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A note about this chapter
Hello

I’m going to pop one of these at the start of each chapter in our little 
serialisation.  It just puts what you’re about to read into context – and 
I’m not above dropping in the odd exclusive tip for you Inner Circle 
members too...

So – we’ve written an awful lot about technology over the years, 
showing you how to use your PC, laptop, tablet or smartphone to do all 
sorts of things.

But possibly the best thing this technology (tablets, phones and 
computers) can do for you is help you keep in touch with your family 
and friends.  It’s amazing, the different ways these gadgets can help 
you be closer to people who don’t live that close – or even those who 
do.

And it’s especially important at the moment!

Covid-19, and the lockdown that’s come with it, have changed the way 
we spend time with each other – you can’t just pop next door for a cup 
of tea, or meet up with friends for lunch.

But techology can help – whether you want to quickly drop someone a 
line to check that they’re okay... get your sister’s opinion on a new dress 
before you take the plunge and order it... or watch your grandson’s first 
steps by video call from the other side of the world!

It can be a bit overwhelming, though, all the different options you have 
for keeping in touch.  So this first chapter talks you through some of 
those options and gives you general tips for keeping in regular contact.

It’s worth remembering as you read that this book was written long 
before the virus reared its ugly head, so some of the advice in here 
might not be something you can do at the moment.

The lockdown won’t last forever though...
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Chapter 1
How to Keep in Touch  

with People
Introduction
How we keep in touch with each other has changed over the years – mostly thanks to the 
wonders of the internet.  They say that there’s more than one way to skin a cat*,  
and that’s true of communication too.  So in this book I’ll give you my best tips  
for staying in touch with your nearest and dearest, even if they live abroad.

I’ll show you how 
to do each of these 
things (and plenty 
more besides) 
later in the book...

Back when Mum and Dad were little, it was pretty unusual for people to move very far 
from their home town, let alone their home country.  Mum’s family did though.  When 
she was little, they upped sticks, got on a boat to Australia and lived there for a while.  It 
was a pretty major decision – the only way of communicating with family and friends 
back home was by letter, and that would take weeks to get there.

Nowadays it’s not such a big deal – people tend to move about quite a bit.  It’s pretty 
common for young people to spend a year travelling abroad, or for people to retire to 
Malta or Spain.  Or for folk to just decide half way through their career that they fancy 
making a new start and emigrating to Canada.

And I’m pretty sure that the main thing that’s changed is how easy it is to communicate 
now.  It’s not such a wrench to jet off to the other side of the world for a year – or even 
forever – if you can still keep in touch at the press of a button.

If say Mum and Dad decided to move to Australia now, it would be so different from 
how it was 60-odd years ago.  Well, for a start the flight over might take a day, rather than 
going by boat and it taking a month or so!  But it’s not just that.  Mum’d be able to send a 
text from the stopover in Qatar to let me know how Dad’s back was coping with the flight.  
When they got there she could send back a picture of the new house within minutes.  She 
could put a whole album of photos on Facebook for anyone she’s friends with to have a 
look at too.  And when they were settled, she’d be able to make video calls every week, just 
like we do now from opposite ends of the country.  For most of the year it’d almost be like 
they’d never left... all thanks to a whole raft of technology you can use to keep in touch.

All this technology isn’t just useful for contacting friends in far-flung places – you can 
use any or all of the methods in this book to keep up with people closer to home too.  
And you needn’t feel you have to get to grips with all of them at once either.  With so 
many options, it can get a bit overwhelming!  I’d suggest taking a look at something more 
straightforward like calls or texts first.  Then once you’re feeling confident, you can tackle 
something newer like video calls or instant messaging.  Before you know it, you’ll have 
plenty of tricks up your sleeve!

The other side of the world doesn’t seem so far 
away any more...

*No cats were harmed in the making of this book.
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Tips for Staying in Touch

Make the time to stay connected
Everyone seems to be busy as bees these days, but setting aside a particular time to catch 
up with friends and family is a great way to stay in contact.  It doesn’t really matter how 
you keep in touch with them – it could be a weekly Skype session like I have with my 
parents, it could be a planned meet up in person, or a phone call.  The main thing is to 
make time for each other.

You do need to make sure that it’s a time that works for both of you – which can be tricky 
when different time zones are involved.  If you’ve got friends and family living in other 
parts of the globe, working out the time difference between you can be a fiddle.  You don’t 
want to wake someone up in the middle of the night because you’ve counted the hours 
forwards instead of back!  That’s where technology comes in handy.

Most smartphones and tablets have a “World Clock” option in their Clock app:  
In World Clock, you type in the name of the city or country your friend lives in.   
It’ll then add a clock showing you what time it is over there, so you know if it’s  
safe to give them a ring.  Alternatively, on any device you can open up your web  
browser, type in “What time is it in Kathmandu?” and it’ll give you the answer.

You’ve probably heard some of this advice before, but hopefully there’ll be a few tips that you 
haven’t thought of (and maybe even some that you didn’t know were possible!).

If you can’t see the 
option for “World 
Clock” when you 
open your Clock 
app, look for this 
globe icon:  

Plan a Family Get-Together
Planning trips to meet up face to face is a great way to stay connected to friends and 
family.  Although the logistics can be complicated – for example, Cornwall to Cumbria is 
not an easy journey – see if you can meet halfway, or maybe take it in turns to visit each 
other.  There’s nothing quite like seeing your loved ones face to face to give you a boost.

Even if you can only manage to get together once or twice a year, the actual planning of 
a trip keeps you in contact beforehand while you sort out all the details.  And afterwards, 
you’ve got plenty of memories and anecdotes to chat about until you can plan the next 
one.  You might even get some nice photos that you can pop on the mantelpiece to remind 
you of your trip!

Some types of 
social media (like 
Facebook) tell you 
when it’s your 
friend’s birthday, 
so you can send 
them a message.

If you find that you’re never available at the same time, you might want to leave each other 
messages instead.  Emails, texts and instant messaging might be a bit less ‘in the moment’ 
than phone calls, but they’re handy if you struggle to find time when both of you are free.

If you find it difficult having a regular catch-up session, it might be easier to check in with 
them on important occasions instead.  Remembering events like birthdays and wedding 
anniversaries shows that you’re still thinking of them, despite your busy lives.  If your 
memory isn’t the best, try setting reminders in your phone or marking the dates on your 
calendar.  

Or if you read something in the paper that reminds you of your cousin Frieda’s wicked 
sense of humour, sending her a quick message to tell her about it is a fun way to let her 
know you’re thinking of her.

Try to check in when you can

There’s nothing wrong with traditional methods
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If you forget to reply to someone, don’t beat yourself up.  It’s easy to read a message from 
a friend and think “Oh lovely, I’ll reply to that later” and then completely forget about it.  
Sometimes life just gets in the way.  As long as you apologise, though, most people won’t 
be too offended – we’re all only human, after all.

It’s also a good idea to keep this in mind if a friend isn’t getting back to you as quickly 
as usual.  Rather than waiting for them to message you back, there’s nothing wrong with 
sending a follow-up message to check in with them.  Maybe give them a day or two first 
(so they don’t feel like you’re hassling them), and try to keep the tone of the message 
gentle.  That way you sound concerned about them rather than like you’re nagging.  It can 
be a useful reminder if they’ve just forgotten to write back, but if they’re having a tough 
time some friendly concern may well be exactly what they need.

If you want to get back in touch with someone you haven’t spoken to for ages, a phone call 
might feel a bit forward.  Maybe start with a text message to test the waters – it’s much less 
intrusive to the other person.  

It can be daunting to make the first move after a friendship has drifted apart, but as long 
as no bridges were burned, there’s a good chance they feel just as bad about the situation 
as you do.  And if they don’t get back to you, you haven’t lost anything.

What to do if you’re worried about losing touch

Social media is designed to bring people together and let you share things with your 
friends.  Some people reckon that things like Facebook are no substitute for face to face 
conversation, but I disagree.  Social media can be great for keeping you up to date with 
what your friends both near and far are up to, from the comfort of your own sofa (or 
wherever you have an internet connection).

And seeing what your friends post on social media gives you perfect conversation topics 
for the next time you talk to them – rather than just asking what they’ve been up to lately, 
you can say “So tell me about your trip to Portugal!”  (If this is gobbledegook to you at the 
moment, don’t worry, all will become clear in Chapter 4!)

On the other hand, it’s also sensible to take what you see on social media with a pinch of 
salt.  Most people will only want to share the positives in their lives, rather than telling 
everyone that they’re lonely or struggling.  So bear this in mind if you start to feel down 
that your life isn’t as wonderful as the lives your friends seem to be living online – you 
probably aren’t getting the full story.  Also, if a friend is suddenly posting a lot less than 
usual, it’s worth reaching out to make sure they’re ok.

Use social media to stay in the loop

Send a Letter or a Postcard
Good old snail mail seems to have taken a back seat these days, but there’s something 
really personal about getting a letter or postcard through your door.  Although that could 
just be relief that it isn’t another bill!  It might seem odd, singing the praises of things like 
letters and postcards in a book about using technology to keep in touch!  But I think they 
still have their place.  Sending things through the post is usually a lot slower than other 
ways of keeping in touch, though.  The more high-tech methods of communication are 
often quicker and easier than the more traditional ones, once you know how to use them – 
and that’s the idea behind this book.

People don’t tend 
to post on social 
media about the 
rubbish days.  
Days when the 
kids are just being 
awkward and 
annoying, you 
break a nice wine 
glass while you’re 
washing up and 
go to bed with a 
headache and a 
plaster on your 
thumb... 
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Ways to Keep in Touch

How can I stay in touch?
The main methods of keeping in touch that I’m going to show you in this book are:

On this page I’ll briefly take you through the ways of keeping in touch that I’ll be covering in 
this book.  I’ll also introduce the idea of an “account” and what that means.

• Calls and text messages

• Email

• Facebook and other social media

• Instant messages

• Video calling

• Blogging

It might be tempting to just pick one way of contacting people and stick to it, but it’s 
probably better to have more than one option up your sleeve:  

•  If you try to call someone but can’t get through, you can still get a message to them by 
sending an email or an instant message instead.

•  You might have some friends who use Facebook for instant messaging, and others who 
prefer WhatsApp.  For instant messages to work, both people need to be using the same 
app – so you might need more than one instant messaging app to stay in touch with 
everyone.  

•  And some people don’t use instant messaging at all – they prefer emails or phone calls.  

There are so many different ways to keep in touch, we’re quite spoiled for choice!  So it’s 
definitely worth trying to keep your options open.  I’ll go through the pros and cons of 
each method in more detail as we go.  

Don’t worry, you needn’t bother your bank manager!  You might have heard about 
needing to set up an “account” to use a particular app or website.

Accounts are useful because:

1) They keep track of all the things that are personal to you – any messages you’ve sent 
and received, a list of all the people you’ve contacted through the app or website, any 
settings you’ve chosen to make things work the way you want them to, etc.  

2) An account is also personal to you, meaning that it can only be accessed with the email 
address and password that you set up as the login for it.  

3) Your accounts aren’t limited to just one device.  So as long as you know your account’s 
login details, you can get to it from pretty much any phone, tablet or PC with an 
internet connection.   
This means that no matter what device you’re using, once you’ve logged into your 
account with the right email address and password, you’ll be able to see your messages 
and the list of contacts you have for that account.  So if you don’t have access to your 
phone or tablet for example, you could log into your email app from a different device 
and still be able to contact people as normal.

What’s all this I’ve heard about accounts?
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If you’re in touch with someone on a regular basis, you’ll probably have their phone 
number or email address saved to your phone, tablet or PC.  This makes them one of your 
“contacts” because you’re able to contact them – so far, so good.

Most people have more than one friend’s phone number saved, so they end up with a list 
of contacts.  This list works just like your paper address book – it’s an alphabetical list of 
people’s names and their contact details.  

But rather than having just one big address book to flick through, each app usually has 
its own individual contacts list.  That means you can end up with multiple contacts lists, 
which can get confusing.

Each app’s contacts list is stored in the account you set up for that app (see previous 
page).  So for example, your email account will have a list of contacts that you can email, 
which is saved to that email account.  Facebook has its own separate list of contacts called 
“Friends” that’s linked to your Facebook account.  And so on...

Chapter 1 – How to Keep in Touch with People

Keeping Track of Contacts

What do I mean by “contacts”?

Managing your contacts can get a bit confusing, so I’ll stick to the basics for now.  There are 
some fancier things you can do with contacts, which I’ll show you in Chapter 7 of this book.

Once you’ve created a contact using a particular account, you can get in touch with that 
person using any methods linked to that account.  Some accounts give you more methods 
than others – for example, if you have an Apple account, you can email, message or call 
anyone in your list of Apple contacts.  (Although sometimes, you need the other person to 
have an Apple account too.)  I’ll cover each of these services in more detail later on in the 
book.

It’s likely that you’ll have more than one piece of information for some of your contacts – 
say a mobile phone number and an email address.  This is where the main “Contacts” (or 
“People”) app on your device comes in handy.  If you’re finding it difficult to remember 
what contact details you have for a person, you can find their entry in your “Contacts” 
app and look at the information you have saved for them.  

Most contacts apps have buttons that let you call, text, email or Skype that person directly 
from their page of contact details (how you can contact them depends on what details you 
have saved).  See pages 6 and 7 to find out how this works.

Using your Contacts to... er, contact people

I’ll explain 
more about how 
your Facebook 
“Friends” work in 
Chapter 4.

The Contacts or People app
On your phone, tablet or PC, you’ll also have a 
“Contacts” or “People” app.  

These contacts are saved to the main account for that 
device.  On a PC or laptop that’ll be a Microsoft account, 
on an iPad or iPhone it’s an Apple account and on an 
Android phone or tablet it’s usually a Google account.  
Mind you, this can vary on some Android devices (see 
Chapter 7 for more details, as it gets a bit complicated).
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Using the Contacts App

How Contacts (or People) apps work
The Contacts app icon will look a bit like one of these:

1) When you open it, you’ll get a screen  
that looks something like one of these:

Your Contacts (or People) app is just the equivalent of an address book – only instead of 
postal addresses for the Christmas card list, it has phone numbers and email addresses.

2) The exact layout varies on different devices, 
but it’ll always have:

•  an alphabetical list of names

•  a search bar to help you find a particular name

3) When you select a contact in the list, it’ll take you to 
their details screen, which will look something like this: 
Again, the layout might be different, but most Contacts 
apps have the following options:

• edit that contact (say if they’ve 
changed their phone number)

• their name and maybe a picture

• some icons to let you call,  
text or email that person

• their phone number

• their email address

•  the option to add a new contact (usually a “+” sign), or this symbol:

4) To get out of this screen, find either the Back arrow or 
the “Cancel” button to go back to your Contacts list.

The edit option 
sometimes looks 
like a pencil, like 
this one:   
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Creating a new contact
1) Click or tap on the “Add new contact” button I showed 

you on the previous page.

2) The “new contact” screen will then open up:   
It’ll look like a mini-form for you to fill in.

3) Fill in as many details as you like by choosing the 
section you want and typing in the information.

4) If you want to add more than one piece of information, 
like an extra email address, there’s usually a plus sign  
or a down arrow somewhere 
near the first one you’ve 
added.  Click or tap it to add 
an extra piece of contact info. 
The entries are labelled 
“home”, “work”, etc.  If you 
want to change a label, select it to see a list of options.

5) When you’re finished, find the word “Save”, “Done”  
or a tick symbol somewhere on the screen to save it.

If you can’t see a 
space for adding 
a particular bit 
of information, 
try looking for a 
button that says 
“More Fields” or 
“Add Another 
Field” somewhere 
on the screen.

The “delete” 
option is 
sometimes at the 
very end of all the 
information for 
a contact – so if 
you can’t see it, 
try scrolling right 
down as far as 
you can.

6) If you want to go back and edit a contact, select their name in the list to see their 
details.  Then look for either the word “Edit” or a pencil symbol somewhere on the 
screen.  Click or tap on it to change the contact details for that person.

Deleting a contact
1) Select the contact you want to delete.  This will 

take you to the details screen for that person.

2) Look for the word “Delete” or a rubbish bin icon.   
You might have to hunt around to find it.

3) If you can’t see a Delete option, try looking  
for the “Edit” or “More” button first.

4) When you choose the Delete option, you’ll 
probably be asked to confirm that you really want to go ahead and delete them.

Getting hold of people through the Contacts app
On the details screen, there’ll be some buttons that give you the option to call, text or 
email that person (depending what contact information you have saved).  Here are some 
examples of what they might look like on your device:

Tapping or 
clicking on any 
of these icons 
will take you to a 
different app.  So 
choosing the email 
icon will take you 
to your device’s 
email app, the 
call icon will take 
you to your Phone 
app, and so on.
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To be continued...
Hello again

I hope this chapter has given you a bit of a feel for how technology 
can help you keep in touch with friends and family in these particularly 
tricky times.

In the next part, we’ll talk you through the ins and outs of phone calls 
and text messages... including how to make a call (and answer one) 
on a smartphone (not as simple as it should be!), ways to try and track 
down someone’s number if you don’t have it and how to use your built-
in voicemail service.

Until then – take care and stay safe.

All the best 
Julie Wakeling and The Helpful Book Company


