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Welcomel

Coolock Darndale Adult Literacy Service is here to offer support to
all our students new and old.

It may not always be possible to be in our classrooms. When you
can't be in the classroom we will work with your by:

1

Phone

2. Post

3. Text / WhatsApp

4.

5. Our website: CoolockALS.ie
6.

Email

Zoom

This booklet explains how we are going to do it.
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Tutors phone numbers and email addresses

All our tutors have mobile phones and email addresses.

Your tutor will call you before classes start back. If you have a
missed call or message from one of the numbers below, you know it is
useful!

When classes cannot happen in the centre, tutors will keep working
with you by phone, if that suits you.

If you cannot reach your tutor leave a message, they will get back to
you.

Coolock Darndale Adult Literacy Service

Office Number 01 8487172

Fionnuala Carter, Adult Literacy Organiser 0871902479
fionnuala.carter@aes.cdetb.ie

POST

CDETB
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By Post

If you cannot come to classes in your centre, your futor may post
work to you.

Your tutor can then contact you by phone at an agreed time.
When you complete your work, you can return it by post, or you can

photograph and send it to your futor by text message, WhatsApp or
email.

Taking a Photo
To take a photo of your work and send it to your tutor you will need

to have access to a tablet or a smartphone.

1. Place your work on a flat surface i.e. the kitchen table.

2. Tap the Camera app

3. This will open the camera

4. Point the camera at your work
5. Make sure you can see all of your work on the camera screen

6. Hold the camera very steady and tap the centre of the picture
to focus it properly

7. Tap the button to take the photo

8. The photo is automatically saved to Photos/Gallery

WhatsApp — using iPhone or iPad

CDETB
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*It is free but you need Internet access™

With a smart phone and Internet access you can use WhatsApp.
It is free and easy to use.
It is very like text messaging.

To use WhatsApp you have to download it from the App Store or
the Play Store

If you have an iPhone you use the App Store.

App Store Icon

Downloading WhatsApp using an iPhone or an iPad

1. Tap the App Store Icon

V4

2. Search here for the WhatsApp app ./ .lr__‘} 1

e
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Whatsapp

3. Click GET. It may take a minute, e — -
but once it is downloaded you can
open it and begin using it.

Whalsipn Messenger

WhatsApping a Photo using an iPhone or iPad

You can send photos and videos saved to your photo gallery via
WhatsApp.

1. Tap the WhatsApp icon on your phone.

2% Keda - All family #&

Tap the chats
tab on the
bottom menu.

Tina Denis London

CDALS Group Tu...
e 1 -

=, Sandra Denis

{8y @Y

@ Fionnuala Carter...
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2. Scroll down to find the person you wish to send the photo to
-or- you can type their name into the search box.

3. Tap on the person that you want to send
photo to.

4. Tap Photo & Video Library

5. Tap the photo or video you want to send.

6. You can type a message if you want.

7. Tap send, it's the blue circle in the bottom
right hand corner.

Your tutor will contact you to let you know that
your work has been received.
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WhatsApp - using Android

If you have an Android phone or a tablet you use the Play
Store.

Android devices include Acer, HTC, Samsung, LG, Sony Ericson
and Motorola. Basically, if you haven't got an Apple device you have
an Android device.

Play Store Icon

7’

Downloading WhatsApp using an android phone or tablet

1. Tap the Play Store Icon

7 [
2. Tap here to search for the WhatsApp app @ |
S

3. Click Install. It will take a minute, but once it
is downloaded you can open it and begin using it
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WhatsApping a Photo using an android phone or tablet

You can send photos and videos saved to your photo gallery via
WhatsApp.

1. Tap the WhatsApp icon on your phone.

WhatsApp

(o] CHATS

Mary Skipton oy
«& @ Inserting Gnline Pictures. docx
Moeleen Spratt
E 4 Ah thank you
5, Liz Me Nally
hank you so much e

Suzanne Redmond

Tap the green
disc on the
bottom menu.

Career Preparation
Noeleen: Great Mary.thanks &3

Aishling McCann
Grand Mary ths

John Phelan L 0
Thanks mary
Celine Carrall d

+ Excellent yes definitely we'll put't

2. Scroll down to find the person you wish to send the photo to
-or- search for their name by tapping on the microscope

3. Tap on the person that you want to send the photo to.

el YAy

4. Tap the paperclip )

27 JULY 2020
. PREPARE ol
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5. Tap Gallery

6. Tap the photo or video you want to send.
7. You can type a message if you want.

8. Tap send - it's the green circle with the arrow in the bottom
right hand corner.

PREFPARE
FOR YOUR
FUTURE

Your tutor will contact you to let you know that your work has been
received.
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Send Photo via Text Message

*There is a charge for this but WhatsApp is free*

1. Tap the message icon

2. Scroll down to find the person
you want to send the photo fo or
tap new message

3. Type the name of the person you
want to send the photo to

4. Tap the photos icon choose the
photo by tapping it

5. Tap send

Messages

0OP@OE®

aw & F 0 ¥yulilaoap

asditgh]hkil

Eevbnm 3

rrrrr

Your tutor will contact you to let you know that your work has been

received.
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Using Email

*It is free but you need Internet access and an account™

Email is an electronic messaging system; it allows people to
communicate typed messages and send documents and photos using

the Internet.

How do you get an email address?

If you don't have an email address the following instruction will get

you started.

1. Open up the Internet and go to

www.gmail.com

2. Left click Use another account

3. Left click Create Account

Mary Skipton 2020
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D

Google

Choose an account

Mary Skipton Signed out

maryskipton@gmail com
Use another account

Remove an account

N

Google
Signin

to continue to Gmail

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more

Create accoun ; =

12
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http://www.gmail.com/

4. Follow the instructions to sign up as a new user.

o You will be asked to provide some personal information
such as your name, gender and date of birth.

5. You will be asked what email address you would like to use.
o There are no spaces or capital letters in an email
address.
o Create one that includes your name, as it will be easier to
remember. Each email address must be unique so this
might take a few attempts, try some like these:

maryfbyrne - your name and middle initial
marybyrne2 - your name and house number
marybyrnel960 - your name and a year you will
remember

6. You will be asked to make up a password.
e There are no spaces in a password.
e The best passwords are a mixture of letters numbers and
symbols at least 8 i.e. LOOKouTK!d$ one that is easy for
you to remember but hard for anyone else to guess

7. When you have your email address it will look something like

this yournamel25@gmail.com, write it down here with your

password.

My Email Address is:

My Password is:

CD;TB
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Using your email account

Sending an email

1. Click on Compose (it is on the left of the [|_ Compose]
screen).

2. You will see a blank email displayed on the screen

-T]) j New Message ; :Lﬁj
Subject . (-
Large text box ——|
- Type your text here

3. Click into the space beside TO and type the email address of
the person that you want to contact

4. Click into the space beside SUBJECT and type a subject i.e.
Assignment 1

5. Click into the large text box this is the body of the message

6. Type your message type your name at the end

7. Click on the SEND button to send your email.

CDETB
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Sending an email with an attachment
Sending a file or a photograph attached o an email is very easy.

1. Left click Compose Mail

2. Type in the email address of the

3. Type your message.

4. Click on the paperclip icon to attach a file

recipient and add a subject.

TOI | o
Subject -
Type your text here
Left click e T P
— El: 'a8=c0 =
5. The Open window [[Fo=
is displayed on W R Libranes T T - " T
your screen. o -
Favontes
Wl Desictop
& Downlosds
6. To attach a photo i [ SR
(@) LefT C“Ck Linmrics ] |
PinUl‘eS *| Digrumsents J
4 ; Patuney
o UL n .
I File rarme = | Al Files
| Upea Caneel
CDETB
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your pictures/photos are displayed

o Left click on the file/photo that you want to send

o Left click open to upload it to the email, this file is now
attached to the email and will be sent as an attachment
once you left click send.

Read and Reply to an email

Down the left side of the screen there is a list of folders

Y

Snoozed

When a new email arrives it will be in the
INBOX.

Important’

You will see the unopened email displayed.
It will be BOLD. The sender's name, the
subject and the date are displayed.

Sent

Drafts

e Vvywvel

All Mail

To open the email click on the subject and
read the message.

To reply, click on the reply button, you will be brought to a new
screen.

k- C' | A https;//mail.google.com/mail/u/0/?tab=wm#inbox/1501e3ab8da5594d ® 7 @]@] =
/ Norton 7

After you click on
Reply, the
sender’s email
address will
appear
automatically in
the TO box.

3 Replying to an email

The subject box
will show the

subject of the original message.

The cursor will be flashing in the body of the message above a
replication of the original message.

Type your message and click send.
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Using our website
www.coolockals.ie

6o to Google

Type www.coolockals.ie into the search box and press the enter key

> C % www.coolockalsie ® o
omai 1moges I
Google
™M ( -
Left click on the first link
GO 9|e www coolockals ie b4 Q
Q Al [ Videos @ Images @ News @ Maps i More Settings  Tools

About 1,060 resuits (0.35 seconds)

www.coolockals.ie -

Welcome - CoolockALS - Adult Literacy Service

Coolock Darndale Adult Literacy Service is part of City of Dublin Education and Training Board

(CDETB). We support our students in developing their
You've visited this page many times. Last visit: 04/08

Dublin Lives
You are here: Home / Dublin Lives.
Dublin Lives 2019 - Dublin ...

History Hub
You are here: Home / History Hub
Week 1 — The Great Whiskey ...

Maths for Parents
You are here: Home / Maths Tor
Parents. MATHS ...

About us
About us. You are here: Home /
About us. Coolock Damdale ..

i T oo

reading, ..

Dublin Lives 2019

You are here: Home / Dublin Lives
2019. All 35 All 35 /20000 ..

A Day Out In Dublin
00:00. 00:00. 00:00. A Day Out In
Dublin 2. Audio Player.

Housework
00:00. 00:00. 00:00. Spell:
Housework. | pick up the toys ...

Bang Bang
.. character Bang Bang as told by
Leo Magee from The Dublin ...
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http://www.coolockals.ie/
http://www.coolockals.ie/

Youare now on the [ —=———— pe

h 1st CDE/TB
omepage page %

Coolock Darndale

Welcome to

The website shows
IOTS of S-l-uden'l'sl igfw‘?ﬁk@ig‘jﬂfwc&

@ Students from City of Dublin ETB talk abi.
& o
N\ L

AT T

If you Id like to improve their reading, writing,
work, maybe even
This we ce for

s to use. It should also give you a better

some of your ownl!

Scroll down the page - you will see some of the great stories written
by our students.

Click on a story.
Click here to listen

You can read it to the story

yourself or you
can click on the

play arrow to
listen to the O
story. There are

Missing by Melissa Carsy

questions at the | (O

end of each S“'o r'y f5 sne inchist her wary along drrougn the diFnfy I sewer, She irew she it @ Snd ous The Mo Bbout fer brodher and The s the only Charce

shie had

for you to try.

HEE I e TErRD WSnoET DaCK D TT Jummer 2 years D whE Boboy kad dsappesred. She remembered the hesomve e had P her

FOmeLzwn and tow omey Fad faund & oo PETLEEE IR TRl Wl o0l "E‘_- =ad B far urder Te Fasy T L
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Click the back button to return to the home page and another story.

M@EBIE/w|(w|eBIBE|% @ |& @ @ 0 [0 [0 V|G |G|t [Ner|& [re [T [N x| + e
& C @ Notsecure | coolockals.ie/portfolio-item/creative-writing/ Q % ﬁ 0
CDETB =
v
gt

ﬁ

Coolock Darndale
Adult Literocy Service

Welcome

Clicking the tabs on the homepage will fake you to other pages

Click the Dublin Lives tab to read our 2018 and 2019 annual
publications

CDETB
O

Coolock Darndale

About us Contact Dublin Lives  Radio & Video Corona Virus (Covid-19) Update Learn Here! Q

Dublin
Lives
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Click on the Learn Here tab to access our How to Guides & Learning
Materia

Puzzles & Practice

Enjoy our website! We are adding new content all the time!

Mary Skipton 2020 20 A



Using Zoom on your mobile phone

Step 1: Download Zoom.us (Zoom cloud meetings)
mobile app: You can download the Zoom.us mobile
app for your iPhone or iPad from App Store or

for your Android phone or tablet from the Play
Store ?

You don't need to 'sign up’, you just need to download the Zoom
App onto your phone

Step 2: Your tutor will send you a text message before class with an
invite to join a Zoom Meeting. Click on the link to the Zoom
meeting at the scheduled time

Sample Invite below

Your Tutor is inviting you to a scheduled Zoom meeting.

Topic: Your Class
Time: September 25, 2020 2pm Dublin

Join Zoom Meeting
https://usO4web.zoom.us/ j/7772031240192pwd=V2dHT jyxZCdkQ2h2MGo4b
WIHVUZCOTO9

Meeting ID: 778 2132 4210
Password: 3SCNsA

Step 3: Allow page to open through Zoom

It will ask you for a password, be careful typing this as it is case
sensitive.

Join Zoom Meeting
https://usO4web.zoom.us/j/7772031240192pwd=V2dHTjyxZCdkQ2h2MGEo4b
WIHVUZCOTO9

Meeting ID: 778 2132 4210
Paossword:35CNs=A
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https://us04web.zoom.us/j/777203124019?pwd=V2dHTjyxZCdkQ2h2MGo4bW1HVUZCOT09
https://us04web.zoom.us/j/777203124019?pwd=V2dHTjyxZCdkQ2h2MGo4bW1HVUZCOT09

Step 4: If the meeting hasn't started, when you click on the link, you
may see ‘Waiting for the host to start this meeting' you are in the
waiting room.

If the meeting has started when you click on the link, you may see
‘waiting for the host to admit you', you are in the waiting room.
The host will admit you.

Step 5: When you enter the meeting; on
the bottom left hand corner of your l
phone, you will see a microphone symbol, if
there is a red line going through it, this
means you are muted (nobody can hear
you and you cannot hear anyone).
Depending on your phone, there are three
common options:

1. Click on 'Unmute’, if this doesn't work then...

2. Swipe your screen to the right, you should see a Tap to Speak'’
in a circle, click on this, 'Allow Zoom to record audio, click
Allow

3. Or when you swipe your screen to the right you could see "Tap
to Speak’ in a circle, click on this to unmute, or you could see
‘Call via Device Audio’, click on this to unmute

% ~ W A

Unmute Start Video

Step 6: Beside the microphone, there is a

camera symbol. If there is a red line going “
through it, your camera is of f and no one
can see you. To turn your camera on, just
click on this icon.

Y ~ Wi A

Unmute Start Video

It takes a little getting used to but it is very user friendly once you
have tried it

CDETB
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Using Zoom on your Laptop

Joining a Zoom meeting on your laptop.

Step 1: Your tutor will send
you an email with an invitation
to join the Zoom Meeting.
When class is due to start
Click on the link in the email
to join.

Step 2: The link will take you
to this webpage. Click Open
URL: Zoom Launcher

Zoom Meeting

maryskipton@gmail eom <maryskipton@gmall com

Mary Skipton is Initing you 1o

Topic. Coldiste Dhlaigh

Time: Aug 13, 2020 02700 PM Dulblin

Juin Zoom Meeting

o ] L] e L 1
Mesting 1D 711 7594
Passcooe 1234

a scheduled Zooam meeting

Z00m

When system diakeg promgts, click Open Zoom Mestings

You should see this screen
left click Join a Meeting

Mary Skipton 2020
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If you see this screen click D s fante
Join with Computer Audio

Step 4: The Waiting Room

If the meeting hasn't started yet, you may see ‘Waiting for the
host to start this meeting’. This means you are in the waiting room.

If the meeting has started when you click on the link, you may see
‘waiting for the host to admit you'. This means that you are in the
waiting room. The host will admit you.

Step 5: Sound l

When you enter the meeting; on the
bottom left hand corner of your screen,
you will see a microphone symbol, if
there is a red line going through it, this Start Video
means you are muted (nobody can hear
you and you cannot hear anyone).

e

Step 6: Camera P
Beside the microphone, there is a [ames Start Video

camera symbol. If there is a red line
going through it, your video is off and no
one can see you.

CDETB
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Step 6: Seeing Other People

Click on this icon and you will see
everyone at the meeting make 8 Fd

sure you are in Gallery View (top
right hand corner of the screen) Spek Thumbna

7 Wer IEMe I ErT

Changing your Zoom background
In 2 steps you can change your background to virtual background

Step 1: Click on the up arrow on the video camera icon
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Video
=
B Audio
@ Share Screen
O Chat

Virtual Background

L Recording

Choose Virtual Background )]

o
x":} Profile
Has

— H o i
G Statistics I L\
G Keyboard Shortcuts
- i!i
Accessibility |
| =

Step 2: Click Virtual Background choose one of the backgrounds
available and you are good to go.

It takes a little getting used to but it is very user friendly once
you have tried it.
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