
 

 

 



 

 



 

 

TABLE OF CONTENTS 

1. WHAT IS SOCIAL MEDIA 5 

1.1 What is email 5 

Creating an email account in Gmail 6 

Email interface 8 

Sending an email 13 

1.2 Introduction to Facebook   19 

Creating a Facebook account 19 

Facebook profile 20 

Friending on Facebook 23 

Sending a message on Facebook12 24 

Video Calling 27 

Creating post 27 

Creating pages and groups 30 

Events 31 

1.3 Introduction to Skype 33 

Creating an account 33 

Skype Interface 35 

Update your profile 35 

Adding contacts on Skype 37 

Sending messages on Skype 38 

Making voice and video calls 39 

1.4 Introduction to Viber 40 

Creating an account 40 



 

 

Adding contact to Viber 42 

Sending messages on Viber 43 

Message screen components 45 

Making voice and video calls on Viber 47 

2. ONLINE CITIZENSHIP 48 

2.1 Basic terminology – introduction to online citizenship 48 

2.2 Inappropriate online behaviour and how to deal with it 49 

How to deal with inappropriate online behaviour 50 

2.3 Sharing information - what not to post online 51 

2.4 Social media security 53 

References 56 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

1. WHAT IS SOCIAL MEDIA 

Social media is a term for a variety of internet applications that allow users to create content and 

interact with each other. It is part of the World Wide Web and comes in many forms, including blogs, 

forums, business networks, photo-sharing platforms, social gaming, chat apps, and last but not least 

social networks. 

 

Social media is a computer-based technology that facilitates the sharing of ideas and information and 

the building of virtual networks and communities1. This is a tool that people use to connect with 

friends and family. Users can post and share photos and videos, create their own blog, play games with 

others from another site of the world, send messages and etc. It is also very important for the 

businesses in order to for them to reach out to new customers and partners. 

 

Social media is used to keep in touch with friends and extended family, a network for career 

opportunities, find people from all over the globe who share a common interest, share content and 

more. Those who engage in these activities are part of a virtual social network. "For businesses, social 

media is a tool for finding and engaging with customers, sales, advertising and promotion, gauging 

trends and offering customer service." 

 

Social Media Examples 

1. Facebook  
2. YouTube  
3. WhatsApp  

4. Facebook Messenger 
5. Instagram 
6. Twitter 

7. Skype  
8. Viber

In order to use social media people need to make their own profile. 

A profile is necessary to represent an individual in social media. Social profiles can reveal information 

about the person, like profile photo, biographical data, recent activity, interests, photos, feed of recent 

posts and etc. 

1.1 What is email 

Electronic mail, called in short email is a service, which allows us to send a digital message over the 

Internet. It is possible to send different files, pictures, documents, short movies, programs and many 
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others. Basically, this is an efficient, fast and inexpensive way/mean of distributing information among 

people.  

 

Each email user has an email address. This is a unique name for his/her email account, which will be used 

to send and receive messages. Also, having an email account allows you to sign up for different websites 

and applications, online banking and etc. 

 

An email address has 3 parts: a custom username at the beginning followed by an @ sign and at the end 

the domain name (what is domain name). It also may include numbers, capital and small letters. For 

example: name@gmail.com 

 

Creating an email account in Gmail 

There are many free email providers you can choose from. Gmail is a web-based email account provider 

owned by Google. It is simple, modern, user-friendly and one of the most popular email accounts. This is 

why we chose this email provider for demonstration purposes. 

In order to open Gmail you need a computer with Internet access and a web browser installed on your 

computer. 

Creating an account in Gmail from a computer 

STEP 1: Open your browser installed on your computer and type on the address bar gmail.com 

STEP 2: Click on “Create new account” 

 

Figure 1: Creating an account 

https://www.websitebuilderexpert.com/building-websites/what-is-a-domain-name-beginners-guide/
mailto:name@gmail.com
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STEP 3: Enter your own name (first name and last name – using a nickname is also an option, but if 

you use this email to represent yourself as a public person it would be better for you to use your real 

name). Then enter a username which will appear to everyone who receives an email from you and will be 

used as your email address (this username can include letters, numbers and periods). Enter your password 

(you need to enter the password 2 times) – as shown in the picture. Click NEXT 

For more information about password, see module “Safety”, 3.3 Setting up a strong password, p. 19  

 

Figure 2: Fill in the signup form 

STEP 4: Now enter your phone number (this is optional but this can improve the security), another 

email address (this is also optional), date of birth (you don’t have to enter your real date of birth) and 

gender (as shown on the picture). Click NEXT 

 

Figure 3: Insert additional information 
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STEP 5: A Privacy and Terms window will appear. First, read the terms and conditions before 

scrolling down with the mouse to the end of the field and tick the two boxes. 

STEP 6: Click CREATE ACCOUNT 

 

Email interface 

The interface includes several folders such as the inbox, sent mail and trash folders as well as different 

panels including message and compose email panels. Each email provider has different email interface, but 

the functions are mainly the same. Here we will talk about the Gmail components and how to work with 

them. 

Gmail window components 

 

Figure 4: Gmail window components 

A search box can be used to find an email. Type the email address of the person sending you the email and 

Gmail will show you all emails from that person. 

 

Figure 5: Search Box 

Gmail drop-down menu allows you to navigate your mail, contacts and task list. 

 

Figure 6: Gmail drop down menu 
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Action buttons are located above the inbox.  

 

Figure 7: Action buttons 

 The button “Select” allows you easily to select all or none of the messages or to select all read 

or unread messages. You can click the arrow of the "Select" button to access all options for 

selecting your messages.4 In order to select all messages, click the empty checkbox of the same button. 

When a check in mark appears on the “Select” button all messages are selected. To de-select all messages 

you need to click on the check box of the “Select” button. Selecting an email indicates that you want to 

take further actions only for this selected email. 

 The “Archive” button allows you to move messages from your inbox to the "Archive" folder for 

later reference. For more information about the archive folder, click here. 

The “Report spam” button allows you to report to Google a received message as spam. To report 

a message as spam select the check box next to the received message in your inbox, then click 

the button “Report spam”. For more information about spam and spam folder click here. 

 

Figure 8: Report a message as spam (Source: https://www.howtogeek.com/school/gmail-guide/lesson1/) 

 

To remove the spam mark of a message, click the “Spam” label showed in the list of labels on the left. 

Select the message and click the “Not spam” button on the toolbar (as shown on the picture). 

The “Delete” button allows you to delete messages. All deleted messages are moved to the 

https://www.androidcentral.com/difference-between-archiving-and-deleting-gmail
https://www.thundertix.com/gmail-spam-folder-location-a-how-to-guide/
https://www.howtogeek.com/school/gmail-guide/lesson1/
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"Trash" folder. If a message has been deleted from the "Trash" folder it cannot be recovered. To delete all 

messages in the "Trash" folder, click the button "Empty Trash now" which is on the top of the list.  If you 

want to undelete a message, drag it to the "Inbox" folder or another label.    

The “Move to” button allows you to move one or more messages out of the “Inbox” into that label, like a 

folder. To move a message, click on the check box of the message, then click “Move to” button and select 

a label from the “Move to” menu. (see the picture below) 

 

Figure 9: “Move to” button 

The button “Label” allows you to organize all messages into categories and you can add more than one 

label to a message.4To add a label click on the check box of the message, then click on the “Labels” button 

and select a label from the list. The labels you put on a message can be seen only by you.  

 

Figure 10: Organizing messages into categories 

Once you add a label for one or more messages, this label can be seen at the beginning of the message in 

the message box and a dialog box will appear on top of the Gmail screen informing you that a label has 

been added. Example:  

 

Figure 11: Notification about adding a label to a message 

In case you have not selected or opened any message the available action buttons will be “Select”, 

“Refresh” and “More” (see the picture below) 
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Figure 12: "Select", "Refresh" and "More" buttons 

 

The “Refresh” button allows you to check for new emails.  

If you haven’t selected any messages the “More” button allows you to mark all messages 

as read.  

“Settings” button helps you change your email settings. 

 

Action buttons allow you to label and mark messages as spam. The “Archive”, “Report”, “Spam” buttons 

will be available when you select or open a message. If no message is selected, the available options are 

“Select” and “Refresh”.3 

On the left side of the Gmail window there is a left menu panel, which includes: 

Inbox – this is where you will view and manage all received emails. The name of the sender, the subject of 

the message and the date received will be shown there.   

Sent email- this is where all emails that you sent to others are saved. 

Draft folder – Draft is an email that has been composed, but hasn't been sent. All emails which have not 

been sent will be saved in the Draft folder. 

Bin/Trash - All deleted messages are moved to “Bin”/ ”Trash” folder. If a message has been deleted from 

the “Bin”/ ”Trash” folder it cannot be recovered. 

*Every additional label you have created will show up below the "Draft" folder. For example, see the 

picture: 
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Figure 13: Gmail menu panel - additional label displayed below the "Draft" folder 

 

How to create a new label? 

Labels help you to keep your inbox organized.  

STEP 1: To create a new label click “More” positioned on the left side of the Gmail screen.  

 

Figure 14: Click on "More" 

STEP 2: Click the link “Create new label”  

 

Figure 15 Link "Create new label" 
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STEP 3: A dialog box will open. Enter the name of the label in the first box, named “Please enter a 

new label name” and then click on “Create” button. 

All emails will appear on the message panel. If you have a new or unread email you can open it by clicking 

on it. The unread emails will be shown in bold colour, as shown in the picture below. 

Before you open the email you can see the name of the sender, the email subject, the first words of the 

email and the date when you received the email.  When you click on an email you want to read it will open 

in the same window. 

 

Figure 16: Unread emails 

Sending an email 

To send an email you need to: 

STEP 1: Click the “Compose” button on the left menu panel   

 

Figure 17 "Compose" button 

STEP 2: When clicking the “Compose” button a message panel will appear in the lower-right corner 

of the page. 5 
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Figure 18 Message panel 

STEP 3: Now, you need to add the email address in the first field "To". If you want to send the same 
email to more than one recipient, again type all email addresses in the “To” field separating them by 
commas. CC and BCC are fields that can also be used for sending copies of an email to additional people. 
These two options are explained in the chapter “How to reply to an email”. 

 

 

Figure 19: Subject field 

STEP 4: Click on the “Subject” field and type the email’s subject. It is important to keep it short and 

at the same time showing the recipient what is the message about. 

 

STEP 5: Write your message in the text field like you are writing a letter and click on the "SEND" 

button to send the message. 

 

Figure 20: Text field 
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Add an attachment to a message 7 

When you write an email you can send some file (a document, picture, short video) along with your email. 

Here, you will learn how to attach a file to your message.  

STEP 1: Click the paperclip icon at the bottom of the message box.7 

 

Figure 21: Paperclip icon 

STEP 2: A dialog box will appear in order to upload a file to the message.  Choose the file you want 

to send from your computer folder and then click “Open”.  

 

Figure 22: Uploading a file 

STEP 3: The attached file will appear on the bottom of the message box. 

 

Figure 23: Attached file 

STEP 4: To send the email along with the attachment, click the “SEND” button.  

 

Text formatting7 

When you write an email you can choose among various formatting options.  
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STEP 1: Click the “Formatting options” button on the bottom of the message box and various types 

of formatting will appear.   

 

Figure 24: "Formatting options" button 

STEP 2: To change the format of the text first you need to mark the entire text or the part of the 

text you will change. 

 

Here are the options that the panel provides: 

By clicking on this button you can change the font style. Google allows you to choose from 

several font styles. If you want to change the font style of the text, mark the text, then click on the  button 

and choose one style.  

 The “Font size” button allows you to change the size of the text. 

Other options for formatting: 

 The “Alignment” button allows you to change the alignment of the text message.  

 

 The “Numbered list” button allows you to organize text into a list, using numbers.  

 

 The “Bulleted List” button allows you organize text into a list, using bullets.  

When you finish with the text formatting, click the “SEND” button to send the message.  

 

How to reply to an email 
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We have already said that when you receive an email it will go directly to your inbox. When you want to 

reply to a message first you need to open this message by clicking on it. Now you can take other actions to 

reply to it: 

STEP 1: From the message box, click the "Reply" button at the top right corner of the message or 

the button “Reply” at the bottom of the message box. 

 

Figure 25: Reply button 

STEP 2: When you click on the “Reply” button another message panel will open below the opened 

email. The email address of the recipient will automatically appear in the field “To”. This way you won’t 

need to type the email address of the person.  

 

Figure 26: Display of the recipient's email address in the field "To" 

STEP 3: If you want to send a copy of this replying email to other people, click on the first "Cc" 

button on the right side of the "To" field. 

 

Figure 27: Sending a copy of the email to other recipients 
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STEP 4: You can send a copy to as many recipients as you want when typing all recipients' email 

addresses in this field, separating them with a comma. By clicking on "Cc" button all recipients will be able 

to see to whom this email has been sent. 

 

Figure 28: Copying an email to other recipients using the “Cc” and “Bcc” buttons 

STEP 5: In case you want to send a hidden copy of the email you are sending to one or more 

recipients, click on the “Bcc” button, which is next to the “Cc” button.  

STEP 6: Write your text message to the message box and then click the “SEND” button.  

 

Forwarding an email  

Forward email option allows you to send an email you received to someone who didn’t receive the email 

but he/she is supposed to receive it. Forwarding an email works the same as replying to an email – the 

original text of the message will appear as a quote. 

STEP 1: When you open the message from the message box, click the "Forward" button at the top 

of the message. 

 

Figure 29: "Forward" button 

STEP 2: Write the email address of the recipient in the “To” field. 

STEP 3: Type your message in the message box and click the “SEND” button. 

Note: For more information how to use Gmail click on the video. 

 

https://www.youtube.com/watch?v=_E9PtSOGZwI
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1.2 Introduction to Facebook   

FACEBOOK is an online social media and social networking service, which may be accessed by a large range 

of laptops, tablets, computers, and smartphones over the Internet and mobile networks. It is a popular 

free website that allows registered users to create profiles, upload photos and videos, send messages and 

keep in touch with friends, family and colleagues. The site, which is available in 37 different languages, 

includes public features such as: groups, events, pages, etc. 

Features on Facebook: 

News Feed is constantly updating a list of stories which appear on your home page. It includes photos, 

videos, status updates, links, posts of your friends, basically people's activity on Facebook, Pages and 

groups that you follow on Facebook.   

An event is a virtual invitation for a social gathering or upcoming events online. They can be open to 

anyone or made private, where only the people you invite see the event. 

 

Creating a Facebook account 

 STEP 1: Open your browser installed on your computer and type  www.facebook.com/r.php 

 STEP 2: Enter your own name, (you can use also some nickname, but remember if you want to 

represent yourself as a public person, it is better to use your real/professional name), email or mobile 

phone number, password, date of birth and gender (as shown in the picture). 

 

Figure 30: Creating an account 

 STEP 3: Click Create Account 

https://www.facebook.com/r.php
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 STEP 4: After clicking on “Create Account” a dialog box will appear, informing you that you need 

to confirm the account. Facebook will send a message to the email address you provided with a link asking 

you to confirm your email address. Click on the link to see how you can confirm the account. 

 

Figure 31: Confirming the account 

STEP 5: When you confirm your email address from your email another Facebook will sign you in 

and the following message box will appear:  

STEP 6: Click “Okay” 

 

Figure 32: Message box "Account Confirmed" 

 

Facebook profile 

Now, when you sign in to Facebook you need to fill out your own Facebook profile before you start 

connecting with your friends and family. This is explained in detail below. 

Click on the box showing your name on the top-left side of the Facebook page.  

 

Figure 33: Filling out your Facebook profile 

 

Facebook will open your personal profile, called Timeline. The Timeline shows the story of your activity on 

Facebook, like photos and videos which you upload, posts you write etc. It has three areas – a large 

horizontal cover photo on the top and two vertical columns below. The column of the left shows personal 

https://www.facebook.com/help/223900927622502?helpref=faq_content
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information about you, and the second column on the right shows chronologically your activity on 

Facebook.8 

In order to make your profile more recognizable you can follow the steps below: 

 

Figure 34: Making your profile more recognizable 

 

Uploading a cover photo on Facebook Timeline 

A cover photo is the larger photo at the top of your profile, above your profile picture. Like your profile 

picture, cover photos are public, which means anyone visiting your profile will be able to see them. 

STEP 1: Click on “Add cover photo” on the left-top corner of the Facebook Profile, and choose 

Upload photo from the drop-down menu.  

 

Figure 35: "Add cover photo" button 

STEP 2: A dialog window will appear, and you need to choose a picture from your computer. 

  STEP 3: You can reposition the picture as you like by dragging it with the mouse. 

STEP 4: Click “Save Changes” button on the right bottom corner of the cover photo panel. 

 

https://www.facebook.com/help/203805466323736?helpref=faq_content
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Uploading a profile picture10 

A profile picture is a picture that all your connections in Facebook will see. It is good if your profile picture 

is an actual photo of you. The profile picture is right below the Cover Photo, in a small square on the left 

bottom corner of the cover photo panel (as shown on the picture above).  

 STEP 1: Click on Add Photo. 

 STEP 2: A dialog box will appear, click on the “Upload photo” and choose the picture you want to 

upload from your computer.  

 STEP 3: When choosing your picture, another dialog window will pop, showing you how your 

photo would look like and asking you to make any changes. 

 STEP 4: Click “ Save” button when you are done. 

 

Adding personal information 

Facebook allows you to add personal information about you. For example, you can add information about 

your birthday, contact information, address, education, work, places you have lived, family and 

relationships, more details about you, hobby, favorite movies, books, sports and etc. Please, be careful 

what kind of information you put on social media.  

STEP 1: Click on the “About” button right below the “Cover photo”.  

 

Figure 36: "About" button 

  STEP 2: Choose the section you would like to change in the left menu and click on it. 

  STEP 3: When choosing the section, a new panel opens on the left. Click on the field you would like 

to add information to and add it.  

  STEP 4: When you finish, from the audience selector you may choose who can see this information 

– public, friends or only you. 
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  STEP 5: Click “Save Changes”. 

Next to the “About” button you have other options: Friends, More, Photos 

 

Figure 37: Friends, More and Photos buttons 

The “Friends” button allows you to see all people you are connected with – friends, family members, 

colleagues and etc.  When you click on the “Photos” button you will see all the pictures that you have 

uploaded in your profile. The “More” button is another option which allows you to add information about 

what you like – movies, videos, sport, events, books, facebook groups that you like and etc. 

 

Friending on Facebook 

To find a friend on Facebook you need to send a friend request to that person. To do so this person needs 

to have a Facebook profile as well. 

 

Adding a friend on Facebook11 

STEP 1: Go to the “Search” bar at the top of Facebook.  

 

Figure 38: "Search" bar 

  STEP 2: Type the name of your friend (make sure that you type the name correctly) and press 

Enter. If you see the name of your friend, click on it.  In case, you cannot see your friend, click on “People” 

at the bottom of the drop-down menu. 

  STEP 3: Facebook will show you all suggestions for people with the same name.  

  STEP 4: To send a friend request, click on the “Add friend” button next 

to their profile picture.  

 

If the person accepts your friend request, you will receive a notification and you will automatically follow 

that person. This means that you will see each other’s activity – either uploading photos, videos and etc. 
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Accepting a friend request 

If somebody sends you a friend request you will receive a notification for this at the right top corner of the 

Search bar.  

STEP 1: Click on the “Friend requests” button and the drop-down menu will show you the people 

who sent you a friend request. You will be able to see their profile picture and name. 

  STEP 2: Select “Confirm” if you want to accept their friend request or “Delete Request” in case you 

don’t want to accept it.  

 

Figure 39: "People" Icon 

 

Sending a message on Facebook12 

Sending a message on Facebook allows you to reach people instantly. You can send them a message, 

pictures, attachments – files, videos, stickers and etc. by using Facebook from your computer.   

 

Sending a message from Facebook Chat 

STEP 1: Click on the “Message” button at the right top bar of Facebook.  

  

Figure 40: "Message" button 

 STEP 2: A message window will appear. Click “New Message”  
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Figure 41: Click on "New Message" 

STEP 3: A message box will appear. In the “To” field start typing the name of the person you want 

to send a message. Names of friends will appear in a dropdown. Select the person you want to message.  

 

Figure 42: Select the person to message 

STEP 4: In the message box write the message and press “Enter” from the keyboard. 

Components of the message box 

Right after the message box there is a bar with additional functions, which allows you to send photos, 

stickers, GIF, emoji, files, play games with this person and make a plan. Each of these functions has its own 

button.  

 

Figure 43: Bar with additional functions 

 

Sending a picture or file on Messenger 

STEP 1: From the message box, click on the first icon .  

  STEP 2: A dialog panel will appear. Choose the picture or file from your computer (double click on 

the picture) and press the "Enter" button from the keyboard.  

  STEP 3: The recipients will receive the message right away and at the bottom of the message you 

can see indication that your message is sent and received.  



 

26 | P a g e  
 

 

Figure 44: Indication about sent and received messages 

STEP 4: When the percipient sees your message, a text “Seen” will appear on the bottom. 

When your friend sends you a message on Facebook you can see a red label with a number over the 

“Messages” button on the “Search bar”. To see who is texting you, click on the “Messages” icon and the 

dropdown menu will show you a list of all messages you have received so far. The unread messages always 

go on top of this list and are coloured in light blue. Click on the persons' name that appears and the 

message bar will open.  

You will receive messages from people who you are friends with on Facebook. In case you receive a 

message from someone who you are not friends on Facebook, to read the message first you will receive a 

connection request on Messenger Chat. Message request tells you that someone you are not friends on 

Facebook has sent you a message.  

 

 

Figure 45: Message request  
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Video Calling 

You can use Messenger to call someone you are friend with on Facebook. This call is free of charge and all 

you need is to have a good Internet connection. The messenger allows you to make an ordinary call or a 

video call (for this option your computer or phone needs to have a camera). 

STEP 1: Click on the “Messages” button at the top right of the search bar.  

  STEP 2: A drop-down list with all the conversations with your friends will appear. Open the 

conversation with the person you want to call. If you haven't already exchange any messages on 

messenger follow the send message procedure and call the person you want, following the instructions 

below. 

 STEP 3: To make an ordinary call, click on the handset icon on the top right corner of the message box 

(showed on the picture in red square). To make a video call click on the camera icon on the top right 

corner of the message box, next to the handset icon (showed on the picture in yellow square). 

 

Figure 46: Voice and Video calls 

 

For more information about how to use a web camera, see module “Computer Basics and Problem 

Solving”, 1.3Web cameras, p. 36 

Creating post 

Facebook allows you to share your thoughts, videos, photos or create an album of photos, and etc.  

To add photos or video on Facebook from your computer or laptop: 

STEP 1: From your Timeline or News Feed, click on the Photo/Video button at the top of the post 

panel. 
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Figure 47: Photo/Video Button 

  STEP 2: A dialog window will open. Select the photos or videos you want to add on Facebook and 

click on “Open” button.  

  STEP 3: Another dialog box will appear, showing you the picture/pictures you want to add. On top 

of the pictures there is a field where you can write something, for example: "Holiday trip to Italy”. Below 

them Facebook gives you multiple options to edit these pictures - to tag a friend, to check you in the exact 

place where the pictures were taken, to say how you feel or what you do by using emoji and etc. (see the 

picture below) 

  STEP 4: From Audience selector you can choose who can see this post – your Facebook friends, 

everybody (your friends on Facebook and everyone who is on Facebook and you don’t know), only you or 

etc.  

 

Figure 48: Audience selector 

  STEP 5: When you are ready, click “Post”. 



 

29 | P a g e  
 

If you want to create a text post go to the Post panel, click on the “Make post” button and type the 

text.When you are ready, click on the “Post” button. Once your pictures are added they will appear on 

your Timeline and the News Feed. 

 

Like/Comment /Share pictures or post 

You can like and comment pictures that your Facebook friend have added to their profiles. When your 

friend added new pictures you will be able to see them on his/her Timeline and on the News Feed. To like 

or comment them you need to:  

STEP 1: Under the photos, there is a panel with three buttons – Like, Comment, and Share. If you 

want to like the photos go to the "Like" button and choose one of the emoji that will pop-up.  

STEP 2: To add a comment you may click on the Comment button first and then type your 

comment or you can add your text directly in the comment bar. (as shown on the picture)  

 

Figure 49: Adding a comment 

STEP 3: To share a picture on your or someone else’s Timeline click on the “Share” button  

 



 

30 | P a g e  
 

Creating pages and groups 

PAGES are primarily determined for businesses, brands, organizations and public figures to share 

information about themselves and connect with people. Like profiles, Pages can be customized with 

stories, pictures, events and more. 

GROUPS provide a space to communicate about shared interests with certain people. You can create a 

group for anything — your family reunion, your after-work sports team, your book club — and customize 

the group's privacy settings depending on who you want to be able to join and see the group. 

 

To create a Page: 

STEP 1: Go to facebook.com/pages/create or click on the "Create" button in the top right corner of 

any Facebook page and select Create Page as it is shown in the picture below. 

 

Figure 50: “Create” button 

 STEP 2: Choose a Page category and click Get Started.  

 STEP 3: Enter your page name and select a more specific category from the dropdown menu and fill 

out the required information 

 STEP 4: Click Continue and then you can choose if you want to upload a profile picture and cover 

photo. 

Note: Anyone can create a Page, but only official representatives can create a Page for an organization, 

business, brand or public figure. 

 

Figure 51: Follow the on-screen instructions 

https://www.facebook.com/pages/create
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To create a Group: 

STEP 1: Click the “Create” button in the top right of Facebook and select Create Group, as it is 

shown in the picture below. 

STEP 2: Select your group preferences, enter your group name, add group members and then 

choose the privacy setting for your group. Click Create 

 

Figure 52: Creating a group 

Once you create your group, you personalize it by uploading a cover photo and adding a description. 

Events 

Events let you organize and respond to gatherings in the real world with people on Facebook. You can 

create or attend an event for anything from a birthday dinner to a school fundraiser. When you create an 

event, you can control who sees or joins your event. 

To create a private or public event: 

STEP 1: Click Events in the left menu of your News Feed 
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Figure 53: Click on "Events" 

STEP 2: Click Create Event and choose between a private or public event. When choosing a public 

event anyone on Facebook will be able to see the event. If you choose private the event will be visible only 

to invited people. If you're creating a public event, you can set the event's host as yourself or a page you 

manage. You're not able to change the privacy settings once you've created the event.  

 

Figure 54: Click on "Create Event" 

STEP 3: Fill in the event name, details, location and time. If you're creating a public event, you can: 

Add multiple dates and times, select a category for your event or Add keywords about your event, add a 

link to a ticketing website for your event 
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Figure 54: Filling in the event 

STEP 4: Click Create. 

The next window allows you to invite guests, upload photos, share posts and edit event details. 

Note: Only Pages can add multiple dates and times to an event right now. For more information about 

creating an event click here 

For more information please click on the link https://www.youtube.com/watch?v=XoHNDmkotmI 

 

1.3 Introduction to Skype 

Skype is a free program, which allows you to talk to people all over the world using your computer or 

mobile device.13 Many people and business companies use Skype to share files, to make free video and 

voice calls, group calls, to send instant messages. You can also call any phone number from your computer 

or phone when you pay in advance. Text chats are free. In order to use Skype you need to create a Skype 

account. 

You can install the application to your computer and smartphone. This way you can make free calls from 

your phone, using an Internet connection (WiFi or Mobile data).  

 

Creating an account 

STEP 1: Go to https://www.skype.com/en/discover/ and click on Download Skype. 

  STEP 2: When the downloading is completed a login screen will appear. Click on "Create an 

account". Please note that Skype will ask you to type your phone number or your email address initially.   

https://www.wearefine.com/mingle/all-about-facebook-events-updated-for-2016/
https://www.youtube.com/watch?v=XoHNDmkotmI
https://www.skype.com/en/discover/
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STEP 3: Click on “Use your email instead” as shown on the picture, enter your email address and 

password you will use for your Skype account. Click “NEXT” button.   

 

 

Figure 56: Creating an account 

  STEP 4: Choose your country and date of birth. Click “NEXT” button. 

STEP 5: Once you enter all the information Skype will send you an email with a code in order to 

verify your Skype account. Enter that code and click on “NEXT” BUTTON.  

 

Figure 57: Verify the Skype account 

 

  STEP 6: Enter your first and Family name. This name is the name that you want your Skype friends 

to see and which you may use to log in to Skype. You can choose to use your real name or something else. 
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Skype Interface 

Once you have logged in Skype will check the sound and video options (microphone, speakers, camera). At 

this stage, you can also add a profile picture. After setting up everything you can explore its interface. For 

more information please check this article.  

 

Figure 58: Skype interface 

Skype has 2 active panels – one on the left is the panel with all activity and contacts, and on the right side 

is the message panel. Here we will talk about the Skype features and what options you have with Skype. 

On the picture above, under number 1 is the profile picture and account settings. Number 2 – this active 

button allows you to set your online status to Active, Do not disturb or Invisible. 

Search bar – allows you to search for people you may know on Skype or for existing contacts in your list. 

 

Chat button –allows you to see all chats with your friends in chronological order.   

 

Calls button – shows you all Skype calls you have made and with whom. 

 Contact button show you all friends you are connected with on Skype 

 

Update your profile 

To make your profile more recognizable you can update it and put more information about you – like 

uploading a profile picture. 

 

Uploading profile picture 

STEP 1: Click on the profile picture field on the top left corner of the Skype screen.  

https://www.skype.com/en/discover/
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Figure 59: Profile picture field 

  STEP 2: A new screen will appear. Click on the big circle in order to upload a picture. (as shown on 

the picture) 

 

Figure 60: Uploading a picture 

 

  STEP 3: Choose a picture from your computer and click on the “Open” button. 

From here you can also change your online status, language, application settings, theme, Skype window 

color. Just scroll down the menu to see all the options you have. 

 

Changing Skype language 

  STEP 1: Open the profile screen. (see Figure 61) 

  STEP 2: Scroll down the menu and click on the "Language" button. 

  STEP 3: Choose the language and click on the "Done" button. 

  STEP 4: Click on the arrow at the top right corner. 
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Figure 61: Changing Skype language 

To sign out from Skype scroll down to the end of this screen and click on “Sign Out”. 

 

Adding contacts on Skype 

In order to add a contact on Skype you need to make sure that the person has a Skype account. Once you 

added friends to your Skype contacts they will be stored in the Contacts folder on the left Skype panel.  To 

add a contact follow the steps:  

STEP 1: Click on the “Contacts” button on top of the left panel.  

  STEP 2: Click on the button “+ Contacts” below the panel buttons. 

 

 

 

 

 

 

Figure 62: Adding contacts on Skype 

  STEP 3: A new window will appear. Type the Skype name or email address of the person you want 

to add to your contacts. When start typing the name, Skype will show you all people with common Skype 

name. Scroll down the drop-down menu while you see your friend's name (if his/her profile has a picture, 

you will be able to see it).  
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Figure 63: Enter the Skype name or email address of the person 

 

  STEP 4: Click on the "Add" button on the right side of the name. By clicking on "Add" button he/she 

will receive a message on Skype that someone wants to connect with him/her. Once your invitation is 

accepted you can send messages to this person or call him/ her.   

 

Sending messages on Skype 

You can send free text messages to your Skype contacts. To do this you need to be connected to the 

Internet.  To send an instant message to somebody from your contact list follow the instructions:  

STEP 1: Find the person from your Contact list and click on his/her name.  

  STEP 2: On the right side a message window will appear. Type the message you want to send in the 

field on the bottom of the message window. As shown in the picture. When you finish press Enter. Your 

friend will receive the message immediately. Please note that if your friend is not online he/she will be 

able to see the message when online. 
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Figure 64: Sending messages on Skype 

Skype also allows you to send pictures, files and emoji to people from your contact list. To send a 

file/picture: 

  STEP 1: Click on the name of the person and the message window will appear. (as shown on the 

picture above).   

  STEP 2: Click on the  button on the left side of the message bar. A dialog box will appear. 

Choose the picture/file you want to send from your computer.  

  STEP 3: Press “Open” and the file will upload. Once uploaded press the “Enter” key on your 

keyboard. 

 

Making voice and video calls 

To make a voice or video call you need speakers and a microphone, camera (for the video call). Many 

computers and laptops have speakers and a microphone built in. The camera is optional – some computers 

do not have a camera and you need to buy one and connect it to your computer. To make a voice/video 

call you need to:  

  STEP 1: Find the person from your Contact list and click on his/her name.  
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Figure 65: Making voice and video calls 

STEP 2: Amessage window will appear on the right side. On top of this message window you can 

see the Skype name of your friend and whether he/she is online now. On the right side there are 3 

action buttons. The first button is for video call, the second is for a voice call and the third button 

allows you to make a conference call by calling multiple people at the same time.  

  STEP 3: Click on one of the 3 buttons depending on how you want to call your friend. By clicking 

one of the buttons you will hear a ringing sound until a connection with your friend is established. The 

video call is available only when the person you are calling is online and it allows you to talk to your friend 

face to face.  

For more information about how to use a web camera, see module “Computer Basics and Problem 

Solving”, 1.3Web cameras, p. 36. For more information about how to use speakers and headphones, see 

module “Computer Basics and Problem Solving”, 1.3Web cameras, p. 37-8 

 

1.4 Introduction to Viber 

Viber is a free communication platform through which users can make voice and video calls, send text, 

video or voice messages. The application can be downloaded to any computer, laptop and smartphone. 

 

Creating an account 

First, to download the application to your phone you need to be connected to Internet and follow the 

instructions below:   

STEP 1: Click on the ‘Play Store’  icon on your phone.  

STEP 2: An application will open. Type Viber in the Search bar on the top. When you start typing, a 

drop-down menu with suggestions will appear. Then choose Viber Messenger.  



 

41 | P a g e  
 

 

Figure 66: Search bar 

 

 

Figure 67: Drop down menu with suggestions 

 

STEP 3: The installation window for Viber will open. Click on ‘INSTALL’ button. 

STEP 4: Once Viber application has been installed on your phone go to your main screen and tab 

the Viber icon to launch it. 

STEP 5: Once you open the application, put your country and phone, then click on the ‘Continue’ 

button.  

STEP 6: Viber will ask you to confirm your phone number. Click ‘yes’ if the number is correct, 

otherwise go back and type the number again. You will receive an incoming call from Viber (do not answer 

this call) in order to get a confirmation code for activating your account. The code will be detected/filled 

automatically.  

 

Figure 68: Activating your account 

 

STEP 7: Now you need to enter your birthday (this is optional). You can click on the ‘Skip’ button on 

the top right corner of Viber window.  

Viber will ask you if you want to sync automatically all your contacts from your phone and those friends.  
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Uploading profile picture 

STEP 1: Click on the button on the top left corner of Viber panel. 

STEP 2: A profile window will appear.   

STEP 3: Click on the ‘Edit’ button as shown on the picture on the right. 

 

Figure 69: Edit button 

STEP 4: Click on the ‘Change’ button. A dialog screen will appear asking you to choose where you 

would like to get the photo from.  

STEP 5: Choose one of the options and then follow the instructions. 

STEP 6: Click SAVE. 

 

Adding contact to Viber 

All of your phone contacts should automatically appear in your Viber account in case you have allowed 

synchronization. People who have Viber account will have the Viber logo to their name.  

 

Adding a new contact from the contact screen. 

STEP 1: Click on the Contacts button on top of the Viber panel. 
STEP 2: Click on the Add contact button on the top right corner.  
STEP 3: Enter the phone number of the person you want to add. 
STEP 4: Click on Continue or Done button. 
STEP 5: Select the check mark. 

 

Adding a contact from the More screen 

 

STEP 1: Open the more screen 
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Figure 70: Adding contact 

STEP 2: Select Add contact from the menu 

STEP 3: Type the phone number you would like to add  

STEP 4: Click on the ‘Continue’ button 

STEP 5: Click on the check mark (Android) or save (iPhone). 

 

Sending messages on Viber 

Viber allows you to send messages to your contacts for free. Please keep in mind that you can send a 

message only to people who have a Viber account. To send a message please follow the instructions 

below:  

 

STEP 1: Open Viber and click on the ‘Chats’ button. Click on the message button at the 
bottom of the screen if you want to send a message to someone for the first time. If not, you can 
find the person you want to message from the list.  
 

 
Figure 71: “Chat” button 

STEP 2: Type the name of the person you want to send a message in the search box on the top of 
the Viber screen. When you start typing the name Viber will show you all suggestions from your contacts 
that match this name.  

 
Figure 72: Searching for a contact 
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STEP 3: Tap on the contact’s name to start a new chat. A message screen will open. Type the text 
message in the message box and tap the “Send” button on the bottom.  

 
Figure 73: "Send" button 

When your message is sent successfully below the chat bubble you will see the text ‘Delivered’. When your 

friend opens the message, you will see the text ‘Seen’ below your sent message.  

 

Figure 74: Indication about sent and received messages 

 

Deleting a message  

You can delete a message you have sent on Viber. Please keep in mind that once deleted the message 

can’t be restored. You can delete only messages sent by you, not by other people. To delete a message 

follow the instructions below:  

STEP 1: Click and hold on the message you want to delete. 

STEP 2: A dialog box will appear, giving you few options to choose from: Reply, Copy, Delete for 

myself, Delete for everyone, Forward via Viber, Share. 

 

Figure 75: Deleting a message 

STEP 3: Select Delete for everyone (when choosing this option no one will be able to see the 

message). 
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Message screen components 

Viber gives you options to send pictures, files, videos to your contacts. You can see all these options once 

opening the message screen.   

On the top left corner of the screen, Viber shows you the name of the person you sent messages to. Right 

below it you can see when this person has been online. 

 

Figure 76: Message screen 

 

Use this button to make a Viber Outcall, create a group, edit messages, open secret chat, chat info and 

clear chat.  

A secret chat is a secret message (text, photo, video) that you can send and it will expire after a certain 

time. This option is available only on the mobile app.  

This button allows you to make a voice call on Viber.  

Use this button to make a video call. 

To send pictures use this button. 

Camera – use the Viber camera to take a picture instantly and send it, not using the Gallery folder of 

your phone. 

The GIF button allows you to send GIFs on messages (animated Graphics Interchange Format file is a 

graphic image on a Web page that moves - for example, a twirling icon or a banner with a hand that waves 

or letters that magically get larger). 
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Doodle button - using this button from the message screen you can draw something and send it 

right away.  

With this button, you can choose whether to send file, location or to share a contact. Choose 

one of the options and choose the file/location you want to send. If you want to share a contact tap on the 

Share contact and choose the contact from your Viber contacts list 

 

Figure 77: Send a file, location or share a contact 

Sending a file/ picture/ video message on Viber 

To send a file  

STEP 1: Find the person you want to send a file to from your contact list 
STEP 2: Tap his/her name and the message screen will open. 

STEP 3: Click on the More button and choose send file. 
STEP 4: Choose the file from your phone. The file will be sent automatically. 

 

To send a picture/ video from your gallery 

STEP 1: Find the person you want to send a file to from your contact list 
STEP 2: Tap his/her name and the message screen will open. 

STEP 3: Click on the image icon and choose the picture from your phone. 
 

To send a picture/ video using the Viber camera button 

You can use the Viber camera to make and send a video or picture. The video should be up to 3 minutes 

long. 

STEP 1: Find the person you want to send a file to from your contact list 
STEP 2: Tap his/her name and the message screen will open. 

STEP 3: Click on the Camera button . 
STEP 4: Tab and hold on the button to take a picture or video. 
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STEP 5: When you finish click on the send button.  
 

Making voice and video calls on Viber 

Viber allows you to make voice and video calls to people who have a Viber account and are in your Viber 

contacts list. 

To make a voice call follow the instructions below: 

STEP 1: Find the person you want to call from your Viber contact list. 
STEP 2: Tap his/her name and the message screen will open. 

STEP 3: Click on the voice call button on the top right corner of the message screen. 
 

To make a video call you need to have a camera. 

STEP 1: Find the person you want to call from your Viber contact list. 
STEP 2: Tap his/her name and the message screen will open. 

STEP 3: Click on the video call button on the top right corner, next to the voice call 
button of the message screen. 
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2. ONLINE CITIZENSHIP 

 

2.1 Basic terminology – introduction to online citizenship 

 Everyone who uses Internet, no matter where we are and what we are doing, when we are online, we are 

all digital citizens. 

 

A digital citizen is a person with the skills and knowledge to effectively use digital technologies to 

participate in society, communicate with others and create and consume digital content. Digital 

citizenship includes appropriate online etiquette, literacy in how digital technologies work and how to use 

them, an understanding of ethics and related law, knowing how to stay safe online, and advice on related 

health and safety issues such as predators and the permanence of data.1 

 

By using the Internet, we are leaving a digital footprint; an online image, which present us in the online 

community. Everything that we post, upload and do on the Internet is part of our digital footprint and in 

some way, it stays there forever. It means that if you share a picture on Facebook, send an email or make a 

Viber call, you create an online history record, which can be potentially seen or tracked by other people. 

Therefore, it is important to be aware what kind of data you leave behind and behave responsibly while 

being online. 

There are three core principles that responsible digital citizens should know: 

 ENGAGE positively 

 KNOW your online world 

 CHOOSE consciously.2 

 

Engage positively 

By respecting the rights of others, applying our rights and responsibilities, we show understanding and 

ethical behaviour to our online community and prevent negative social behaviours like bullying, trolling or 

violence. 

                                                      
1
https://www.digitaltechnologieshub.edu.au/teachers/topics/digital-citizenship 

2
https://www.esafety.gov.au/education-resources/classroom-resources/digital-citizenship 
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Know your online world 

It is important to know how to use your digital devices and control your online world by protecting your 

digital footprint. Besides that, you should develop your knowledge and skills, to recognize threats and risks 

and act confidently. 

Choose consciously 

“Think before sharing” is the main rule of this principle. It means you are aware what and with who you 

are sharing your private information. You are able to take right decisions online and protect yourself and 

your friends by setting proper privacy and security settings. 

 

2.2 Inappropriate online behaviour and how to deal with it 

When we are online, we communicate with our friends or family, meet new people and create new 

contacts. But unfortunately, not everybody comes on the Internet with good intentions and you can easily 

become a victim of inappropriate behaviour. At the same time, you need to respect the rights of others 

and to know where the limits are and what behaviour is not acceptable online. 

In general, inappropriate online behaviour occurs, when a person disrespect others’ physical, emotional 

and mental integrity, privacy and security. 

Some of the inappropriate online behaviour include: 

 Cyberbullying  

 Sexting 

 Grooming 

 Cyberstalking 

 Insulting, disrespectful, racist or aggressive behaviour 

 

 Cyberbullying  

Cyberbullying is a form of bullying appearing online, when a person use digital devices, Internet or social 

media networks to harass, threaten, embarrass another person by posting, sharing or sending personal 

information about this person, in order to cause him/her embarrassment or humiliation. Harmful bullying 

behaviour can include publishing rumours, threats, sexual remarks, sending aggressive messages, 

embarrassing pictures or pejorative labels. 
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 Sexting 

Sexting is sending messages, pictures and videos with sexual content. They are usually sent via SMS, social 

networks or emails. 

 

 Grooming 

Grooming is an inappropriate online behaviour, in which an adult tries to develop close emotional relation 

with a child, in order to engage the child in sexual abuse. 

 

 Cyberstalking 

Similarly as cyberbullying, cyberstalking involves the use of technology to threaten or harass the victim, 

but additionally it may include tracking down victim’s personal and private information and use it to make 

them feel unsafe and watched. Cyberstalking is sometimes followed by stalking in the physical world, 

which can be a life-threatening situation. 

 

 Insulting, disrespectful, racist or aggressive behaviour 

These kinds of behaviours include inappropriate, offensive or abusive comments towards others made 

online. This behaviours often occur in public discussion or forums. 

 

How to deal with inappropriate online behaviour 

Being a victim of inappropriate online behaviour can happen to anyone. It is important to know what to do 

and how to react.  

 First try to stay calm and do not let people to provoke you and engage in argues or aggressive 

discussions. Try to present your opinion with polite and reasonable arguments.  

 In order not to become a victim of cyberbullying or cyberstalking, regularly update the privacy 

settings on your accounts so that you protect your personal information. If you use a public 

computer or free public Internet, do not automatically save passwords. 
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 When you register in some social media network, do not forget to read the terms of service and 

user guides about how to report inappropriate behaviour. Be careful and do not accept friend 

requests from people you do not know, learn to recognise fake accounts. 

 In case you come across harmful, mean comments, do not reply and check out how you can 

report or block the person. You can search also for options how to report different kind of 

inappropriate behaviour on website, blogs or forums. Do not be afraid to stand up and speak out 

about cyberbullying – in serious cases contact police. For these reason it is also recommended to 

keep evidences of the behaviour (save texts or emails, or take screenshots of social media sites). 

 

Netiquette 

Netiquette is a term, which includes a combination of the words network and etiquette, and refers to 

Internet etiquette. The anonymity of online communication often evokes the impression that we do not 

need to behave as in real life. However, we should know that online world is just a new dimension of our 

society and therefore we should apply the same rules and values while interacting with others.  

 

2.3 Sharing information - what not to post online 

In the world that we live in today the internet and social media offer us so much in terms of access to 

information, people, ideas, resources, and news. This also gives us an opportunity to connect with 

both old and new friends, and to share a compliment, opinion, complaint, or even joke and post it to 

thousands (if not millions) of people with the ease of a single keystroke.  

 

Everything we type into a computer, smart phone, tablet, or other electronic device (as a post, text, 

email, comment, private message, and so on) is assumed public. It is clear that some people have 

temptations of posting every detail of their life on the web.  The possibility always exists that your 

employer, spouse or family can see it - via a "share" of some kind. That’s why everyone needs help 

answer this question: Should I actually post this? 

 

Take a look at the following examples and think about what personal information you want to be seen by 

everyone before posting anything online: 
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1. Addresses and phone numbers 

Most of us don’t give out our address to strangers on the internet – and for good reason. Giving out your 

personal phone number to people you don’t know or companies you may not trust isn’t a great idea either 

as they can use it to spam or harass you. 

 

2. Identification, credit cards and banking information 

There is never a reason to post photos of your ID, credit cards, or personal financial information online. If 

you have a legitimate reason to do that, redact or blank out all confidential information. 

 

3.Confidential information 

Confidential information, whether it comes from work or personal life, is not to be shared with just 

anyone. It can reach the wrong people and then this could be extremely damaging to your company, your 

friends, relatives, or yourself. 

 

4. Offensive comments or jokes 

Always consider the design and purpose of each social platform and the audiences you strive to 

influence on that platform. What you find funny might be offensive or highly sensitive for your online 

contacts. 

 

5. Sharing everything with everybody 

● The details of your upcoming vacation 

● Things that could impact your career 

● Checking in from every place you go to and thus making yourself easily traceable by robbers and 

stalkers. 

● Sharing inappropriate photos of you and/or other people without their knowledge 

● Discussing personal problems with friends or strangers through public posts or comments. Do you 

really want the world to know details about your personal life? 
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2.4 Social media security 

It is important to keep your social media account safe, as it stores your personal data and sensitive 

information. In order to set up your security and privacy settings on Facebook, click on the icon  in the 

right top corner and go to Settings. On the left, you have a menu bar, where you can find option for 

Security and login settings. There you can choose friends to contact if you have problems with accessing 

your account, see where and on which devices you have been logged in, change your password, set two-

factor authentication and other extra security options. 
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Figure 1: Security and online settings 

 

In the left bar, you have also option Privacy, where you can do several privacy settings for your account. 

You can check who can see your future posts, manage posts you are tagged in, limit the audience for posts 

you have shared, manage friend requests, who can see your friends list and how people can find you. 

 

Figure 2: Privacy settings 

 

What is blocking and how do I block someone? 

In general, blocking is an option that restricts someone’s access to your profile and it affects the 

interactions between you and that person. There is such option in every social media. If you have already 
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tried to deal with the negative attitude in a polite way, but the person continues with his abusive 

reactions, blocking could be your next step. 

You can block someoneon Facebook and this will prevent them from seeing things you post on your 

profile, starting conversations with you or adding you as a friend.  

To block someone in your blocking settings: 

STEP 1: Click  at the top right of Facebook and choose Settings. 

STEP 2: Go to the left side of Facebook and click Blocking 

STEP 3: Click Blocking in the left side menu. 

STEP 4: Enter the name of the person you want to block and click Block. 

STEP 5: Select the specific person you want to block from the list that appears and 

click Block > Block [name]. 

People will not be notified when you block them. 

If you can't find someone using this method, try going to the person's profile and selecting Block from 

the  menu on their cover photo. 

 

Apart from blocking, you can also add people to a Restricted list. (You may want to add a friend to such 

list, for example if he/she sent you a friend request, you accept the request in order not to be impolite, but 

you do not want him/her to see your personal posts). When you add a friend to your Restricted list, they 

won't see posts on Facebook that you share to Friends only. They may still see things that you share to 

Public or on a mutual friend's timeline, and posts that they are tagged in. Facebook does not notify your 

friends when you add them to your Restricted list. 

There you can also block messages, app invites, invitations and pages on Facebook. 

 

 

 

 

 

 

https://www.facebook.com/help/168009843260943?helpref=faq_content
https://www.facebook.com/settings?tab=blocking
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9. How Facebook works https://www.lifewire.com/tutorial-how-facebook-works-2654610 

10. Facebook Help Center, Your Profile picture  and Cover Photo 

https://www.facebook.com/help/1217373834962306/?helpref=hc_fnav 

11. Facebook Help Center – Add friends 

https://www.facebook.com/help/246750422356731/?helpref=hc_fnav 

12. Facebook Help center - Send Message 

https://www.facebook.com/help/487151698161671/?helpref=hc_fnav 

13. What is Skype https://edu.gcfglobal.org/en/skype-2016/what-is-skype/1/ 

14. Setting up Skype https://edu.gcfglobal.org/en/skype-2016/setting-up-skype/1/ 

15. Skype Adding Contacts - https://edu.gcfglobal.org/en/skype-2016/adding-contacts/1/ 

16. Using Skype - https://edu.gcfglobal.org/en/skype-2016/ 

17. Digital Citizenship https://www.esafety.gov.au/education-resources/classroom-resources/digital-

citizenship 

18. Digital Citizenship https://www.digitaltechnologieshub.edu.au/teachers/topics/digital-citizenship 

19. Appropriate behaviour on social media https://students.unimelb.edu.au/explore/respect/social-media 

20. What is Cyberbullying https://www.stopbullying.gov/cyberbullying/what-is-it/index.html 

https://www.investopedia.com/terms/s/social-media.asp
https://www.lifewire.com/electronic-mail-overview-1164107
https://edu.gcfglobal.org/en/gmail/introduction-to-gmail/1/
https://www.howtogeek.com/school/gmail-guide/lesson1/
https://www.howtogeek.com/school/gmail-guide/lesson1/
https://www.howtogeek.com/school/gmail-guide/lesson3/
https://edu.gcfglobal.org/en/email101/common-email-features/1/
https://edu.gcfglobal.org/en/email101/common-email-features/1/
https://edu.gcfglobal.org/en/gmail/sending-email/1/
https://edu.gcfglobal.org/en/gmail/responding-to-email/1/
https://www.lifewire.com/tutorial-how-facebook-works-2654610
https://www.facebook.com/help/1217373834962306/?helpref=hc_fnav
https://www.facebook.com/help/246750422356731/?helpref=hc_fnav
https://www.facebook.com/help/487151698161671/?helpref=hc_fnav
https://edu.gcfglobal.org/en/skype-2016/what-is-skype/1/
https://edu.gcfglobal.org/en/skype-2016/setting-up-skype/1/
https://edu.gcfglobal.org/en/skype-2016/adding-contacts/1/
https://edu.gcfglobal.org/en/skype-2016/
https://www.esafety.gov.au/education-resources/classroom-resources/digital-citizenship
https://www.esafety.gov.au/education-resources/classroom-resources/digital-citizenship
https://www.digitaltechnologieshub.edu.au/teachers/topics/digital-citizenship
https://students.unimelb.edu.au/explore/respect/social-media
https://www.stopbullying.gov/cyberbullying/what-is-it/index.html
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21. Internet Safety http://internet-safety-2012.info/safeguarding-yourself-and-

others/cyberbullying/tackling-cyberbullying/ 

22. What is Netiquette? A guide to online ethics and etiquette 

https://www.webroot.com/hk/en/resources/tips-articles/netiquette-and-online-ethics-what-are-they 

23. Netiquette https://www.auburn.edu/citizenship/netiquette.html 

 

http://internet-safety-2012.info/safeguarding-yourself-and-others/cyberbullying/tackling-cyberbullying/
http://internet-safety-2012.info/safeguarding-yourself-and-others/cyberbullying/tackling-cyberbullying/
https://www.webroot.com/hk/en/resources/tips-articles/netiquette-and-online-ethics-what-are-they
https://www.auburn.edu/citizenship/netiquette.html

