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MODULE 3: Digital Communication, Content Sharing and
Responsible Practices. How to share the digital content
through digital platforms?

CONTENT 3.2: How to use a messaging application:
Whatsapp Business

5e Sl KOCAELI
QT LT
s BeufFA

This project has been funded with support from the European Commission. This publication reflects the views of the author only, and the Commission
is not responsible for any use that may be made of the information contained therein. 2022-1-TR01-KA220-VET-000088431

. . i
Ua ﬁgmvér"s‘fd‘ad Z: r:goza EEE,%D%”E \\\

B = =s

eluowiyed

Co-funded by
the European Union




o LESFT
[=]g LOCALSS®

Step 1: HOW TO REGISTER ON WHATSAPP

4

Step 2: CREATING A BUSINESS ACCOUNT

J

[ Step 3: HOW TO USE WHATSAPP BUSINESS ]
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Bayer Crop
Science

We connect farmers in different regions with
information that will allow them to improve the
sustainability of crops
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WhatsApp © Q

Startachat:
Touch @) or [ZJand then search for or select a contact ™=

to send him a message. Write a message in the text @ ..
field. Then, it's timeo or @ to send.

@ Your personal messages are end-to-end encrypted Welcome to Sandra’s Cakes S ! How
can we help you?

Send a voice message: Tap and hold: o L ey

what city are you in?

2 Chats Updates e Sandra’s Cakes

Hi!

. . - Do you take walk-in customers? Also,
Calls: Voice or video: Tap and hold: : oo v i s

Great questions! Our business profile
has all the info you need. Tap on our
nama.or phone number at the top of
the chatwigheck it out!

Emojis, photos, attachments P
« Document, location, contact... 1

. ¥ .
the group? P
PM W v" 0
e o OO0 ) <
CETOOROE D ©
, Y - D <
Source: YouTube @ @ 00O ® O G Co-funded by
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Stcp 3: HOW TO USE WHATSAPP BUSINESS: ﬂDVﬂNCED

The WhatsApp Business application gives you several tools to help you manage your company effectively. To explore these tools,
go to the chat screen. Tap on More Options & on Android or Settings on /Phone. Then, tap Tools for the company.

Catalog:
Display and share your

products and services from
your company account.
shopping button

Tags:

Organize conversations with
your customers in useful
categories, such as "New

customers” or "Pending
orders".

Advert:
Promote a new
product or service
on Instagram or
Facebook via
Whatsapp

Messaging tools:
Use WhatsApp message templates to
create key conversations in advance.
Create automated welcome messages to
interact with new customers. Set up
absence messages to inform customers
when you will be available or create quick
answers to answer frequently asked
questions.

Direct link:
Make it easier for your new
customers to communicate with
you. Share the automatically
generated direct link with new
customers so that they can send
messages to your company.
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Catalog

R Velvet Cake
Buttermik, vonita. cream chees

Chocolate Cupcake
Oark coco, chocolate butter crea

a Carrot Cupeake
=
]
-_—
_—

£ Laman Bt Cake ao
L= Wito pound cake wih lem

Step 3: HOW TO USE WHATSAPP BUSINESS

Catalog:

Red Velvet Cake
$40

A delicious red velvet cake perfect for any
special occasion

MESSAGE BUSINESS

AERCECE- E

Messaging tools:

-
>

V4n oz

€ Set greeting message

Welcome to Sandra's Cakes! &
How may we help you?

Source: YouTube

Quick replies

| /Order received

order  confirmation

€ Away message

Send away message
Away message

Schedule

Recipients

Label chat

New customer

New order

@ & Wl 72%8

Pending payment

< Business tools

Paid
Complete
®  Customer Feedback
Messaging
+ NEW LABEL

Greeting message
: CANCEL

Away message
Reply automatically when you're

Quick replies

Reuse fre

haturgp sccount fou

° 4912200 110010

Reach more customers

Facebook & Instagram

Add Wi r unt

akos. Baked frosh dally

3

° Order complete

Labels

New customer

New order

Pending payment

Paid

Wt caben 40 you

Short link

0 Facenook
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Step 3: HOW TO USE WHATSAPP BUSINESS

Step 1: Design the ad

Taste heaven in a cup(cake)
- Chocolate cupcake
0 Sandra's Cakes 0 racesook

Your catalog items

Step 4: Appearance

.. Create your first ad
-

Instagram [CIAVC)
‘iamfta‘scakes

facebook Qe

‘ Sandra's Cakes
ponsored - @

Birthdays just got better!

Advertisement

Business profile
Your status

from Whatsapp to appear on other
networks and have customers contact
you by Whatsapp.

Qv A
See all your ads in one place

il Do Ocome (e
o Tt GEECEED | oo e e e AD ® O
Step 2: Settings and payment

Catalog
Upload photos or videos

Advertise
te ads 1 )  Take anew photo or video

]i Munoge ads

Step 3: Revision P T ———

& Online
€ Addetails

¢  Review

Ad settings 5 swp3oly
Step3of3

4,300 - 11,000 people

E Sandra's Cupcakes

‘ Sandra's Cupcakes

Ad Preview

. Your Ad

el

N
Settings
Resuits from ad
: = @ WhatsApp Sandra's Cakes
Settings =
$5a day for 10 days 0 0 \ !
View detaie BRI ] v tocetook co
_ Saw a post about your custom
Ages 18- 65+ | cakes, what sizes are available?
United States of America Total budget $59.60 Deta:
Completed
o, $500adayover 10days
Ages 18 - 65+
4L United States of America
Total budget $59.60 "

#4 21 September

Source: YouTube
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Make sure your ad

GEEIL images are:

e In' foéus
e Simple

https://www.youtube.com/watch?v=TgZ-9sfo5i0
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Catalog:

e Step 3: HOW TO USE WHATSAPP BUSINESS C.

How to create a catalogue and add products and services?

A7 1 RIS

Catal
Business settings i)

a7
0 Business Profile
Q Sandra’s Cakes s@akes

Catalog

Business settings Statistics
Create a catalog
Short link
Account
Chats
Away message
& Notifications £ Greeting message
: Quick replies
() Data and storage usage
() Help

Source: YouTube

+

Add Images

Mixed Berry Cheesecake

$24

Fresh berries, raspberry sauce, cream cheese...

xxxxxxxx.com/berry-cheesecake

CAKE247

—
e
Chocolate Cupcake
Dark coco, chocolate butter crea

Lemon Bundt Cake
f"i “l'; White pound cake with lemol

Catalog

Smakes

Mixed Berry Cheesecake
Fresh berries, raspberry sauce.

Carrot Cupcake
White chocolate, orange, cream.

i Red Velvet Cake
Buttermilk, vanilla, cream chees.
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Catalog:

How do | send my catalogue to my customers? How do people order?

" o A 1 Your cart & o ?aﬂdra‘sCakes .o

I need a quick treat for my son’s

football team. Any ideas? vanon

Our chocolate cupcakes would be
a great choice _ Sandra’s Cakes >

e aked ircads coke
cmwajond other dese t
2

Red Velvet Cake Thanks! Looking now!

Sandra's Cakes

7d like 10 buy these!

0] o

(os G o Chocolate Cupcake

Co-funded by
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How to use catalog on

WhatsApp Business

https://youtu.be/goTSdlcwygs RN Co-funded by
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https://youtu.be/goTSdIcwyqs
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Catalog:

Then, tap More
options > Hide >
HIDE

Mixed Berry Cheesecake
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https://www.youtube.com/watch?v=lzJgcZh9b2w
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Messaging tools:

Settings

Q Sandra's Cakes

Business settings

Account

Chats

Notifications

Data and storage usage

Help

Source: YouTube

3 types

Business tools

Catalog

Messaging tools

Away message

Reply automatically wt

Greeting message

Welcome new custome

~  Quick replies

rs automatically

Reuse frequent messages

>

Greeting message

< Greeting message SAVE

Send greeting message

Greeting message

Recipient:

Greeting messages are only sent when the phone
has an active internet connection

€<  Away message

Send away message
Away message

Schedule

Recipients

Send to everyone

an active internet connection

& Add quick reply

Great question! Our shop is open
Monday, Wednesday, and Friday but
you can visit our catalog here any
day of the week &

/schedule

time, date, schedule

Away messages are only sent when the phone has

SAVE

Away message

Quick replies

TODAY

Thank you so much for the cake!
It's beautiful and | can't wait to
eat it. Thanks again!

Thank you, we
Thank you for your business...

Great question! Our...

G (0]
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Messaging

toals:

The WhatsApp Business
app is here to help

Co-funded by
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https://www.youtube.com/watch?v=3SBucCcHX30



https://www.youtube.com/watch?v=3SBucCcHX30
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21 step 3: HOW TO USE WHATSAPP BUSINESS [CF

" \ Label chat
€ % Amy m New customer O
& Online Star
TOD New order il
TagS 1' Tag a Chat Cony Pending payment |
Thank you so much for Lt
It's beautiful and | can't Label message :
it. Thanks again! Pald g
Add quick reply Complete O
B  Customer Feedback
+ NEW LABEL

3. Send message per tag (send the same message to all contacts of that
tag) "We remind you of the pending payment of your orders".

€ Labels @ Emrioree €t label

2. See your labels and n? of people

Choose color

(i;‘ Gerardo Salandrz  pje1¢ japel

New customer

A1 =4 v .
" - | New order Message customers.
WhatsApp Business — &  Business tools | € Labels ‘ Jaroslav Kudritsh.
Business tools
‘ Label chat Pending payment
HAT:
‘ (o] CHATS Away message New customer New customer
New group Reply automatically when you're away
@ Maria New order (] Paid
: New order
New broadcast Greeting message Pending payment m]
Welcome new customers automatically : Order complete
Zane WhatsApp Web Pending payment Paid
AL g
Quick replies | Order complete ) Employee
= Starred messages Reuse frequent messages
ﬁ’ Amy Paid Employee
2% o : Blog Updates
Settings Labels NEW LABEL 9
¥ Organize chats and customers Order complete
Ml Kenney ™ 2 AM 457 item

Co-funded by
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Labels help keep important chats
and messages organized

https://www.youtube.com/watch?v=tz eSABrcpA

P Co-funded by
B the European Union


https://www.youtube.com/watch?v=tz_eSABrcpA

Step 3: HOW TO USE WHATSAPP BUSINESS

Direct link:

Your customers will only have to click to chat with your company directly.

Business settings

Q Sandra's Cakes

Business Profile

# Notifications

() Data and storage usage

(@) Help

Source: YouTube

Away message

Greeting message

Quick replies

Li

Short Links make it easy to message your busi-
ness. It can be used like a normal link — on your
website, in emails, and in social media posts.

«£  Share Short Link

Customize a Default Message

Catalog
Business settings Statistics e https:/wa.me/919«
Hi, Id like to order a cake for
cxeici curbside pickup. What cakes do you
ort lin! i
Account have available?
|_|:| Copy Short Link Sandra's Cakes
Hi, 1d like to order a cake for + Catalog on WhatsApp
Chats curbside pickup. What cakes

WhatsApp account found

° 4912200 110010

J

CaN 2 A | RS

€ = Sandra’s Cakes WM Y i

& = Sandra’s Cakes @ %

do you have available?
Check out our catalog to see what
cakes we offer
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Useful links

e Whatsapp Business account: Whatsapp web centre
e Whatsapp for small businesses: youtube videos list
e Blog about Whatsapp Business



https://www.whatsapp.com/coronavirus/get-started-business?lang=es_LA
https://www.youtube.com/watch?v=hjqh5c0-jGE&list=PLFzkEpkFIWT5PThrz85R51y1Pd6NCjOgI
https://engage.sinch.com/blog/how-use-whatsapp-business-company-everything-you-need-know/
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