checking availability for discussion 

Facebook also shows you which of your friends are logged into their 

accounts at any given moment. A friend that is connected, is called 

“available” for discussion. 

If you see a green dot at the bottom right of your interlocutor’s 

profile pic, it means that this person is right now available. 
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You can also check your friends’ availability, outside dialogue boxes. 

On the bottom right of your screen, you can see a rectangle with the 

word “Chat” in it next to a number in brackets. This number shows at 

any given point how many of your friends are available. 

 

Click on it and you will get a shortlist of your friends. Next to those 

that are available, there will be a green dot while for the unavailable 

ones, it says when it was the last time that they were available. 
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Beginning a new conversation 

In case you want to text a friend with whom you haven’t exchanged 

any private messages yet, you must click on the cloud-thunder 

symbol on the upper right, and then choose New Message. 

 

An empty dialogue box, titled “New Message” will appear. In the 

rectangle below the title, click on the right of “To:” and type the 

name of the person that you want to send a private message to. A 

As you type, a shortlist of possible matches will appear below in 

which you must click on the right person. 
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After that, the full name of the receiver will appear next to “To:” and 

inside a gray rectangle.  

At this point, just write your message, hit Enter …

 

… and the conversation begins. The dialogue box will automatically 

adopt the name and profile pic of the receiver. 
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Group discussions 

The dialogue box of a private conversation between more than 2 

people, has all the features that we discussed so far, having only 

some minor differences: 

 

1) Instead of one profile pic on the top left, there are now those of 2 

profile pics of 2 random members of the conversation. 

2) Instead of one name on the top, there is a glimpse of all the 

participants’ names. In order to check the full list, hover your 

mouse over. 
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3) On the left of each incoming message, you see the profile pic of 

the sender and above it you see the respective name. 

While this is also the case for 1 to 1 conversations, it is not that 

important in that case because the sender is always the same.  

Here, they play a bigger role since they help you distinguish who 

sent what. 

4) Next to the tick sign, you now see which members have seen the 

most recent message. In case everybody has seen it, it says “Seen 

by everyone”. 

 

Adding new members 

In order to add a new person into the group conversation, click the 

gear icon on the upper right of the dialogue box, and in the menu 

that shows up, choose “Add people”. 
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A rectangle will appear on the top of the message history. Click on it 

and type the name of the person you want to add. 

As before, a shortlist with possible matches will appear, where you  

have to click the correct person. 

   

After that, the full name of the person appears inside a gray rectangle 

as before.  

If you want, you can add even more persons. Just start typing the 

name of the second person you want to add, click its name on the 

shortlist, and then if you want to add more, you follow the same 

process each time. 
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Finally, when you have selected all the people that you want to add 

(make sure that all names are inside rectangles), click on “Done” at 

the right. 

 

 

Upon successful add of the persons, a confirming message will 

appear inside the message history. 
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Creating a group conversation 

In order to start a group conversation from scratch, you follow the 

exact same steps with the opening of an 1 to 1 conversation, but 

this time after you add one person … 
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… you proceed adding more, in the same way that you add 

members into an already existing group conversation. 

 

After you have inserted all the members you want (make sure their 

names are inside gray rectangles) write the first message that you 

want to send … 
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And click the bottom right arrow (or just hit Enter). Just like in the 1 

to 1 conversation, the dialogue box automatically adopts the names 

and profile pics of the new conversation participants. 

 

Posting on Facebook 

As we mentioned before, Facebook is a group of people that post 

contents. 

The content of a post can take a plethora of forms but, as we already 

said, the most common ones are text and photos. 

Before we proceed into the creation of a post, we must know that 

there are 3 main types of posts depending on their receiver: 

1) The first, and most common one, are the no receiver posts.  

 

These posts, don’t target a specific person or group of people and 

their content concerns pretty much everyone that will see them 

(hence your Facebook friends). 

 

These posts are recognizable from the fact that above their 

content, you see the name and profile pic of the creator with 

nothing else next to them. 
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If you create a post like this, it will appear on your profile and on the 

Homepages of your friends. 

In order to create such a post, you have to locate the “Create post” 

box that is whether above the list of your posts in your profile … 
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… or at the top of your Homepage. 

 

 

2) The second type are the friend receiver posts.  

 

Their content targets a Facebook friend in specific and after being 

published, they appear at both the sender’s and the receiver’s 

profile pages, and additionally on the Homepages of both 

persons’ Facebook friends. 

 

Due to the latter, you should keep in mind that such posts should 

consider things that you want to say to the receiver and don’t 

mind about them being public. 

If you want to say something that should remain private, you 

should send a private message instead of making such a post. 
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They are recognized by the fact that above their content, there is 

the name and profile pic of the creator (just like in the previous 

case) but this time there is an arrow next to them which points to 

the name of the receiver. 

 
 

In order to create such a post, you have to use the “Create post” 

box in the profile of the receiver. It is located exactly where the 

“Create post box” of your profile is also located. 
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3) Finally, there are the Page/Group receiver posts. 

 

Their content is targeted at a specific Group or Page and they 

appear on the post list of the Page or Group they are aimed at, 

as well as the Homepages of the sender’s friends (it does NOT 

appear on the sender’s profile). 

 

Just like in the previous case, there is an arrow right next to their 

creator, but this time it points to the title of the receiving Page or 

Group (instead of a single person). 

 

 
 

*The arrow and the Group’s or Page’s name next to it, appear 

only when you view the post from your Homepage. If viewed 

while you are inside the receiving Group or Page, they don’t 
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appear since it’s obvious that the post is targeted at the Page or 

Group you are currently viewing. 

 

 
 

** Once again, you should only make posts of this kind if you 

don’t mind the members of the receiving Page/Group viewing 

them. 

 

In case you want to say something private to the administrators 

of the Group or Page, you can send them a private message. 

 

You can have private discussion with Groups and Pages, just like 

you do with single persons, with the only difference being that 

the “profile pic” of your interlocutor is going to be the logo or 
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cover image of the Page or Group correspondingly, and the name 

is the title of that Page or Group. 

At the other end, there is going to be the administrator(s) of the 

Page or Group. 

 
 

In order to begin a private conversation with a Group or Page, 

click on the “Send Message” rectangle (with the cloud-thunder 

icon) at the top right. 
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How to create a post 

 

After you locate the “Create post” box that you need to use, 

according to the 3 aforementioned categories, click on the white 

rectangle inside it (that says “What’s on your mind”) and you will 

come up with the following window, containing the following 

elements: 
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1) By clicking on the white space at the top, you can type the text 

of your post.  

This text can whether stand alone, or accompany a photo or 

video (of course, you could also upload a photo or video 

without accompanying it with text). 

 
 

2) By clicking on the smiley face at the bottom right of the 

rectangle, you can add emojis in your text, in the exact same 

way that you add them during private conversations or 

commenting at posts. 
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3) Under the rectangle, you see a series of icons. Each of them, 

can give a different colorful background to the text that you 

are typing.  

Their use is of course optional and you should make sure that 

the background you chose is relevant to your text. 
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4) Clicking on the Photo/Video rectangle allows you to include in 

your post whether a photo (or multiple photos) or a video 

from your computer (the way to find them in your computer, 

is in Module 1).  

Keep in mind that if you include photos or video, you can’t 

have a colorful background for the accompanying text. 

 

Right below the text rectangle, you can see small icons of the 

photos that you have chosen so far. If you click on the square 

with the cross (at the right of them) you can upload more. 

 

Additionally, if you hover your mouse over a photo, its icon 

will get darker and an X will appear at its top right. Clicking on 

this X, will remove the photo from the list. 
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5) In case you want to include the name of a Facebook friend in 

your text, you have the choice of having this person notified 

by the time you upload the post. 

 

In order to do this, there are 2 ways: 

 

a) Click on the “Tag Friends” rectangle and a rectangle 

beginning with the word “With” will appear. Click on its 

white part and start typing the name of the person you 

want to include in your text. You will then see the name 

and profile pic of that person appearing right below.  
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Click on them and then the name of that person will 

appear inside a rectangle with an x on it right.  

Additionally, at the bottom left of your post’s text, will 

appear the word “With” followed by the name of that 

person, in blue letters. 

 

b) If you don’t want the “with (name of person)” subfix to 

appear below the text of your post, then do the following: 

 

As you type the text of your post, by the moment you reach 

at the point where you mention your Facebook friend, 

type @ (shift+2) and then start typing that person’s name. 

As you type it, the full name and profile pic of that person 

will appear right below. 
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Click on them and then the full name of that person will be 

auto-filled inside your text, it will be inside blue rectangles 

and the “@” sign at its beginning will be removed. 

 
 

*Both of these methods result in the so-called tagging where, as we 

already said, the person that is mentioned inside the text is notified 

about it. 

It is a highly recommended practice since it is an unwritten rule of 

Facebook that all users have the right to know when someone 

mentions them in his/her posts (especially in case they may don’t want 

to be mentioned). 
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6) The feeling/activity rectangle can put a heading on your post 

that describes how you’re feeling or what you’re doing 

(accompanied by a relevant icon) while writing your post. 

 

Click on it in order to get a list of possible headings … 

 
 

… and click on any of them in order to check its corresponding 

choices. 
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Your choice will then be added at the lower left of the text 

that you’re typing (after the post is uploaded, it will move 

above the text). 
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7) If you want to specify a location that is somehow related to 

your post, then click the Check in option and a rectangle 

beginning with the word “At” will appear.  

 

* Keep in mind that it is not always safe to publish your location 

for obvious reasons 

 

Click its white part and start typing the location you want to 

mention. While you do it, a list of possible matches will 

appear right below. Click the one that is correct … 

 
… and it will appear at the lower left of the text you are typing 

(when the post is published, it will move above the text). 

 

8) Before you publish your post, make sure that it will be viewed 

by the audience you prefer. 

This can be seen in the rectangle at the right side of “News 

Feed”.  
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Click on it and you will be presented with the possible choices 

(make sure to click “more” and then “see all” at the bottom of 

the list in order to view all its entries) … 

 
 

- Public: Viewable by everyone on the Internet, regardless of 

whether he/she is a Facebook user or a Facebook friend of yours. 

- Friends: Your Facebook friends, persons who may have been 

tagged and all Facebook friends of both groups. 

- Friends except: The same with the previous except you can 

exclude certain friends. 

- Only me: This is mostly used when you don’t want an old post to 

be visible by others anymore, but for some reason you want to 

keep seeing it yourself. 

- Specific friends 

- Custom: A fully customizable list of who sees and not sees it 

(recommended for advanced users).  
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Finally, click the blue rectangle that says “Post” at the bottom of the 

window, and your post is published! 
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Deleting a post 

In case you want to delete a post that you have published, locate it 

inside the post history of your profile, and click on the 3 dots at its top 

right. 

From the list that shows up, choose delete… 

 

…and in the window that will show up, click once again Delete. 
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Topic 3: Skype and Zoom 

Video chatting, hence the discussion through cameras instead of text 

exchange, is one of the greatest services that Internet can offer. 

It is the most direct way of online communication since you use your 

voice and image, in order to express yourself, just like in normal life. 

At the same time, you avoid misinterpretations which may occur during 

texting, due to the lack of verbal communication. 

There is a great number of software out there that offers such service, 

but the currently most popular ones are Skype and Zoom. 

They are both easy to use, and apart from video and audio exchange, 

they also offer other complementary functions that can upgrade your 

whole chatting experience. 

 

Set up a Skype and a Zoom account, Easy  

Duration: 45 minutes 

Activity 

- Open 3 separate chats with 3 of your classmates 

- Open a group chat with all of them 

- In all of these chats, try to send photos, messages with emojis, and to react to 

the interlocutor’s messages. 

- Make a no receiver, a friend receiver and a page/group receiver post. Try to 

include in all of them: text, tagging of friends, tagging of a location, a 

feeling/doing heading and photos  



   

  
 This project has been funded with support from 

the European Commission. This publication reflects the 

views only of the author, and the Commission cannot be 

held responsible for any use which may be made of the 

information contained therein. 

117 

Just like in Facebook, creating your personal account is the first step 

that you need to take in order to use Skype. 

Unlike Facebook, Skype is not a website and therefore you don’t access 

it from your Internet browser. 

Instead, it is a program in your computer (just like the browser you use 

in order to surf the Internet) and therefore you access it by clicking its 

icon on your desktop, just like you do with your browser. 

In order for this icon to appear, you must first download and install it 

into your computer.  

Your teacher will now guide you through this process.  

After you’re done, double click on its icon and you will come up with the 

following screen: 

 

Click on Let’s go and in the next scree, click Sign in or create 
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Skype belongs to Microsoft, and therefore in order to use it, you must 

create a Microsoft account, which also acts as your Skype account. Click 

on “Create one!” in order to do it. 

 

In the next screen, you can either enter your phone number or, by 

clicking “Use your email instead”, your email. In both cases, what you 

enter will become associated with your account. After you do it, click 

on Next. 
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In the next screen, you have to set a password for your account. If you 

want to see what you’re typing, click on the “Show password” box, 

otherwise it appears in the form of black dots. 

 

Afterwards, you have to put your first and last name. Of course, you 

could might as well use a nickname. In any case, keep in mind that you 

will be going by this name in the world of Skype. 
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Then, you will be asked about your country and birthdate. Click on each 

section in order to get a list of days, months and years respectively. 

Once again, you have the choice to not enter your real one. 
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In order for the system to verify that the email address you enter exists, 

it will send you an email there and ask you to enter the code that you 

will find inside it. 
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You will be presented with an image of distorted letters and numbers 

that you have to enter on the line below. This is called a captcha. 
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Finally, it is recommended to click Yes on the next window, in order for 

you to not have to enter your username and password every time you 

want to connect to Skype. 

 

The first time that you are going to connect to Skype, you will be asked 

to set a profile picture.  
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As you may have already guessed, it holds the same role as your profile 

picture on Facebook, hence it is the flag of your profile. 

 

Click on Upload Photo and choose a picture from your computer 

(Module 1). After it appears inside the circle, click Continue. 
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Afterwards you will have to test the microphone and speakers of your 

computer. 

If you speak into your microphone and see blue dots going right and 

left along a line of gray dots, then it means that your mic is working 

properly. 

Click on Test audio and if you listen to a music, then your speakers 

function normally too. 

Your teacher will guide you on what to do in case one of the two 

doesn’t work. 

After you’re done with both, click Continue. 
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Next, you will have to confirm that your camera is also properly 

working. If you can see yourself in the upper square, then the answer is 

yes. 

In the meantime, you can put some background effects by choosing any 

of the tiles below. 
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These effects change your background and leave only yourself 

unaffected. 
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Finally, you will be notified by Skype that it will help you to find friends 

in it, through the mutual contacts that you have. 

 

Click OK and your Skype account is ready!  
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Creating a Zoom account 

Zoom is another very popular video conference software, which has its 

own pros and cons compared with Skype. 

The choice between them two is a matter of the priorities that each 

user has. 

In order to create an account in it, the process is very similar to that of 

Skype… 

After you install it in your computer with the assistance of your 

teacher, you will come up with the following screen: 

 

Click on Sign in and in the next window, click on Sign Up Free at the 

bottom right. 
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Your Internet browser will open automatically and you will be 

presented with a form, in which you have to enter your birthdate. Click 

on each section and select your choice from the drop-down list and 

click Continue. 

Remember once again that you are not obliged to put your real data. 

 

On the next screen, type your email address and in the rectangle right 

below, type the distorted numbers and letters that you see (once again, 

a captcha code). Finally, click on Sign Up.  
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Click Confirm on the window that pops up … 

 

… and then you will see the following message. 

 

Open the email that you have received and click on the Activate Account 

button inside it. 
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A new tab will show up, where you have to answer whether you’re 

signing up in behalf of a school and then click Continue. 

 

Next, you must put your first and last name (once again, they don’t 

have to be your real ones) and set a password for your account (which 

you have to re-enter in the lowest rectangle). 

Make also sure that it fulfills the 4 requirements mentioned. If all of 

them turn green, then your password is valid. Click Continue in order to 

proceed. 

 

In the next step you can optionally enter the emails of your friends in 

order to invite them to use Zoom. 

If you don’t want to do it, click on Skip this step. 
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Finally, you will come up with the following screen, which means that 

your account is ready. 

 

 

 

Navigating through Skype, Medium 

Duration: 60 minutes 

Now that you have created your account, every time that you click on 

the Skype icon on your desktop, you will be coming up with the 

following window, where you can see the last Skype account that you 

used. Click on it in order to login without the need of entering your 

username and password. 

In case you want to log in with a different account, click the “add 

another account” button (and then you’ll have to enter the new 

account’s username and password). 

Activity 

With the help of your teacher, do a test meeting in order to check your video and 

microphone quality, like you did in Skype.  
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After you log in, you will come up with the following screen that appears 

when an account is new. On the left column entitled recent chats, you 

will see the phrase “Start chatting on Skype”, which means that you 

have done no chats yet. 

Contacts in Skype are like friends in Facebook. 
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Adding contacts 

In order to add a new contact, you will need the Skype name of the 

person you want to add or alternatively the email with which that 

person’s account is connected.  

On the top left you can see a rectangle with the phrase “people, groups 

& messages”. 

  

Click on it and it will be transformed into a blue rectangle with the 

phrase “Search Skype”. 
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Type the name/email of the contact you want to add and you will see it 

appearing below. 

 

Right-click on that person and then choose Add Contact in the options 

that show up. 
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Afterwards, click the X on the right side of the blue rectangle at the top 

left and the column will become as before. Click on the contacts icon 

above it … 

 

 

… and you will come up with a list of your contacts. 

*Echo/Sound Test Service exists among your contacts by default. It’s not 

a person, but a function through which you can check the functionality of 

your camera and microphone.  
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Chatting in Skype 

In order to begin a new chat in Skype, click on the “Chats” text cloud 

icon on the top left. Then, on the lower right, click on the New Chat 

button and in the options that show up, click New Chat. 

 

You will come up with a list of all your contacts. Click on the one 

contact you want to begin a chat with. 

If your list is too long and you have trouble finding it, you can type it in 

the Search rectangle at the top in order for it to appear. 
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Chatting in Skype 

The right half of the screen will become the dialogue box where you can 

chat with the contact you chose. 

Just like in Facebook, the dialogue box of Skype contains a number of 

useful elements: 

 

1) On the top left you can see the name of your interlocutor. 

*If the chat is new, as in the above example, you can also see 

his/her profile pic below, but it will go away after some messages 

are exchanged. 

 

2) On the bottom, there is the rectangle which you click in order to 

write your message. After you’re done, click on the arrow icon on 

the right (just like in Facebook). 

 
 

Above it, you can see the history of the messages that you have 

exchanged, with the recent ones at the bottom and the older 

ones at the top. 
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Once again, the messages that you send are on the right whereas 

your interlocutor’s are on the left. 

 
 

3) Skype has also a wide variety of emojis that you can add into your 

text, by clicking on the smiley face on the left of the Type a 

message bubble. Click on your preferred ones and then hit Escape 

in order to close their window. 
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4) On the right of the bubble there is a photo icon. Clicking on it, will 

allow you to send a photo from your computer to your 

interlocutor. 

After you select your photo (see Module 1 on how to do it) then it 

will appear above the bubble.  

At this point, your photo hasn’t been sent yet, and if you want, 

you can type a text in order to accompany it. 

You can also click on the rectangle with the cross at the right of 

the photo in order to add more. Click on the arrow at the lower 

right when you’re done … 

 
… in order for the photo to be sent and appear inside the message 

history. 
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Notice also that after you start trading messages with a contact, a 

line dedicated to your conversation appears on the left.  

This line includes the name and profile pic of the interlocutor 

along with a glimpse of the discussion’s last message. 

 

From there on, you don’t need to follow the “new chat” process 

every time you want to talk to that person. 

Just click on the line dedicated to your discussion and the 

corresponding dialogue box will appear at the right half of the 

screen. 

 

Keep also in mind that if you see a green dot at the bottom right 

of this person’s profile pic, then it means that right now he/she 

logged into Skype and therefore he/she is available for chatting. 
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Video chatting 

 

5) The perhaps most famous function of Skype is video chatting 

where instead of text, you communicate with your interlocutor 

through your cameras and microphones. 

 

The two buttons on the upper right serve this purpose: 

 

- Click on the one with the square-triangle symbol  in order to 

begin a video chat where you and your interlocutor can both see 

and hear each other. 

- Click on the one with the telephone handset in order to begin 

a voice chat, in which you and your interlocutor can hear but not 

see each other (just like talking on the phone). 

 

Calling another person: 

If you are the one that begins a call, after you click on one of the 2 

aforementioned buttons, you will come up with the following 

window: 
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- At the top left you can see the name of the person that you are 

calling (followed by the word “ringing”) 

- The image that comes from your camera covers the whole 

window at this point. 

- If the person that you’re calling is not answering, you can click on 

the red circle with the handset in order to stop calling him/her 

(just like when you put down a real handset after someone hasn’t 
answered) 

 

After the person answers your call, the window becomes like this: 
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- At the top left, you once again see the name of the interlocutor 

- Right below it is a timer that counts the duration of the call  

- The image from your camera is now at a small window at the top 

right, while the camera of the interlocutor covers all the rest of 

the window. 

- On the bottom, you see 3 buttons which are very important to 

keep in mind during any call: 

 

1) The left one that shows a microphone is for turning your 

microphone on and off by clicking on it. If it is white (as in the 

above example) it means that your interlocutor can hear you. 

 

If it is black and with a slash on it, then you are muted and 

therefore the other side can’t hear you.  

 
 

2) The middle one containing a square/triangle symbol is for 

turning your camera on and off by clicking it. Once again, if it is 

white, then it means that your interlocutor can see you. 

 

If it is black and with a slash on it, then you can’t be seen. In 

this case, you will notice that the small window at the top 

right turns into a circle containing your profile pic. 
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The reverse happens in case your interlocutor turns off 

his/her camera. 

 

While you can see your camera’s image at the top right, the 

rest of the window (that normally contains the camera image 

of the other person) turns black and shows the profile pic of 

the interlocutor inside a circle in the middle. 

In case that person hasn’t set a profile pic, then the circle 

contains his/her initials (as in the example). 
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3) The right one that is a red and with a handset, is for 

terminating the call at whichever point. 

 

Being called by another person: 

 

In case someone gives you a call while you are on Skype, the 

following black bar will appear at the top of your screen: 

 

 

 

 

- On its left you can see the name of the caller 

- By clicking on the green circle with the square/triangle icon, 

 the call is answered and the caller will be able to both see 

and hear you (hence you begin a video chat). 

- By clicking on the green circle with the handset icon, the call is 

answered but the caller will only be able to hear you, not see 

you (you begin a voice chat).  

- By clicking on the red circle with the handset, you reject the call. 

 
 

 

Using Zoom, Hard 

Duration: 30 minutes 

Activity 

With the help of your teacher … 

1) Add your classmates as contacts in your Skype 

2) Split into pairs and make one to one calls 

3) Split into groups of 3 and make group calls. Your teacher will demonstrate 

you the differences with one to one calls.  
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When you double click on the Zoom icon on your desktop, you come up 

with the following window … 

 

… where your choice depends on whether you are going to launch a call 

(which in the language of Zoom is referred to as “meeting”) or join one 

initiated by another person. 

 

Launching a meeting: 

Click Sign in, enter the username and password of your Zoom account 

in the next window and click once again Sign in. 

 

On the next screen, under the orange square, click the arrow next to 

the “New Meeting” phrase and from the options that appear, hover 

your mouse over the 10 digit code at the bottom.  
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Then, from the new options that appear on the right, click on Copy 

Invitation. 

 

Open a dialogue box on either Facebook’s Messenger or Skype with the 

person that you want to have a chat with in Zoom… 

 

 … right click on the “type a message bubble”, click on the Paste option 

from the ones that appear … 
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After you send the message, click on the “Join our Cloud HD Video 

Meeting” cloud that appears right below the message that you sent 

(instruct your interlocutor to also click it). 

* In case you want to invite more than one person, you follow the same 

process for each one of them. 

  

A new tab will automatically open in your Internet browser, with a 

message inside a black rectangle on the top. Click Open Zoom Meetings. 
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In the window that shows up choose Join with computer audio … 

 

After that, a video chat window will open, which has very similar 

elements to that of Skype: 

 

1) At the top you can see the image of your camera. In case there 

are more participants, their camera images can be seen in this 

area too (apart from the person that is talking at each given 

moment). 

2) Below, in the big area, you can see the camera image of your 

interlocutor. If we have more than 2 participants, this area is 
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covered by the camera image of the person that is talking at each 

given moment. 

3) On the bottom left there is the microphone button for turning 

your mic on and off by clicking on it. 

4) Right next to it there is the camera button, which has the same 

function, but for your camera. 

5) By clicking on the Participants button, the list of the discussion’s 

participants appears/disappears at the right of the screen. 

In this list, there are the persons that accepted your invitation to 

the meeting by clicking on the aforementioned “Join our Cloud 

HD Video Meeting” button. 

6) The End button. By clicking on it, you can choose whether you 

want to leave the meeting (and keep it for the others) or 

terminate it for everybody.  

 
 

Being invited in a meeting: 

 

In case someone sends you on Facebook or Skype an invitation to 

a Zoom meeting, you just click on the “Join our Cloud HD Video 

Meeting” button that appears right below their invitation. 

 

An alternative way to join another’s meeting is to click the Join a 

Meeting button on the first window that shows up when you 

double click the Zoom icon on your desktop … 
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… locate the “Meeting ID” section in the invitation that was sent 

to you … 

 
 

..and insert it into the corresponding section on the window that 

shows up after you click the aforementioned Join a Meeting 

button. 

 

 
Make sure that you also define the name by which you want to 

go during the meeting. 
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Click Join, and then locate the Passcode section in the invitation 

that you were sent … 

 
 

… and enter it in the window that appears after you click Join. 

 
Finally, click Join Meeting in order for the meeting’s video chat 

window to appear. 
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Bonus Topic: Google Calendar 

Google Calendar is one of the most popular Google products with more 

and more Internet users (even professional ones) choosing it for 

organizing their daily tasks.  

Besides tasks, it is also a great way to write down group events and 

invite their participants by email. 

In all the above cases, you also get an email notification about the 

task/event that you have noted inside the calendar, ensuring in this way 

that you won’t miss it. 

 

In order to access it, go to www.google.com and make sure that you are 

signed in. 

If not, go to the “Writing, sending and replying to an email” section in 

order to remember how to sign into your google account. 

While signed in, click on the gray tiles at the top right and from the 

options that appear, click on Calendar. 

Activity 

- Organize a meeting in Zoom in which you will invite 2 persons; 1 by Skype 

and 1 by Facebook 

- Ask from another person to invite you in a Zoom meeting, and enter it by 

using the ID and passcode of the invitation  

 

http://www.google.com/
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You will come up with the following screen, where you can spot these 

elements: 

 

- In the biggest of the screen you can see a calendar in the form of 

a table.  

 

In its top horizontal row you can see the days of the week that 

you are currently in. 

The current day, is noted with a blue circle. 

 

In its far left vertical column, there is one hour of the day for 

each row. 

 

Combining the above, you get cells that each one represents a 1 

hour timeslot of each day.  

A red line is inside the cell that corresponds to the current day & 

time of day.  

In the above example, we view the calendar on the 30
th

 of 
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September, at about 12:00 pm. 

 

 

- On the top, you can see the month of the current week.  

In case a week spans 2 months, hence it is in their turning, you 

see both months as in the above example. 

 

On the left, there are 2 arrows with which you can navigate 

through weeks. Click on the right in order to make the calendar 

present the next week, or the left for the previous. 

 

- On the top left you can see a more concentrated version of the 

central calendar, where the whole current month is presented 

(unlike the central one that shows only the current week). 

 

On the top right of it, there are 2 arrows with which you can 

move through months (right arrow for the next month and left 

for the previous). 

 

After you click on a certain date in the small calendar, the week 

that includes it will appear in the central one. 

  

 

 

Adding an entry into your Google Calendar: 
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1) Find the cell (aka date and time) of the central calendar in which 

your entry will take place.  

 

You can do it by using the arrows of either the central or the small 

calendar. 

 

Let’s say that it’s on the 5
th

 of November 2020, beginning at 17:00 

(noted in red) … 

 
 

2) Click on that cell and in the window that will show up, you have to 

put … 

 
A) The name of the entry 

B) Its starting and finishing time 

C) In case it’s a thing that doesn’t have a specific time, you can 

mark it as “All day”, and in that case, the aforementioned 
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starting and ending times will disappear and in their place will 

appear just the date. 

 
 

Also, in the case of such an event, you can put it in whichever 

cell of its date you want. 

Finally, if it’s a multi-day event, you can set its starting and 

ending date just like you do with the starting and ending time 

of a non all day event. 

 

The event will then automatically be set to span multiple days 

in your central calendar. 

 
D) In case it’s a repeating event, you can set its frequency and the 

corresponding occurrences, will automatically be filled in your 

central calendar. 
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E) If there are persons that will participate in this entry, and you 

know their emails, you can add them in the Guests section in 

order for them to receive a notifying email (aka invitation). 
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Scroll down and you will notice further options … 

 
 

F) You can optionally add a description of the entry. 

G) Finally, you can add a reminder for the entry. It has the form 

of an email and you can choose at what time before the entry 

you want to receive it. 

 
 

3) Click save and the entry is now visible in the corresponding cell 

of your central calendar. 
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Conclusion 

Internet is synonymous to communication and collaboration. 

Nowadays, people are more connected than ever thanks to the world 

wide web, which reduces the communication time to the minimum, 

and makes collaboration a lot easier than previously. 

Having knowledge of the basic tools for fulfilling the above, can benefit 

you greatly and integrate you into the world of Internet 

communication faster than you would have thought. 

Nowadays, these tools are designed to be as simple as possible, 

opening in this way the door to anyone who is eager to conquer them, 

regardless of age or previous experience on the subject. 

We do hope that this Module made you feel like this and that now, 

with your newly acquired knowledge, you will be able to stay in touch 

with your loved ones on a daily basis, maximizing in this way your (All 4) 

Inclusion into the digital world! 

 

Stay connected! 

Activity 

Create a 3 hour, a one day and a multi-day event and invite your classmates to 

each of them.  
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