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DSL
Set up & Use Smart Devices
Set up and operate the basic hardware and 
software functions of your mobile device.

SCAN
&PAY

STRONG PASSWORD

IhadKAYAtoastAT8am!

Be Safe, Smart & Kind Online
Safeguard against cyber threats; Protect personal 
information; Develop a positive online presence.

Connect 
with others 
online.

Carry out 
online 
transactions.

Explore 
Information Online

Communicate
Online

Transact
Online

Search, view 
and retrieve 
information online.

It is meant for everyone with or without 
any digital experience but is interested 
in finding out more about essential 
digital skills for daily living.

The essential skills are grouped into 
5 competency areas as shown in the 
diagram.

Learning outcome of Communicate 
Online competency:
Able to initiate communication with my 
contacts or organization using different 
modes of digital communication.

Introduction The Digital Skills for Life (DSL) guide is a series of booklets which comprise of:

• step-by-step instructions and

• quick tips

to help you get online confidently and safely.

To help you acquire the learning 
outcomes, this guidebook uses different 
video conferencing platforms as 
examples to demonstrate the common 
steps to communicate with others.

The following guide is based on 
common software icons and mobile 
device settings. Please note that certain 
features may differ across different 
mobile devices and models.
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Cyber Security Tips
To stay safe while using video conferencing apps, please keep to the following:

https://www.

Do not open or download 
any unverified links or attachments from 
unknown sources in the chat function.

Password: *****

OTP: ******

Do not share personal or 
financial details, passwords or one-time 

password (OTP) with anyone.

Check for updates and update your 
app promptly to protect your devices from 

known security vulnerabilities.

Updating...

Google
Play Store

App Store

Download apps 
from official sources. 
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About Video Conferencing
Video conferencing apps such as 
Zoom, Google Meet, Skype and MS 
Teams allow face-to-face online 
meetings for two or more people in 
real time over the Internet without the 
need to be physically present.

Pre-requisites to learning 
the app

Learner must:

• Have a mobile device with
 a working camera.

• Have a mobile device   
 connected to cellular   
 network or Wi-Fi.

• Know how to download
 an app.

• Have an active email   
 account. 
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Zoom MS Teams Google Meet

Share Screen Share Screen

Share

Share Screen

Chat

1

Chat

Chat

Chat

Chat

Show Video Hide Video Show Video Hide Video

Camera Camera

Show Video Hide Video

Mic

MuteUnmute

Mic

MuteUnmuteMuteUnmute

Common Features across Different Video Conferencing Apps

Show video so that participants can see you.

Hide video so that participants cannot
see you.

Share screen to show the content
you want your participants to see.

Tap “Chat” to type and send messages
to participants.

Unmute the mic so that you can speak.

Mute the mic so that you will not be heard.
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Common Features across Different Video Conferencing Apps

Zoom MS Teams Google Meet

End Call

Leave

Reactions

Participants

Participants

Participants

End Call

Reactions

Raise

Participants

End Call

Reactions

Leave the call.

Respond/react during meeting by 
tapping on “Raise” to raise hand or 
“React” to select your emojis.

Show participants.
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Common Steps to Use a Video Conferencing App

Join a meeting by entering meeting invite details or tap on meeting link, then tap “Join”. 1
Zoom Google Meet
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Common Steps to Use a Video Conferencing App

In the meeting, you can tap to “Mute” if you do not wish to be heard or 
“Unmute” if you wish to speak.2

Zoom Google Meet
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Common Steps to Use a Video Conferencing App

In the meeting, you can tap to “Start Video” if you want other participants to see you 
or hide video if you do not wish to be seen by other participants.3

Zoom Google Meet
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Common Steps to Use a Video Conferencing App

4 In the meeting, you can give a reaction by selecting appropriate emojis.

Zoom Google Meet

C
om

m
on

 S
te

ps
 to

 U
se

 a
 V

id
eo

 C
on

fe
re

nc
in

g 
A

pp

10



Common Steps to Use a Video Conferencing App

5 You can chat with “Everyone” or a particular participant by using the chat function.

Zoom Google Meet
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Common Steps to Use a Video Conferencing App

6 Tap “End” or “Leave” if you wish to leave the call. 

Zoom Google Meet
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Sign up for a Zoom Account

2 Select Sign Up

1 Launch the Zoom app on 
your home screen

Download
“Zoom” app from 
Apple App Store or 
Google Play Store 
and launch it. 

3 Enter your birth year
and select Continue

4 Enter your email address 
and select Continue. You 
can also sign up using 
your Google, Apple or 
Facebook account
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Sign up for a Zoom Account

6 This is an example of the 
email you would receive 
with the 6-digit code

5 Key in the 6-digit code 
from the email sent to 
your email address

7 Enter a strong password 
and select Create account
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Sign up for a Zoom Account

9 Select Check It Out to trial 
the chargeable app or 
select Not Now to skip

8 Personalise your profile 
now or select Not Now
to skip

10 Account setup is complete. 
Select Get started to start 
using Zoom
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Manage Settings

1 3 Set your preferred 
settings

3 Select MeetingsSelect More
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Sign in to Join a Meeting

1 Select Sign In to join
a meeting

2 Select Join 3 Enter meeting invite 
details and select Join
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Sign in to Join a Meeting

Select Wifi or
Cellular Data

Adjust your video and
mic settings

4 5 Tap on the Mic icon to mute or 
unmute the mic

• Mute – Participants cannot
 hear you

• Unmute – Participants can
 hear you

Tap on the Video icon to show or 
hide video 

• Show video – Participants can
 see you

• Hide video – Participants cannot
 see you Si
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Adjust Video Background and Effects

1 2 3 Select your preferred 
background or effects

Select More Select Background
& Effects
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Interactions during the Meeting

1 Select Reactions to 
interact with participants

2 Select your preferred 
emoji
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Chat with Individual and Group Participants during the Meeting

1 Select Chat 2 Select Everyone to chat 
with everyone. Input text 
and tap the Send button

3 Tap the names of
selected participants to 
chat with them. Input text 
and tap the Send button

Everyone (In Meeting)

Amy Tan

Irfan Hakim
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Share Attachment in the Chat

2 Select a Photo or File1 Select the recipient of 
your attachment and tap 
the + icon

3 For Photo attachments, 
allow access to Photos
and make your selection
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Share Attachment in the Chat

5 Make your selection and 
tap Send

4 For File attachments, 
select File again
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Share Screen

2 Select the screen to
share other items

1 Select Share to let
other participants see 
your screen

3 For example, you can 
select an image to share 
it with other participants
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Share Screen

4 Screen sharing 5 Select Stop Share to stop 
sharing your screen
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Select End to leave
the meeting

End the Meeting

This resource takes reference from Zoom Video Communications, Inc.
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For more information and 
to find your nearest SG 
Digital community hubs:

IMDA Contact Centre

+65 6377 3800
info@imda.gov.sg

© 2023 Info-communications Media Development Authority. All rights reserved.
No part of this resource may be used or copied without explicit consent from IMDA.
Materials used in connection with this guide may also be subject to copyright protection. 
These are not limited to: documents, slides, images, audio, and video. Unauthorized retention,
duplication, distribution, or modification of copyrighted materials is strictly prohibited.


