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Business Process Manual 
How to set up & join a WhatsApp Group Chat. 
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The first step in learning how to use WhatsApp is installing the app, and it can be finished in 

just a few minutes. As mentioned above, the app is completely free and only requires a phone 

number to sign up. 

How to install WhatsApp 
1. Install the app from the Play Store (Android) or App Store (iPhones). 

 

2. Launch the app from your phone by clicking the icon and approve the requested 

permissions. 

 

https://andauth.co/rhSlvO
https://andauth.co/whatsappios
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3. Enter your phone number and tap Confirm. 

 
 

4. Enter the verification code received via SMS (WhatsApp may do this automatically). 
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5. Import existing contacts into the app (optional). 

 

 
 

That’s all there is to it! You’re now ready to start chatting with any of your contacts that have 

WhatsApp installed. You can also manually add contacts to WhatsApp if you don’t want to 

import your entire contact list. 
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How to set up your WhatsApp profile 
Before you start chatting, there is one more step you may want to take. Creating a profile will 

help your contacts know who you are, even if they don’t have your number saved in their 

contacts. You can add a picture, name, and a short bio. 

Profile photo 

1. Go to WhatsApp > tap More options  > Settings. 
 

 
 

2. Tap your profile photo > Camera icon. 
3. You can choose a photo from your gallery, take a new photo with your camera or 

remove your current photo. 

Name 

1. Go to WhatsApp > tap More options  > Settings. 
2. Tap your profile photo and then tap your name. 

Note: This name will only appear for contacts who do not already have your contact info 
saved in their phone's address book. 
 

About 

https://faq.whatsapp.com/en/android/21228643
https://faq.whatsapp.com/en/android/21228643
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1. Go to WhatsApp > tap More options  > Settings. 
2. Tap your profile photo and then tap your about. 

3. You can create a custom about or select a pre-filled about. 
Note: Your about can't be empty. 

Status 

1. Go to WhatsApp > Status screen. 
2. Tap the status icon. 
3. You can take a new photo or record a new video, or choose an existing one from the 

picker, then tap the send  button. 
 

How to Create a Group. 
Once your contacts have been imported you can create a new group chat by clicking on the 

message box icon in the bottom right,  

 

 

Then click “New Group”, from the options:  

 

 

 

Search and add the members you’d like to connect with in the chat: 

https://faq.whatsapp.com/en/android/21228643
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Click next to go to the “New Group” creation page: 

 

From here, you can: 

• Add a "Group Subject" to name the group (25 character maximum). 

• Add a photo by tapping the camera icon on the left of the Group Subject field. 

• Delete participants from the group before you officially form it. 

 

Then click create and you have your first group: 
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How to start a Video Call 
 

To place a video call: 

1. Open the chat with the contact you want to video call. 

2. Tap Video call . 
 

 

Receiving a video call 

When someone video calls you, you'll see an incoming WHATSAPP VIDEO CALL screen, 
where you can: 

• Swipe up to accept . 

• Swipe up to decline . 

• Swipe up to reply  to decline the call with a quick message. 
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To make a group video call from a group: 

1. Go to the group you want to video call. 

2. Tap Group call . 
3. Search for or select the contacts you want to add to the call. 

4. Tap Video Call . 
 
 

To make a group video call from the CALLS tab: 

1. Go to the CALLS tab. 

2. Tap New call  > New group call . 
3. Search for or select the contacts you want to add to the call. 

4. Tap Video Call . 
 
 

To make a group video call from an individual chat: 

1. Open the chat with one of the contacts you want to video call. 

2. Tap Video call . 

3. Once the contact accepts the call, tap Add Participant . 
4. Search for or select another contact you want to add to the call. If prompted, tap ADD. 
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How to use WhatsApp Web 
If you are the type of person that prefers typing on a keyboard (or just don’t like looking at 

your phone all day), you can also use WhatsApp from your web browser. You’ll need to keep 

your phone nearby, but it can be a very convenient way to chat or send files from your PC or 

Mac. 

How to use WhatsApp Web 

1. On your computer browser, navigate to web.whatsapp.com 

 

2. Open WhatsApp on your phone, tap the three dots in the top right,  

 
 

 

 

 

 

 



BPM V1.0  30/03/2020 

3. then click WhatsApp Web. 

 

 
 

 

 

4. Tap the plus icon at the top right. 
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5. Point your phone camera at the QR code on your computer screen. 

 

 
 

6. WhatsApp should instantly log in on your computer. 

 

 
 

If you don’t want to use a browser, you can also install the WhatsApp Web app directly on 

your computer. If you think someone is using WhatsApp Web without your permission, you 

can remove access from your phone by following the first two steps above. 


