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GETTING STARTED

	Setting up WhatsApp is simple. After downloading the app
from your relevant app store, open the app
	You’ll be prompted to input your country code and phone
number so that WhatsApp can send you a confirmation SMS
and create your user account
Then, you’ll be prompted to enter a username and picture
	WhatsApp automatically tells you which of your contacts
is using the service; you can use this as a starting point for
creating a new group and inviting new users to join
	From the main screen, you can tap on the messaging icon to
start a new conversation, look through your contacts or read
any messages that have been sent to you
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JARGON BUSTER

Using WhatsApp is easy, but here are a few things
you might like to know:

 ne grey tick – sent
O
This means the message has been
successfully sent but is waiting to be
delivered to the recipient’s phone
 wo grey ticks – delivered
T
This means the message has been
sent to the relevant user’s phone, but
not yet read. In both cases you can
assume your message has not yet
been read
	
Two blue ticks – read
This icon means the message
has been opened by the recipient,
which WhatsApp considers to
be ‘read’ – note: this is the best
indicator that someone has read
your message, but not a guarantee
	
Group
A chatroom-like environment
where all users in the group can
send messages which will be seen
by all other users (up to a limit of
100 users)

	Last seen
This refers to the last time the contact
used WhatsApp
	
Online
The user has WhatsApp open and
is connected to the internet.
However, it does not necessarily
mean they have read your chat
	
Typing
The user is writing a response to
your message
	
Mute
So that you don’t get overwhelmed
with messages from large groups
you can stop notifications for set
periods of time (8 hours, 1 week
or 1 year). You will still receive the
messages but you won’t receive
a notifications each time a new
message comes in. To turn on
mute click the group name at the
top of the message and select the
mute option

	
Broadcast List
Similar to a group in that your
message will be received by all users
on the list, but any replies will only
be seen by the list sender, not the
whole group
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CHAT AND VOICE MESSAGING

	From the main screen, you can select the individual users to
whom you wish to send voice and text messages
	Via the ‘chat’ section, you can see a list of your previous
conversations, and the writer’s pad icon on the upper right
of the screen lets you start conversations with people in your
contacts list

	N.B. You can’t start conversations with users who are not
present in your contact list, but you can be in the same group
as someone whose number you don’t have
	The basic actions for WhatsApp are the same as texting
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SENDING PHOTOS / VIDEOS / AUDIO

	Through WhatsApp, you can send new video/photos (via the
camera icon), you can send audio (via the microphone icon),
and then via the upwards arrow, you can take a photo or
video or share previously taken photo/videos, documents
or your location
	You could use this to bring your player loan scheme to life
and have clubs needing a player/s record a short message
about the fixture, the club and the gaps they are trying to fill
	Whether you are on an Android, iPhone or other, you’ll need
to allow WhatsApp access to the other tools on your phone
– camera, microphone, your location and photo/video/audio
library – for it to function best
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SENT / DELIVERED / READ

	WhatsApp offers you the ability to see whether your message
has been sent, delivered or read
	If you’re sending just to an individual, the coloured tick system
is all you need to remember: single grey tick for sent, double
grey tick for delivered and double blue tick for read
	If you’re sending to a group, you can see who’s read it by
swiping right on the message, or by holding down on the
message and selecting ‘Info’
	Note, you can only see this information if you sent the message
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GROUPS

	Creating a Group is quite simple and you can create multiple
groups for relevant communications (club officials, club
captains, umpires and scorers etc.)
	To do so, you need to click ‘Create New Group’ at the top of
the WhatsApp main screen
	This will offer you the chance to name your group, and choose
a group icon from the web, your library or a new photo
	Groups are a great way to keep up a constant conversation
with a defined set of people, and keep all messages related
to that group in one section of the app
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GROUPS ADMIN

If you set up a group, you are the Group Admin
	As Admin you can make other members an Admin of that
group once they have joined
	An Admin can delete messages, add or remove members,
and rename the group meaning you can remove inappropriate
messages and keep your group members up to date
	To add or delete an Admin, click on the Group Name at
the centre of the chat’s screen and you’ll see the list of
participants – to any of whom you can give or remove
Admin rights

JARGON
BUSTER
A group ‘Admin’
has more privileges
than other users
in a group
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BROADCAST LIST

	A Broadcast List allows you to create, save and message a list
of contacts instantaneously. Recipients receive your broadcast
message like a regular message – directly in the individual chat
	It’s a good tool to use as a newsletter for bite-sized updates
and can be sent to a maximum of 256 contacts at a time.
Email is probably still best for longer newsletters
	Recipients also do not know who else received the message
and do not know that it was sent as part of a Broadcast List
	When they respond, they only respond to you individually. In
this sense, it works like the BCC (blind carbon copy) function
in an email
	A Broadcast List is best used when you want to get a message
out/ ask a lot of people their opinion without others needing
to know their response (eg finding out the best time to schedule
a league meeting or what players’ opinions are on the new
league rules)
	In order for the specific contacts to receive your broadcast
message, they must have your phone number saved in their
contacts, so you might like to encourage people to save a
number to their contacts in order to receive updates
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BROADCAST LIST BENEFITS

	The benefit of a Broadcast List is that, once set up, it becomes
a saved list of recipients that you can repeatedly then send new
messages to without having to re-select them each time
	Dependent on your device, you will be able to set up a Broadcast
List by tapping the ‘Broadcast List’ button, adding the relevant
contacts with the ‘+’ button, and then tapping ‘Create’
	Recipients will receive the message as a normal message. When
they reply, it will appear as a normal message in your chats screen;
their reply will not be sent to other recipients in the Broadcast List.
This could be useful to trial electronic voting at meetings where
everyone replies but only you will see all the replies
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STARRED MESSAGE

	The Starred Messages feature allows you to highlight and pin
a specific message so you can quickly refer back to it later;
very useful for important updates such as regular reminders
about the player loan scheme
	To star a message, press and hold on the desired message
and tap the star; this feature is quite similar on all devices
	To un-star a message that has been starred, press and hold
on the Starred Message and tap the star
	To see the Starred Messages for a certain chat, open the chat,
tap on the name of the chat and tap Starred Messages
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WHATSAPP CALL

	Another potentially useful feature for you is the ability to make
calls via WhatsApp
	The call is made through your data connection so can be really
useful when there’s little to no signal around; it can also save on
your phone bill if you’re connected to Wi-Fi
	Simply tap on a contact, hit their number and as long as you and
your contact are on a data connection, the service will work like a
normal phone call
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AUTO-DOWNLOAD MEDIA

	By default, WhatsApp downloads all media (images, audio and
video) from any of the conversations that you are a part of when
you’re connected to Wi-Fi
	However, when you are on mobile data or roaming it only
downloads selected media (eg voice notes)
	To edit any of these options, go into ‘Settings’, then ‘Data Usage’,
and amend the download settings to suit your needs – be careful
though, automatically downloading all media may cost you if you
exceed your mobile data plan
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