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PROJECT: DIGITAL SKILLS @YOUR LOCAL LIBRARY 

PROJECT CONTEXT 

Just 48% of people in Uganda are using the Internet, according to the Uganda Communications 

Commission (2019). The three main obstacles to Internet use are lack of free or affordable access 

to technology, lack of computer and on-line literacy skills, and limited awareness about the 

potential of the Internet. Women and unemployed youth are especially marginalized in a digital 

environment. Women and girls have limited independent sources of income, lower literacy levels 

and lack confidence with technology. Unemployed young people also struggle to afford Internet 

access and need practical and marketable digital skills. 

DIGITAL SOLUTION 

The project aims at providing affordable and accessible digital literacy skills to vulnerable 

populations (in particular, youth and women) through a nation-wide network of established 

institutions - public and community libraries, with trained librarians to assist. In addition, mobile 

digital literacy camps will be organized, bringing computers and the Internet to provide digital 

literacy training to remote rural communities. The public and community librarians will also 

introduce community members to an on-line learning platform, where they can access several 

hundred courses, covering topics such as health, parenting, computer skills, and public speaking. 

EXPECTED ACHIEVEMENTS 

A nation-wide network of public and community libraries in Uganda offering affordable, accessible 

and sustainable digital literacy training programs will work together, resulting in: 

1. Up to 25 public and community libraries across Uganda are upgrading their digital literacy 

training programs. 

2. At least 11,500 individuals gaining basic or improved digital literacy skills. 

3. At least 2,000 learners attend on-line courses to access knowledge and information 

useful in their daily lives. 

PROJECT PARTNERS  

1. EIFL (Electronic information for Libraries), Ugne Lipeikaite, ugne@eifl.net  

2. Peer 2 Peer University, Grif Peterson, grif@p2pu.org  

3. National Library Uganda, Raymond Amanyabyoona, amanyabyoonar@gmail.com  

4. Maendeleo Foundation, Asia Kamukama, asia@maendeleofoundation.org 
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MODULE 1: GETTING STARTED WITH A COMPUTER  

Time: 1hr & 30 Mins 

Learning Objectives 

● Participants should be able to switch on & off a computer. 

● Should be able to identify different programs located on the desktop. 

● Participants should know how to use a mouse and the keyboard. 

What is a computer? 

A computer is an electronic device that manipulates information, or data.  

You can use a computer to type documents, send email, play games, and browse the Web. You 

can also use it to edit or create spreadsheets, presentations, and even videos. 

A computer is more than just another household appliance. The vast amount of information and 

possibilities can be overwhelming. But you can accomplish a lot with a computer, and using one 

can be a good experience. Let's walk through getting started with your first computer. 

Turning on a computer for the first time can be different from one computer to the next. Your 

experience could be different from this lesson. It's OK to ask someone for help. 

Turning on a computer 

Let's get started! As you sit down at your desk, you can assume that your computer system is one 

of three states:  

Off: This is exactly what it sounds like: The computer is off, and no parts are running or working.  

On: When a computer is on, you should see images on the monitor, possibly hear a “whirring” 

noise coming from the CPU (hopefully not too loud!).  

Sleep Mode: Most computers have a mode called “Sleep,” in which the computer is on, but has 

assumed an energy-efficient, minimal power mode.  

The very first step is to turn on the computer. Make sure all the cables are plugged in correctly, 

and locate the power button. It's in a different place on every computer, but it will have the universal 

power button symbol (shown below). 

 

Power Button 
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Once turned on, your computer takes time before it's ready to use. You may see a few different 

displays flash on the screen. This process is called booting up, and it can take anywhere from 15 

seconds to several minutes. 

If nothing happens, there a few things you have to check: 

If you are using a laptop, the battery might be flat. Plug the charger into the socket and let the 

computer charge. 

If you are using a desktop computer, make sure all wires are connected to a power source and the 

monitor is turned on. 

Note  

Give each participant a chance to identify the power button before they switch on a computer. 

The trainer should also explain why it’s important for everyone to know the importance of the power 

button. 

Al this explanation should be made in a language participants which participants are comfortable 

with since some might not understand English but have interest to learn I.T 

The trainer should test & prepare all the equipment to be used during the training. 

The Mouse 

A mouse is a point and click device of a computer. Its main function is to open up programs/items 

on a computer. 
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Understand the following terms while using the mouse   

Clicking 

This means pressing a button on the mouse in order to perform a task. The left mouse button is 

the main mouse button and is used for so many tasks. 

Right Clicking  

This means pressing the right mouse button. Most programs use the right click to open menus but 

in games, it might be used for playing the game. 

Double Clicking 

A double click is when you quickly click the mouse button twice. This can be used to open folders, 

files, or start programs on your desktop. 

How to hold a mouse? 

● Place your palm on the base of the mouse. 

● Put your middle finger on the right button. 

● Put your remaining fingers on the far side of the mouse. 

● Your wrist should be straight, following the angle of your arm and not twisted to either side 

or higher or lower 

Tips for using the mouse: 

● When moving the cursor, look at the screen rather than your hand. 

● To single click, use your index finger to press and release the left button. 

● To double-click, press the same button quickly twice, without removing your finger. 

● To drag an item, click on it and hold the button, then move the mouse. 

● To drop an item, drag it to the position you want, then release the mouse button. 

How to hold a mouse  
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The keyboard  

You interact with a computer mainly by using the keyboard. Learning to use a keyboard is essential 

to learning to use a computer. Most people find it comfortable to place the keyboard on the desk 

directly in front of them. 

 

Note  

● Demonstrate how to insert the USB stick into the USB port.  

● Demonstrate the parts of the mouse and the function of each part referring to the projected 

handout. 

● Give them time to play with the mouse. 

● Explain that this is only a brief introduction to the mouse. They will get more time to practice 

with it in the next modules. 

● During this session, the trainer should use a physical mouse to demonstrate to the 

participants. 

● They should look for fun games/ programs that can help participants learn how to use the 

mouse and the keyboard as for example typing tutor helps first time computer users to 

learn how best they can position their hands while learning how to type into the computer. 

Working with folders 

A folder is a location where you can store your files. You can create any number of folders and 

even store folders inside other folders (sub folders). 

How to create a folder. 
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Go to the location (desktop) where you want to create a new folder. 

Right click using the right mouse button on a blank area on the desktop, point to the new and click 

folder. 

Type a name for the new folder and then press enter. The new folder will appear in the 

location selected. 

Tip: Allow participants to rename a folder with their two names. 

 

 

Copy and Paste 

Highlight or Select What You Want to Copy or Cut 

First, select the item you want to copy or cut: 

If it's a file in a folder that you want to copy (to duplicate) or cut (to move) into another folder, click 

on the file to select it. To select multiple files at once, hold down the Control (CTRL) key (on 

Windows)) while clicking the other files. 

For images, right-click on the image, then click on "Copy" or "Copy Image" depending on the 

application. 

If you want to copy some text, highlight it by clicking just before the first letter you want to copy, 

hold down the mouse button while dragging your mouse to the right, and then releasing after you 

have selected your text. 

Tip: In some applications, like Thunderbird, you can select all the text and images by right-clicking 

and choosing "Select All". 
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MODULE 2: INTERNET RESEARCH & THE WORLD WIDE WEB 

Time: 1hr & 30 Mins 

Learning Objectives 

● How using the Internet can be useful professionally and personally. 

● Participants should learn how to use the internet to search for information. 

● Understanding how a web browser works. 

● How to download e- resources from the internet like E-books etc. 

Tip: 

Start off by asking the participants what they think ‘the Internet’ means. Collect different opinions 

from across the classroom, write them down (on a whiteboard or flipchart) and discuss these 

opinions with them. 

What's the internet? 

The Internet is a global network of billions of computers and other electronic devices. With the 

Internet, it's possible to access almost any information, communicate with anyone else in the world, 

and do much more. 

The Internet is an increasingly important part of everyday life for people around the world. But if 

you've never used the Internet before, all of this new information might feel a bit confusing at first. 

What do I need to connect to the internet? 

1. A computer 

2. A modem and telephone line (if you are using dial up access) 

3. A data line of some sort (if you are not using dial up access) 

4. An Internet browser (software) and software to connect you to the ISP 

5. An account with an Internet Service Provider (ISP)  
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Why the internet? 

1. Finding information online 

2. Email/Communication 

3. Social networking 

4. For research  

 

How to use a web browser 

A web browser is a type of software that allows you to find and view websites on the Internet. 

Even if you didn't know it, you're using a web browser right now to read this page! There are many 

different web browsers, but some of the most common ones include Google Chrome, Internet 

Explorer, Safari, Microsoft Edge, and Mozilla Firefox. 

How to use internet on a smartphone/Tablet/IPad 

Show the students how to turn smart phones on and off. 

Show the participants where they can find the app Google Chrome, ask them to open it. 

Explain that as you said before, Google Chrome is a web browser or a program that is used to 

view different parts of the Internet through ‘web pages’. Web pages are kind of like newspapers, 

magazines or posters that make it possible for people to communicate or learn new things. 

Tip: Make sure all participants have a web browser on their phones to make sure they are following 

whatever you're telling them to do. 

Explain that each web page has an address that is called a ‘URL’ (Universal Resource Locator). 

The address usually starts with ‘www.’ and ends with ‘.com’, ‘co.ug’ or something similar and is 

seen on the address bar – show the participants where the address bar is on their screen. 

Explain the following terms and show participants where these are on their screen: 

Address bar / Search bar 

Back & forward 

Tabs & windows 

Activity 

1. Ask the participants to search for information about government services offered in their 

district. 
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2. Show the participants how to close the app, how to shut down the smartphone. Ask them 

to do it. 

 

 

 

 

 

 

 

MODULE 3: ONLINE SAFETY  

Time: 1hr 

Learning Objectives 

● How can participants use the Internet in a safe and responsible way and still have fun. 

● Participants should be able to recognize potentially unsafe, dangerous or risky online 

situations and behaviors. 

● Participants should know the rules for avoiding unsafe, dangerous or risky online 

situations and behaviors. 

ONLINE SAFETY 

Global computer networks provide us with various communication and information exchange 

facilities. In which big to small users of the internet cheated on the internet. Cyber and computer 

crime is increasing today. Around the world, the use of the internet in our daily life has increased. 

Being safe online means individuals are protecting themselves and others from online harms and 

risks which may jeopardize their personal information, lead to unsafe communications or even 

affect their mental health and wellbeing. 

What key risks people are likely to face online? 

1. Online bullying and harassment 

2. Sexting/Sexcasting  

3. Inappropriate and unwanted contact or advances 
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4. Revealing personal information that can make them vulnerable or open to fraud 

5. Accidental exposure to inappropriate images or content 

6. Viruses, spyware, phishing scams etc. 

7. Illegal file sharing or piracy of music, film or software 

Internet Safety Tips 

1. Look for what you consider to be appropriate online. 

2. Be cautious online, particularly when you’re chatting or corresponding with people they 

don’t know. Discuss with them that all that they are told and read online may not be true. 

3. Be very cautious about giving out personal information on the internet like your name, 

home address, school name, or telephone number. 

4. Interacting with old and new friends 

5. Be kind online. It’s OK to disagree, but don’t be disagreeable. 

6. If you get together with someone you first met online, have the first meeting in a public 

place. 

7. Know how to report abuse or block anyone who bothers you and others on social media. 

8. Be very cautious before sharing intimate photos with anyone, even someone you trust. A 

friend can become an ex-friend and once an image is online, it may be impossible to 

have it removed. 

9. Be cautious about sarcasm and humor. Something that may be funny in person, could be 

misinterpreted online. 

Security and passwords 

1. Use strong and unique passwords. 

2. Don’t automatically click on links in emails. They can be fake and lead you to 

malicious sites.  

3. Make sure your phone is locked. Secure your smartphone with a PIN (minimum 4 

digit number), password, fingerprint or other method. 

4. Don’t respond to anyone who tells you your computer is infected with a virus even 

if they claim they’re with Microsoft, Apple or your internet provider. 

Note  

● This module can be an open discussion with the participants.  

● The trainer should emphasize the importance of online safety and why they should 

put in practice. 
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MODULE 4: DEVICE SAFETY  

Time: 1hr 

Learning Objectives 

● What safety tips to remember when using digital tools? 

What are possible physical threats when using digital technology? 

The participants should remember: 

1. Dust and moisture are very harmful for devices. 

2. Always keep the computer lab clean and do not approach a computer with food or drinks. 

3. Do not use your smartphone if your hands are wet or if it’s raining. 

     Tips:   

● A useful trick: If your phone should fall into water, remove the battery immediately and put 

the phone into rice. The rice will suck the moisture out of the device. Do not connect the 

battery or turn on the device before you are 100% sure the device is completely dry. 

● If your device’s battery should ever look deformed (swollen, twisted), do not use it! A 

deformed battery is dangerous. 

● Don’t leave devices unattended, or in vehicles, even if locked. 



 

16 

 

● Shoulder surfing – be aware of who’s around and behind you, watching your screen. Do 

not watch other people’s screens while they use their phones or computers for personal 

matters. 

● If you use a shared device or give your device to someone else, always make sure you 

have logged out of all of your accounts! Do not give access to your social media or other 

accounts to other people. 

● Be mindful of your battery use – if you waste your smartphone’s battery, you might not be 

able to make a call if you really need to. For example you might need to call someone for 

help, but you have spent your battery on playing games all day long. 

 

 

 

 

 

 

MODULE 5: GOOGLE TOOLS 

Time: 1hr & 30 Mins 

Learning Objectives 

● Participants should set up Google accounts. 

● Understand how Google tools work.  

● Participants should be able to sign in and out of their Google account. 

My Google account 

Sign in to your Google Account, and get the most out of all the Google services you use. Your 

account helps you do more by personalizing your Google experience and offering easy access to 

your most important information from anywhere.  

Why should you have a Google account? 

Helps you 
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When you’re signed in, all of the Google services you use work together seamlessly to offer help 

with everyday tasks like syncing your Gmail with your Google Calendar and Google Maps to 

make sure you’re always on top of your schedule. 

Built for you 

No matter which device or Google service you’re using, your account gives you a consistent 

experience you can customize and manage at any time. 

How to create a Google account? 

When you create a Google Account, they will ask you for some personal info. By providing 

accurate info, you can help keep your account secure and make our services more useful. 

Go to the Google account Sign In page. 

Click Create account. 

Enter your name. 

In the "Username" field, enter a username. 

Enter and confirm your password. 

Click Next.  

Optional: Add and verify a phone number for your account. Click next 

Note  

1. By the end of this session participants should have a Google account and are also able to 

sign in and out of that same account. 

2. Allow each participant to have a notebook where they can record their usernames and a 

password for their Google account because they will need them in future when logging 

into those accounts. 

Google Drive  

Google Drive provides users with the ability to share files online with anyone-at any time. Simply 

drag and drop various file types into Google Drive, and you will be able to share, collaborate with 

others on your documents, and more! All users are provided with 5GB of storage for free, and 

additional space can be purchased if needed. 

Note: The participants will use their Google account details to log into their Google drive. 
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Google mail (Gmail) 

Gmail is one of the most used email services around the world. If you want to create a Gmail 

account in just a few simple steps you can create it. But before that, you need to sign up for a 

Google account. 

Note: Participants shall use the same login details to sign into their Gmail account. 

Tips on how to create a strong password for your Gmail account 

1. A strong password is one that's easy for you to remember but difficult for others to guess. 

Let's take a look at some of the most important things to consider when creating a 

password. 

2. Never use personal information such as your name, birthday, user name, or email 

address. This type of information is often publicly available, which makes it easier for 

someone to guess your password. 

3. Use a longer password. Your password should be at least six characters long, although 

for extra security it should be even longer. 

4. Don't use the same password for each account. If someone discovers your password for 

one account, all of your other accounts will be vulnerable. 

5. Try to include numbers, symbols, and both uppercase and lowercase letters. 

6. Avoid using words that can be found in the dictionary. For example, swimming1 would be 

a weak password. 

Signing in to your account 

When you first create your account, you will be automatically signed in. Most of the time, 

however, you'll need to sign in to your account and sign out when you're done with it. Signing 

out is especially important if you're using a shared computer (for example, at a library or office) 

because it prevents others from viewing your emails. 

Go to www.gmail.com. 

Type your username (your email address) and password, then click Sign in. 

To sign out: 

In the top-right corner of the page, locate the circle that has your first initial (if you've already 

selected an avatar image, it will show the image instead). To sign out, click the circle and 

select Sign out. 
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MODULE 6: GOOGLE MEET 

Time: 1hr & 30 Mins 

Learning Objectives 

● Participants should know how to organize and online meeting using Google meet. 

What is Google Meet?  
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Google is making enterprise-grade video conferencing available to everyone. Now, anyone with 

a Google Account can create an online meeting with up to 100 participants and meet for up to 60 

minutes per meeting. 

Businesses, schools, and other organizations can take advantage of advanced features, 

including meetings with up to 250 internal or external participants and live streaming to up to 

100,000 viewers within a domain. 

How to start a Google Meet 

Use any modern web browser—no download required. You can start a meeting or join a meeting 

from any modern browser on your desktop or laptop. There’s no additional software to install. 

Go to Google Meet. 

If you want to start a new meeting, click New Meeting. Choose an option: 

Create a meeting for later. 

To share the meeting details with participants for a future meeting, copy the meeting link and 

share with participants. To directly start the meeting with this link, paste the link into a browser, 

or enter the link into the browser and click Join. 

How to add people to a video meeting in progress 

You can invite people and remove people during a video meeting. You can invite people outside 

of your organization who haven’t already been added to a Calendar event. Someone from your 

organization must first allow them to attend the meeting. For meetings organized through your 

personal Google account, only the moderator can in-call invite or admit participants into the 

meeting. 

Choose an option: 

On the right, click People and then add people. 

 

 

MODULE 7: GOOGLE DOCS 

Time: 1hr & 30 Mins 

Learning Objectives 
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● Participants should learn how to create and do basic editing on a Google document.  

● They should know how to download a Google document. 

● They should learn how to share a Google document with others. 

Google Docs 

With Google Docs, you can create and edit text documents right in your browser—no dedicated 

software required. Multiple people can work at the same time, and every change is saved 

automatically. 

Why Google Docs 

1. Allows users to work across devices, with or without Internet  

2. Create, edit and share docs from your iPhone, iPad or Android devices. Use Chrome for 

Mac or PC to work in Docs even when you’re offline.  

3. Easy-to-manage sharing controls  

4. You decide who gets access to your documents and folders. Grant individuals or groups 

the right to edit, view or just add comments.  

5. Do more with third party add-ons  

6. Research topics, define words and insert citations right in Docs. With integrated add-ons, 

you can extend Docs' functionality with advanced formatting, mail merge and more.  

Getting started with Google Docs 

Write reports, create joint project proposals, keep track of meeting notes, and more. No special 

software is required. Even better, multiple people can work at the same time, you can see 

people’s changes as they make them, and every change is saved automatically. 

To start, you need a file to work with: 

In this section, you learn how to: 

Create a new file 

Import and convert existing files 

How to create a new file 

Choose an option: 

From the Docs, Sheets, or Slides homepage, above Blank, click Create . 

In Drive, click New Google Docs/Sheets/Slides Blank document or from a template. 
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Import and convert existing files 

If you have existing files, you can import and convert them to Docs, Sheets, or Slides. 

Go to Drive. 

Click  New File Upload. 

Choose the file you want to import from your computer to add it to Drive. 

In the Upload complete window, click Show file location. 

Right-click the file and select open with Google Docs/Sheets/Slides. 

 

Edit and format a Google document 

Edit a document, change how it looks, and work in it much like you did in your old program. 

Google Docs automatically saves every change you make. 

Add and edit text 

Rename your document: 

At the top of the page, click untitled document, enter a new title, and click OK. 

Add or edit text: 

Just click on the page and start typing. 
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Customize your document 

Depending on what you want to change, choose an option: 

To customize margins, page color, and orientation, click File Page setup. 

To customize text, images, tables, and more, use the toolbar options. 

Share and collaborate on files 

Share documents, spreadsheets, or presentations with individuals or large groups of people. You 

can share with people inside or outside your organization. People can make changes at the 

same time, and you can see changes as they happen. 

Note: Sharing options vary by group size: 

Up to 100:  You can let up to 100 people with view, edit, or comment permissions work on a 

Google Docs, Sheets, or Slides file at the same time.  

100 or more: When 100 people or more are accessing a file, only the owner and some users with 

editing permissions can edit the file. To let more than 100 people view or edit your file at the 

same time, publish it as a web page instead. 

Share a file or folder with specific people: 

Select the file you want to share. 

Click Share or Share . 

Under Share with people and groups, enter the email address you want to share with.  

To change what people can do to your file, on the right, click the Down arrow Viewer, 

Commenter, or Editor. 

Choose to notify people:  

If you want to notify people that you shared a file with them, check the Notify people box. If you 

notify people, each email address you enter will be included in the email. 

If you don't want to notify people, uncheck the Notify people box. 
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Click Share or Send. 

Share a link to a file or folder: 

In Drive, right-click the file or folder you want to share and select Share. In Docs, Sheets, or 

Slides, at the top, click Share. 

Note: You can only share files that you own or have edit access to. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MODULE 8: GOOGLE SHEETS 

Time: 1hr & 30 Mins 

Learning Objectives 
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● Participants should learn how to create and do basic editing using Google sheets.  

● Participants should learn how to do basic calculations using Google sheets. 

Getting started with Google sheets 

Google Sheets looks and functions much like any other spreadsheet tool, but because it's an 

online platform, it offers much more than most spreadsheet tools.  

Why Google Sheets  

It’s a web-based spreadsheet that you can use anywhere—no more forgetting your spreadsheet 

files at home. 

It works from any device, with mobile apps for iOS and Android along with its web-based core 

app. 

Google Sheets is free, and it's bundled with Google Drive, Docs, and Slides to share files, 

documents, and presentations online. 

It includes almost all of the same spreadsheet functions—if you know how to use Excel, you'll 

feel at home in Google Sheets. 

You can download add-ons, create your own, and write custom code. 

It's online, so you can gather data with your spreadsheet automatically and do almost anything 

you want, even when your spreadsheet isn't open. 

How to create a new Google spreadsheet: 

While viewing your Google Drive, click New and select Google Sheets from the drop-down 

menu. 

The spreadsheet will appear in a new browser tab. 

 

To name your spreadsheet, locate and select the untitled spreadsheet at the top of the page. 

Type a name for your spreadsheet, then press Enter on your keyboard. 
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Your spreadsheet will be renamed. 

 

Whenever you need to view or edit your spreadsheet, you can access it again from your Google 

Drive, where it will be saved automatically. 

 

You may notice that there is no save button. This is because Google Drive uses auto save, 

which automatically and immediately saves your files as you edit them. 

 

Cell basics 

Every spreadsheet is made up of thousands of rectangles, which are called cells. A cell is the 

intersection of a row and a column. Columns are identified by letters (A, B, C), while rows are 

identified by numbers (1, 2, 3). 
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Each cell has its own name—or cell address—based on its column and row. In this example, 

the selected cell intersects column C and row 10, so the cell address is C10. Note that a cell's 

column and row headings become darker when the cell is selected. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

28 

 

MODULE 9: GOOGLE SLIDES 

Time: 1hr & 30 Mins 

Learning Objectives 

Participants should learn how to create a presentation using Google slides. 

Tips: 

Divide the participants into groups of 3-5 participants. Each group should now open the Slides app 

on their phone or access Google Slides on the laptop through the following page: 

https://docs.google.com/presentation/ 

Each group should make a new Google Slides presentation with as many slides as the group has 

members (explain how to add slides and choose a design template) and one extra title page. The 

title page should be filled in with the title of the training, location and date. 

If the teams need extra help, they can read through some guidelines found online, for example 

from 

Getting started with Google Slides 

Google Slides allows you to create dynamic slide presentations. These presentations can include 

animation, narration, images, videos, and much more. In this lesson, you'll learn about the Google 

Slides interface and the basics of setting up your document, including the menu and shortcut 

toolbars, zoom settings, and choosing a theme. 

The Google Slides interface 

When you create a new presentation in Google Slides, the interface for Slides will appear. This 

interface displays the toolbar, along with the main view of your presentation. It allows you to create 

and modify slides, choose a theme, and share the presentation with others. 

Click the buttons in the interactive below to learn about the interface for Google Slides. 

 

https://docs.google.com/presentation/
https://docs.google.com/presentation/
https://docs.google.com/presentation/
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Choosing a theme 

When you first create a new presentation, Google Slides will prompt you to choose a theme. 

Themes give you a quick and easy way to change the overall design of your presentation. Each 

theme has a unique combination of colors, fonts, and slide layouts. Select a theme from the panel 

on the right side of the window, and it will be applied to your entire presentation. 

 

You can choose from a variety of new themes at any time, giving your entire presentation a 

consistent, professional look. If you want to change your theme, you can open the Themes panel 

again by clicking the Theme command on the shortcut toolbar. 

 

Working with the Google Slides environment 

Here, we'll show you how to navigate the Google Slides environment. You'll learn how to use the 

menu and shortcut toolbars, zoom in and out, and play your presentation. 

The menu and shortcut toolbars 
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The Google Slides interface uses a traditional menu system with a shortcut toolbar. The 

menus contain commands grouped by function. The shortcut toolbar has buttons for some 

frequently used commands. 

 

Showing and hiding the menus 

You can choose to minimize the menu bar to free up more space to display your slides. Click the 

Hide the menus command to hide the menu bar, leaving only the shortcut toolbar at the top of 

the window. Click it again to show the menu bar again. 

 

Playing the presentation 

When you are ready to show your presentation—or if you want to see what it will look like during 

a presentation—click the Present button to the right of the menus. You can also click the drop-

down arrow for additional presentation options. 

 



 

31 

 

 

 

MODULE 10: MICROSOFT OFFICE WORD BASICS 

Time: 1hr & 30 Mins 

Learning Objectives 

● Learning how to create, edit and save a document on the computer. 

● Learn how they can print a document using word. 

Microsoft Word Basics 

Microsoft Word is a word processing application that allows you to create a variety of documents, 

including letters, resumes, and more. In this lesson, you'll learn how to navigate the Word interface 

and become familiar with some of its most important features, such as the Ribbon, Quick Access 

Toolbar, and Backstage view. 

Getting to know Word 

If you've previously used either version, then Word should feel familiar. But if you are new to Word 

or have more experience with older versions, you should first take some time to become familiar 

with the Word interface. 

The Word interface 

When you open Word for the first time, the Start Screen will appear. From here, you'll be able to 

create a new document, choose a template, and access your recently edited documents. From the 

Start Screen, locate and select the Blank document to access the Word interface. 
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Click the buttons in the interactive below to learn more about the Word interface: 

 

Working with the Word environment 

Features of MS Word 

Home 

This has options like font color, font size, font style, alignment, bullets, line spacing, etc. All the 

basic elements which one may need to edit their document is available under the Home option. 

Insert 

Tables, shapes, images, charts, graphs, header, footer, page number, etc. can all be entered in 

the document. They are included in the “Insert” category. 

Design 

The template or the design in which you want your document to be created can be selected under 

the Design tab. choosing an appropriate tab will enhance the appearance of your document. 

Page Layout 

Under the Page Layout tab comes options like margins, orientation, columns, lines, indentation, 

spacing, etc.  

References 

This tab is the most useful for those who are creating a thesis or writing books or lengthy 

documents. Options like citation, footnote, table of contents, caption, bibliography, etc. can be 

found under this tab. 

Review 

Spell check, grammar, Thesaurus, word count, language, translation, comments, etc. can all be 

tracked under the review tab. This acts as an advantage for those who get their documents 

reviewed on MS Word. 
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Note  

1. Allow participants to open Word, and create a blank document. 

2. Participants should type at least two paragraphs telling you about their experience ever 

since they started attending digital classes 

3. Participants should Create, edit, and print documents 

4. Use selected features of WordPerfect (Spell Checker, Thesaurus, view) 

5. Relate training to their particular application of word processing 

6. Create documents with simple tables and columns (if time permits) 

Saving and Closing a New Document 

You can save a document at any point as you type it, and it’s very good practice to save every 

few minutes. That way, if your computer crashes before you’ve finished your composition, you 

won’t lose what you’ve typed. 

Follow these step-by-step instructions to save a document 

Step 1: Start a new document in Word and type your text. 

Step 2: Click File in the top left-hand corner of the screen. 

 

Step 3: From the menu, choose Save. 
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Step 4: A ‘Save’ dialogue box will come up. At the top and at the left-hand side in the list of folder 

options, it will show the folder where you’ll be saving the document. If you wish to change this 

folder, navigate through the folders on the left-hand side of the dialogue box to choose the one 

where you want to save your document. 

 

Step 5: Word will automatically give your document a name, based on the first few words of your 

text. If you don’t like the one given, once you have chosen the destination folder, type a name for 

your document in the ‘File name’ box. Come up with a name that is concise but will allow you to 

find the document easily again. 

Step 6: Once you have typed in the name of your document, click Save. 
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Step 7: Your document will now have a name, which will be shown at the very top of your document 

screen. If you make changes to your document and then save them after it has been saved 

originally, the dialogue box will not come up again. It will just save your changes without any visual 

notification being shown. 

Step 8: The ‘Save As’ menu – the link to which is on the left-hand side of the ‘File’ dialogue box, 

beneath ‘Save’ – is used to save an existing document under another name. This is helpful if you’ve 

made changes to your document and then want to save the changes, but also keep the original 

document in its original format and under its original name. 
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MODULE 11: MICROSOFT POWERPOINT PRESENTATION 

Time: 1hr & 30 Mins 

Learning Objectives 

● Participants should learn how to create a professional presentation. 

Microsoft PowerPoint presentation Basics 

Power Point is practically synonymous with digital presentations, and for good reason. If you want 

to create and edit a basic presentation in PowerPoint, you can do it with just a few clicks.  

How to Create a New Presentation 

Getting to a Slide that You Can Edit 

When you first start PowerPoint, you'll have four basic choices: 

Create a new, blank presentation 

Create a new presentation based on a formatted template 

Open a recent presentation 

Open a presentation somewhere else on your computer or network 

 

So to start with, choose Blank Presentation, and that's what you get: 
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Adding Text and Inserting Slides 

Now let's enter some text. Even though the slide says "Click to add title", you don't have to click 

anything. Just start typing. The text will automatically go into the Title placeholder. 

There is also no need to click to add a subtitle. After you type the title, with the text cursor still.at 

the end of the line 

For the slide content, you have a choice. You can create a bullet list or you can click one of the six 

symbols in the middle to insert a table, image or other type of media. 

For this exercise, let's create a bullet list.  

Type an item and press Enter to get another bullet. Until you type, the new bullet will be a grayed-

out placeholder. 

Creating a Slideshow 

Before running the show, we can apply some simple effects. PowerPoint has two distinct type of 

effects: 

Transitions: how one slide gives way to the next slide? 

Animation: the motion of text and objects within a slide 

In the thumbnails on the left side, click Slide 2 (the first bullet slide). Then on the ribbon, click the 

Animations tab. We'll make the title come in first, then make the text come in second. 

Click inside the title, then choose an animation. Notice the slide does a quick preview. Now click 

inside the text and choose the same animation. The slide now shows numbers indicating the order 

that the items will appear. 
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MODULE 12: BASICS OF TROUBLESHOOTING 

Time: 1hr & 30 Mins 

Learning Objectives 

● Participants should have an idea of what to do when a computer gets a small technical 

problem. 

Do you know what to do if your screen goes blank? What if you can't seem to close an 

application, or can't hear any sound from your speakers? Whenever you have a problem with 

your computer, don't panic! There are some basic troubleshooting techniques you can use to 

fix issues like this. In this lesson, we'll show you some simple things to try when troubleshooting, 

as well as how to solve common problems you may encounter. 

Basic troubleshooting techniques 

There are many different things that could cause a problem with your computer. No matter what's 

causing the issue, troubleshooting will always be a process of trial and error. In some cases, you 

may need to use several approaches before you can find a solution; other problems may be easy 

to fix. We recommend starting by using the following tips. 

Write down your steps. Once you start troubleshooting, you may want to write down each step 

you take. This way, you'll be able to remember exactly what you've done so you can avoid 

repeating the same mistakes. If you end up asking other people for help, it will be much easier if 

they know exactly what you've already tried. 
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Take notes about error messages. If your computer gives you an error message, be sure to 

write down as much information as possible. You may be able to use this information later to find 

out if other people are seeing the same error. 

Always check the cables. If you're having trouble with a specific piece of computer hardware, 

such as your monitor or keyboard, an easy first step is to check all related cables to make sure 

they're properly connected. 

Restart the computer. When all else fails, one of the best things to try is simply restarting the 

computer. This can solve a lot of basic issues you may experience with your computer. 

Troubleshooting specific problems 

Now that you know a few troubleshooting techniques, we'll talk about possible solutions for some 

of the most common problems you may encounter. 

Problem: An application is running slowly 

Solution 1: Close and reopen the application. 

Solution 2: Update the application. To do this, click the Help menu and look for an option to Check 

for Updates. If you don't find this option, another idea is to run an online search for application 

updates. 

 

Problem: An application is frozen 

Sometimes an application may become stuck, or frozen. When this happens, you won't be able to 

close the window or click any buttons within the application. 

Solution 1: Force quit the application. If a program has become completely unresponsive, you can 

press (and hold) Ctrl+Alt+Delete (the Control, Alt, and Delete keys) on your keyboard to open the 
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Task Manager. You can then select the unresponsive application and click End task  

 

Solution 2: Restart the computer. If you are unable to force quit an application, restarting your 

computer will close all open apps. 

Problem: The computer is frozen 

Sometimes your computer may become completely unresponsive, or frozen. When this happens, 

you won't be able to click anywhere on the screen, open or close applications, or access shut-

down options. 

Solution 1: Restart Windows Explorer. To do this, press and hold Ctrl+Alt+Delete on your 

keyboard to open the Task Manager. Next, locate and select Windows Explorer from the 

Processes tab and click Restart. If you're using Windows 8, you may need to click More Details 

at the bottom of the window to see the Processes tab. 

 

 

MODULE 13: VIDEO MEETING TOOLS 

Time: 1hr & 30 Mins 

Learning Objectives 

● Participants should know how to use zoom to communicate with other via video 

● How to set up a zoom meeting. 

● How to use Zoom on your computer or mobile device  

You can use Zoom to participate in or host video meetings on your computer or mobile device. 

Zoom is a video conferencing service used by companies and universities for remote 

communication. 

Its basic functions include the ability to chat and call individual contacts, as well as schedule 

meetings for future events 
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How to use Zoom on your computer 

Make sure you have the zoom application on your computer. 

Open the browser of your choice on your computer and head to the Zoom website to create and 

manage an account. Click on "My Account" after logging in to bring you to your account details. 

        

    

You can schedule, join, or host a meeting at the top of the screen. Click on any of these three 

options and follow the prompts to set up or join a video call online. To join a call, you'll need the 

Meeting ID or name. 

On the left hand side, you'll find a variety of options, including the first and perhaps most important: 

Profile. This is where you can change your profile picture, edit your email or password, and make 

other changes in this settings section. You'll also find the option to sign out of Zoom on all of your 

devices at the bottom of this page. 

    

Other tabs on the left hand side include webinars, recordings, and your settings. The webinar 

feature can only be enabled if you pay for an account, and recordings will direct you to enable the 

feature for you and your meeting participants. 

https://www.businessinsider.com/category/mac
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You'll also find more advanced settings towards the bottom of the left panel, including managing 

users and rooms. You can also upgrade your account under "Billing," or manage your payment 

information if you've already upgraded to Pro, Business, or Enterprise.  

How to use Zoom on your mobile device 

The mobile version of the app on iPhone, iPad, and Android offers a simplified version of the online 

Zoom platform, and the main tabs are found at the bottom: Meet & Chat, Meetings, Contacts, and 

Settings. (The setup is slightly different due to limited space.) 

"Meet & Chat" combines the desktop "Home" and "Chat" tabs. The main options are found at the 

top: New Meeting, Join, Schedule, and Share Screen. Below, you'll see recent call and chat history, 

along with any outstanding Contact Requests. Tap to view the chat with any contact or to accept 

a request. You can also tap the star icon in the top-left corner to view your favorites or the pencil 

icon in the top-right corner to draft a new message    

"Meetings" shows a lineup of upcoming events. You can also start a call, send an invitation, or edit 

a current event at the top of the page. Tap to begin any one of these options and follow the prompts 

provided. Your "Personal Meeting ID" is your unique code to start an individual meeting. Tap on 

an upcoming meeting to view its details or delete it entirely. Tap on a meeting and you'll also find 

the option to add invitees and send invitations to these contacts via email or text message. 

  

 

 

 

MODULE 14: BASICS OF DIGITAL MARKETING  

Time: 1hr & 30 Mins 

Learning Objectives 

● Understand what social media is and how this new type of media works  

● Develop skills in using the predominant social media tools currently available for small 

businesses 

● Know the advantages of the digital marketing 

What is digital marketing? 
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The first step in our introduction to digital marketing is to determine what it is exactly. Essentially, 

it’s a term used to describe any marketing efforts that take place on the internet or on a digital 

device. There are many different channels that businesses use to entice customers into buying 

their products and services.  

Why digital marketing? 

1. The ability to interact with your prospects and learn exactly what they are looking for 

2. The ability to reach a global marketplace 

3. You can save money and reach more customers for less money than traditional 

marketing methods 

4. Get to know your audience and allow them to know you personally which can help to 

create brand loyalty 

5. You can track responses to your marketing efforts immediately 

How to Do Digital Marketing 

1. Define your goals. 

2. Identify your target audience. 

3. Establish a budget for each digital channel. 

4. Strike a good balance between paid and free digital strategies. 

5. Optimize your digital assets for mobile. 

How to Create a Facebook Account 

Have you ever thought about creating a Facebook account? Maybe you haven't decided to join 

this social network yet, but you're curious. Or maybe you already use it regularly but want to know 

how you can further customize your account, better configure your privacy settings, or create a fan 

page. 

From the Computer 

Go to www.facebook.com 

Enter your name, email or cell phone number, password, date of birth, and gender. If the 

system indicates that your password is not secure enough, try adding more characters or 

combining upper and lower case letters. 

Click Create an account (remember you must be at least 14 years old to do this). 

Finally, you'll need to confirm the email address or cell phone number you entered earlier. To 

confirm the email, click or tap on the link in the confirmation email you receive. To confirm the cell 
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phone number, you must enter the code you received by SMS in the Confirm box, which will appear 

when you log in. 

From your mobile device i.e. Smartphone, tablet and IPad 

The first thing you'll need to do to create a Facebook account is to install the Facebook 

application on your cell phone. To do this, go to the corresponding app store (App Store for 

iPhones and Google Play for Android phones), find the Facebook application and download it. 

If you have space problems on your cell phone, you can download Facebook Lite, which is a 

reduced version of the Facebook application. It takes much less time to install, but retains the 

same basic functions as the normal application. 

Once you have downloaded and installed the application, open it. On the home screen, and click 

Create Facebook Account. 

Then click next. 

Enter your first and last name. 

Enter your date of birth. 

Enter your gender. 

Enter your mobile number for verification. 

Choose a password. 

Finally, click on Register. If there is a problem with your password, the system will ask you to go 

back and change it. 

And that's it! The application will automatically log in. You can tell it to remember your password 

so that you can log in by touching the application, without having to write down your details each 

time. 

How to create a Facebook Page? 

Pages are for businesses, brands, organizations and public figures to share their stories and 

connect with people.  

To create a Page: 

Go to facebook.com/pages/create. 

Click to choose a Page type. 

Fill out the required information. 

https://www.facebook.com/ajax/sharer/?s=34&appid=239655269434058&id=104002523024878&p%5B%5D=104002523024878
https://www.facebook.com/ajax/sharer/?s=34&appid=239655269434058&id=104002523024878&p%5B%5D=104002523024878
https://www.facebook.com/pages/create/?ref_type=hc
https://www.facebook.com/pages/create/?ref_type=hc
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Click Create Page. 

Step 1: Fill out your basic business info 

Open the following URL to create a business Page on Facebook: 

https://www.facebook.com/pages/creation/ 

(You can also click on the drop-down menu in the upper-right corner of any page on Facebook 

and select “Create Page”.) 

Once there, you’ll see two options — “Business or Brand” and “Community and Public Figure”. 

Since we are creating a Facebook Page for your business, click “Get Started” under the “Business 

or Brand” box. 

There will be a few fields to fill out (some will appear only after you have chosen a category): 

Page Name 

Categories 

Address 

Phone number 

Keep in mind that you can change the category (but not the name) later on if needed. 

Step 2: Add a profile photo and cover photo 

You can then upload your own image to use as the background and edit the text to say whatever 

you’d like. If you’re looking for high-quality image options, we’ve compiled a list of our favorite 

sources for free social media images. 

Once you have uploaded your Facebook Page’s profile photo and cover photo, you’ll be brought 

to your newly-created Facebook Page! Here’s mine: 

Here’s a pro tip: You can even upload a cover video or feature a slideshow of images! 

Step 3: Fill out your Page information completely 

Right in the middle of your new Facebook Page, Facebook will show you a few tips to complete 

your Page set up. Clicking on “See All Page Tips” will bring up a pop-up with several steps to fill 

out your Page information. 

Alternatively, you can also “Settings” and “Page Info” to fill out your Page information. Here are the 

things to fill out: 

https://www.facebook.com/pages/creation/
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Description – Let people know what your Page is about in 155 characters. 

Categories – Categories can help people find your Page. Choose up to three categories. 

Contact information – If you have a business phone number, website, and email address, add 

them here. 

Location – If you have a physical store, share your address here. 

Hours – If you are only open on selected hours, state them here. 

More – You can even state a price range (if you want). 

All of these details will appear on the About tab of your Facebook Page, where you can add even 

more information, such as your business’s story, awards, menu, etc. 

Step 4: Customize your Page 

Facebook allows you to customize your Page even further. In your Page settings, there’s a 

“Templates and Tabs” tab. This tab lets you configure how you want your Page to have and to look 

like. 

Tabs are essentially different sections of your Page, such as your posts, your photos, reviews of 

your business, etc. You can decide which tabs you want on your Page and their order on your 

Page. 

 

 

Step 5: Add collaborators to your page 

If you plan on sharing your Facebook marketing duties with a team, you’ll want to grant access for 

various folks and various roles. 

Here are the roles that you can choose from: 

Admin – Complete and total access to everything (you are an admin by default) 

Editor – Can edit the Page, send messages, and post as the Page, create Facebook ads, see 

which admin created a post or comment, and view insights. 

Tips & Tricks for creating good stories for your page 

Master the Basics of Stories 

● Locate and use the text, drawing and color tools in stories. 
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● Locate and add stickers to stories. 

● Identify and use type mode. 

Add Motion to Your Story 

● Find and apply the Boomerang looping video technique. 

● Locate and use the rewind camera. 

● Apply face and photo filters. 

Advanced Tricks 

● Learn to apply gradient colors to text. 

● Identify and apply the motion pinning effect. 

● Execute the tap to reveal technique. 

● Stack multiple effects on stories. 

10 tips for using Facebook Live 

Now that you know exactly how to go live, here are 10 tips and best practices for you to really get 

the most out of your streaming experience. 

● Plan your broadcast 

● Be yourself    

● Notify followers in advance 

● Check your Internet connection and equipment 

● Write a compelling description of your video 

● Tag other people and your location 

● Remember people might join part-way through 

● Engage with your audience 

● Reuse your work 

● Go live on a regular schedule 

 

 

 

POINTS TO NOTE 

This user guide is specifically designed for Public and Community Libraries under the Digital Skills 

@Your Library Project form 2021-2023. 
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The guide is relevant for all participants at all levels those who have some computer knowledge 

and those without any computer knowledge. However, the guide can still be used as a reference 

for those students who are doing IT as a subject in secondary.  

This user guide consists of 14 modules from getting started with a computer to Basics of Digital 

Marketing. 

In this user guide, all the content has been arranged in an easy to read way to be in position to 

offer well detailed Digital Literacy training to all the participants. 

This user guide has been an effort of all the partners on this project. 

This user Guide has been compiled by Kiddawalime Isaac (Digital Coach) 

 

 
   

 

END  


