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DIGITAL TECHNOLOGIES COURSE

Digital Technologies Skills has
given me the confidence and Fe e et o e
knowledge to do the things I didn’t m—
think of doing on the Internet.

Digital technologies skills gave me
great knowledge and
understanding about the way digital

technologies work.
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DIGITAL TECHNOLOGIES COURSE

It taught me how to go about using
other platforms and tools, this
course gave me the confidence to
make a promotional flyer.

Digital Technologies skills gave me
inspiration to go further in this
course.




WHAT I GAIN FROM DOING THIS DIGITAL
TECHNOLOGIES COURSE

The Digital Technologies course Examples of Windows OS Tasks
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WHAT I GAIN FROM DOING THIS DIGITAL
TECHNOLOGIES COURSE

What I achieved during this course is a lot of knowledge,

confidence and more experience on operating systems and
other platforms. I have gained knowledge on how to get the
best experience using different software and platforms.




WHAT I GAIN FROM DOING THIS DIGITAL
TECHNOLOGIES COURSE

Digital Technologies taught me more than I can say, this
course taught me what is a computer, how it works, and
that the Internet is a worldwide system of connected
computer networks. This course makes me understand
what an IP address is or Internet Protocol.




WHAT I GAIN FROM DOING THIS DIGITAL
TECHNOLOGIES COURSE
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Technology has become intertwined with nearly every aspect of our lives. Many tasks like applying for jobs or shopping for clothes have become digitized. And in the new world of work, basic digital iteracy can
help job seekers unlock new opportunities. If you are interested in leaming mare about computers but aren't sure how to get started, then this course is for you. Join senior staff instructor Garrick Chow a5 he
covers the basics of working with devices like computers, tablets, and smartphones. Using jargon-free language, he demystifies unfamiliar concepts and helps to solidify what you already knew.
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work with essential productivity programs like word processors and spreadshe
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WHAT I GAIN FROM DOING THIS DIGITAL
TECHNOLOGIES COURSE

I have also gained knowledge on different operating
system, Windows, the different software packages,
and installations, this is a great knowledge to gain
in a few months. I have gained more understanding
on office software, teams, how to store data and
more, I enjoy the course very much.




WORKING WITH COMPUTERS AND
DEVICES

There are different types of computers around,
there are tablets and phones which are mobile
devices that some people use as computers,
notebook, desktop, and laptop are all computers.
A computer is an electronic device that is made up
of different types of hardware, that can operate
multiple pieces of software.




COMPUTRE
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Basic components of a Computer

*  The Computer is made up of a number of components connected together to make
the Computer work but however here we just want to look at only few basic
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WORKING WITH COMPUTERS AND
DEVICES

Computers use software and hardware you can install other
software you would like to use, although some computer
comes with built in software. I learn that software is the
different programs that run on the computer, those are the
parts that make up the computer that you can’t physically
touch. This operates through a set of instructions, coding so
you can perform tasks.




WEORKING WITH
COMPLUTERS AND DIVECS

You can have printers, speaker
scanners which can be useful on a
computer. you have different types of
computers, a desktop computer
made to stay in a permanent place at
your home or at the workplace.




MY PROMOTION FLYER

BuY ONE YOU GET ONE
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All electrical
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you because they use a battery it is i weacl
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WORKING WITH COMPUTEWRS AND
DIEVICES

Computers hardware is the parts that make up the

computer that you can touch, desktop computer base
unit consisted of a CPU, hard drive, RAM, or memory,
keyboard, and mouse. You need an external monitor for
desktop computer to inputting information.




WHAT IS CYBERSPACE ?

Cyberspace is anywhere online.

In the real world to go online you need a network, but
remember when you are there, there

are other people there to do other things.

People can take advantage of anyone online they can do
some harm, you are liable to threats,

attacks, and vulnerabilities. You can have your personal data
stolen.




ARE YOU SAFE, WHAT IS CYBERSPACE?

Real World - Threats, Vulnerabilities and Attacks

Cyberspace is anywhere online.
Cybersecurity is about protection
against

harmful things on the internet,
Almost everyone in one way or
another is connected

to the internet.

Most companies use the internet to do
lots of their business online, also
sending emails, files, documents,
communication and more.
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COMPUTER BASICS QUICK REFERENCE
GUIDE
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COMPUTER AND IT S BENEFITS USE

A Computer can do many things, you can use a
computer to search the internet web send email,
documents, check on the new, internet banking, and so
much more. We are in a computer age computers are
here to stay and there are many benefits you can
achieve from them.




COMPUTER AND I T'S BENEFITS USE

You can accomplish many tasks on a computer
you would like to achieve including, creating
documents, sending messages, and emails, a
computer is an electronic device that has the
capability to receive information according to a
set of instructions to produce a result or output.




COMPUTER AND IT'S BENEFITS USING

Computer is a very important equipment to
have knowledge about, there are different
advantages and disadvantage using a computer.
There are computers that can be used by big
organisation what can do large data in seconds.




COMPUTER AND IT"S BENEFITS USING

a computer function with only a code according
to a set of instructions. And if the instructions are
not accurate, then it will not work. A Computer is
made up of many different components for it to
work. They connect to each other to make a
computer. computers have hardware, storage
devices, Primary storage devices, and Random
access memory.




UNDERSTANDING WAYS OF KEEPING
PASSWORDS SAFE

Digital technologies skills learning, let me understand ways of
creating a safe password to secure my ID details and documents.
Your password is very important to you so you should not have
the same password for all platforms you used. You should have
different passwords for all platforms, it makes it harder for
hackers to easily guess your password. changing your password
regularly makes it harder to be hacked.




CONNECT AND COLLABORATE FROM
ANYWHERE WITH DIGITAL TOOLS

Connect and collaborate from anywhere with digital
tools taught me the proper way of using digital tools
to connect and collaborate from in the workplace
or anywhere. This helps to improve the way I do
business, sending emails and documents in and out
of the workplace.




CONNECT AND COLLABORATE FROM
ANYWHERE WITH DIGITAL TOOLS

And it's easier to use digital tools to connect and collaborate
because it can save money, time and energy, this gives you more
advantage over your work and social life. Connect and collaborate
from anywhere with Digital Tools taught me how to send emails to
my colleague effectively while communicating and correcting your
work at the same time. It helps your organisation to contribute and
get feedback on projects you all are working on that you can
achieve your aims and success.




SENDING EMAILS IN THE WORKPLACE

Sending emails in the workplace gives me excellent knowledge
on ways of sending different topics of emails in the workplace,
and the way of addressing different types of emails.

This course taught me how to communicate effectively using
emails in and out of the workplace.




BRAINSTORM IDEAS IN A GROUP

Brainstorm ideas in a group allows you to communicate and have
a discussion with your group, hearing what your other colleagues
have to say. When brainstorming you should be engaging with your
group Brainstorm ideas in a group helps you to work through
problems, come up with new ideas that can helps you to improve
the way you think. Brainstorm make it easier for you to
Collaborate with your peers and share their ideas.




BRAINSTORM IDEAS IN A GROUP

When you brainstorm, you should understand the goal, be
ready, prepared and focus on the topic. You should also
take notes when you are Brainstorming this helps you to
think of new ideas. Mind mapping can also helps you with
visual drawing. It helps to organise all suggestions and
show you how they are related.




BRAINSTORM IDEAS IN A GROUP

You can also use digital tools to Brainstorm ideas in a
group, this can make it easier for your group Brainstorm
ideas allows you to come up with new ideas and solve
problems. This also assists you to generate more ideas
with your group, Brainstorm ideas in a group allow you to
gather more details and identifying the important ideas for
your project.




MY PROMOTION FLYER

Create a promotion flyer gave me
knowledge and skills to go on learning
more in this course, I never made
anything online before, but after doing
the promotion flyer learning, it gave
me the drive to continue in the
course.
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MY PROMOTION FLYER

It taught me how to use different
tools, colours, shapes, and formats
that gives me access to create
projects and show my ability. I will
continue using these learning skills
to work on projects in the future.

BuY ONE YOU GET ONE
FREE

All electrical
appliances must go.
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AVOID ONLINE SCAM

Online scam is serious, so we must be very careful and
observe what we do on the internet. Digital skills online
learning gave me a wider understanding on how a
scammer can obtain your information, and you must
have strong passwords. Also avoid using your details on
any unsafe website. Like your Personal information, your
Social Security, bank account, or credit card numbers.




AVOID ONLINE SCAM

If you get an email or text message from a business and
you think it’s real, it is still best not to click on any links.
Instead, contact them using a website you know is
trustworthy. Or look up their phone number or the business
address. Don’t call a number they gave you or the number
from your caller ID. Resist the pressure to act immediately.




AVOID ONLINE SCAM

Legitimate businesses will give you time to make your
decision. Anyone who pressures you to pay or give them
your personal information can be a scammer. Never pay
someone who insists you pay with a gift card or by using a
°money transfer service. And never deposit a check and
send money back to someone.




Cyber World — Threats, Vulnerabilities and Attacks
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ON LINE SCAM IS REAL BE CARFUL

This type of online scam is a increasing
all-over the internet, there are others that
want to sell you some things, then they can
get your information. They will contact you
by phone or email for you to buy their
products, then, little did you know your
information is stolen.




ON LINE SCAM IS REAL BE CARFUL

You can be scammed by doing any internet
transaction online when your are on a social
media platform or doing your shopping online.
Scammers can be using your email to access your
information, you got to be carful that you don’t
lose all you got to a scammer also your property, or
you can install software that is very harmful on
your device it you not carful.




LIBRARY RESOURCES

Have access to the library resources allows you to get more
information on what resources you need to find, the library show
you how to access video and the resources provided by the
library website. You can get help from the library teams with
whatsoever problems you have on your course work or books
that are valuable and you need help to find them the library
teams can assist you.




ertHE Digital Technologies Lecture

X

— 4+ @) & | (D Pageview | A® Readaloud | 1T sdnioo o i

(@ This file has limited permissions. You may not have access to some features. View permissions

[ S |
Sem 1002010

The Excel Program Screen

Formula Bar

Columns

Name - - -
Box
! A L] < 1] E F G =
' Bon Voyage Excursions
|3 Ex I Jan Feb Mar Total
| # [Beiiing -l—{_ Active Cell [7.010 6,520 19,540
| 5 Las Vegas 3 28,125 37,455 100,830
| & Buenos Aires 20,850 17,200 27,010 65,060
Rows —{ | 7 Paris 33,710 29,175 35,840 98,725
& Tokyo 12,510 14,750 11,490 38,750
] Total 108,330 96,260 118,315 322,905
0
n
|52
L2
r Sheet! - .
12 B o ) i n
Worksheet Tab

Excel Fundamentals

Select a Cell: Click a cell or use the keyboard
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AVOID ONLINE SCAM

Legitimate businesses will give you time to make
your decision. Anyone who pressures you to pay
or give them your personal information can be a
scammer. Never pay someone who insists you
pay with a gift card or by using a °money transfer
service. And never deposit a check and send
money back to someone




LIBRARY RESOURCES

In the library resources you have
access online search on the topic
of your choice, you can use the -
tools on the site, there are articles
that you can have access at the
library to eBooks, this is a big help
for students if you have any
difficulty.




OFFICE SOFTWARE PRODUCTS

Words

EXCEL
POWER POINT.




WORDS DOCUMENT

CertH Digital Technologies Lecture

allows yot®o write documents, letters

and more, in words you can set a table.

You change the font type, change the 8 oot anat
colour of Font and edit your work. ¥ b ot
Words consist of the ribbon, title bar,

help display options, and the quick

access toolbar. In the ribbon you can

have all options you need to do your :
documents’ you can flnd a new &g‘\:\:ntgdﬁwrﬁ;?g‘Word Document
commander or one you were working on.
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WORDS DOCUMENTS

You can edit and format your text in the document
window, in the document you can change the size, colour
editing and so much more to the document you are
preparing. You can autosave your project for when you are
ready to finish your Document, word allows you to save
documents on one drive, and to the cloud so you can
access it when you want to, you should always make a
second copy of your Documents to be safe.




Excel can do your data average for you, all you have to do is

type in your numbers and excel will do the calculate it for you,
excel consist of cells, rows and columns. There are different
tools in excel that you can use also store data. learned about
Excel I got to understand that there is a lot you can do in
excel.




Title Bar, Quick access toolbar,

display, the ribbon the tell me files,
name box, formula bar and your
Microsoft account user info.
Learning about Excel is great, I got
to know that there is a lot you can
do in excel.
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You can use the ribbon tab to find anything you want, at

the top left you can find the quick toolbar, this gives you
quick access to use features. The ribbon allows you to find
the option you need to make a spreadsheet,




You can check your percentages on account,
the average people in your company, school

average and any average data you would like
to inquire about. Doing a formula first you
put in an equal sign then a bracket, then you
put your columns you are doing plus the
others then press enter you will get your
average, Excel lessons was great.




POWERPOINT

In the PowerPoint lesson at first it was a bit complicated,
but after reviewing it over I got to do a project. I will
continue to use PowerPoint to the best of my knowledge
going forward. In PowerPoint you have the ability to be
more creative and make new projects, you can access
different tools that make your project standout.




POWERPOINT
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POWERPOINT

You can use slides to create your project PowerPoint as different
templates tools that organised in groups to fit your project that
you can play around with on PowerPoint allows you to make
presentations, poster and change images, and design slide show,

do animation and so much more that you can create in
PowerPoint.




POWERPOINT

PowerPoint will be one of my
favourite programs to use. In
PowerPoint you have access to
search on the Internet for
images and information on
things you are interested in
doing for your project.
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APPLIED ANALYTICS

Applied Analytics Lecture taught me more than I
learned in school, I learned the right way to do maths
not the gimmick way of doing it. I understand more
on base units, quadratic function, units of
measurement, linear equations, factories, equations,
triangle measurement, force, newton law, frictional
force and more.




MATHS

I understand more on base
units, quadratic function, units
of measurement,

linear equations, factories,
equations, triangle
measurement, force,

newton law, frictional force and
more.
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ELECTRONICS PRINCIPES AND
CONCEPTE

Electronics principle and
concepts taught me the way
electricity works, I got to know - -

about the different components s 1o e toted by George Simon O
that generate electricity. I know Ncktage Cukvat atd Resistance
that is a resistor, diode, capacitor,
how current work. And so much

more.
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ELECTRONICS PRINCIPLES AND
CONCEPTS
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This course
e 200 \What is Ohm’s Law? e o A0 Lk you Hloby o
encouraged me to Ohm’s law state that the Current through a conductor is directly

proportional to the voltage across the same conductor and inversely
proportional to the resistance, provided the physical properties and

go On to more the temperature remains constant.
SUCCeESS.
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DIGITAL TECHNOLOGIES SKILLS IS
GREAT LEARNING, GREAT SKILL.

I will take what I learn from this
course to farther my knowledge to
improve my self to do great in the

workplaces






http://www.tcpdf.org

