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Introduction

Digital skills can play a powerful role in helping people connect, learn, engage with their community,
and create more promising futures. There are six Digital Literacy courses that can help individuals gain
the digital skills necessary to engage in a digital economy and improve livelihoods. These courses are
used by individuals, non-profits, schools, and governments all over the world.

You will have access to the following courses:

Work with computers

1 hour 9 minutes

This learning path will introduce you to the different parts and types of the computer
and their functions. You Will also learn the difference between operating systems and
applications and their functions. Peripherals, portable storage devices will be
discussed as well.

Access information online
48 minutes

In this learning path, you will become familiar with the concept of the internet and
how to access it. You will be introduced to the World Wide Web and how to access it
using a web browser. In addition to that, search engines will be covered, including
how to use them effectively and how to evaluate the results.

Communicate online

33 minutes

This learning path will show you how to communicate online effectively using email.
You will be introduced to web applications that are used for instant messaging
including voice and video calls.

Participate safely and responsibly online

26 minutes

In this learning path, you will be introduced to the safety risks you can face while
using the internet. You learn about online scams and how to avoid them. You will also
learn about best practices for sharing information online. In addition, you will be
introduced to cyberbullying.

Create digital content
1 hour 9 minutes

In this learning path, you will be introduced to Microsoft Office. You will learn how to
perform the basic functions in Microsoft Word. You will learn how to interact with
text, pictures, lists and other types of objects. You will deal with PDF files.

Collaborate and manage content digitally
1 hour 5 minutes

In this learning path, you will be introduced to the cloud services like OneDrive and
how to apply their basic functions. You will also learn how to collaborate with others
on Word documents. In addition, you will learn to use Microsoft Outlook to manage
your tasks, time and contacts.

This is a step-by-step guide which will enable you to register for these courses and show you how to
get started.
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Creating an Account (New Users)
1. Navigate to the following URL: https://online.masterskill.co.za/.

2. The following landing page is displayed:

M Synrgiselean X  + v - o X

&« 5 C (O & onlinemasterskill.co.za/index.php Q ©» % 0O :

B cicup [ mTickets == Jetweb we WeTransfer @ MSKOILMS @ Synrgise SCORMS W@ CompPressJPG M OnlineMsK ¥ Curriculum download.. @) Standard Bank Online... [}, Practice Labs
“ o

masterskill

education through innovation

Forgot Your Password?

ogin

TRAINING
MATERIALS

3. Click on the GUEST LOGIN button. The following page is displayed:

M SynrgiseLeamn X -+ v - a b4

< P C O @ online.masterskill. co.za/index php?modname=login&op=register Q ¥ % 0O H
»

B cickup ITTickets == JetWeb we WeTransfer @ MSKOIdLMS @ Synrgise SCORMS W4 CompPressJPG [T OnlineMSK @8 Curriculum download... ) Standard Bank Online.. [, Practice Labs
masterskill

REGISTER
Frorm his page you Can regiter 10 B plator folow e insbrucins below and Bl the 1108 piopesty
« Vou must 6 the mandatosy Seids, maried with the symbol*

sword must cantam at kast 6 characters
« Th& Daszword must cantam Charactars. and numbers
u

Imstitution Cods * Usemame ©
[ ] [ )
enai® Festrams*
[ ] [ )
Lostrarme* DT
[ ] e -
10 Number Gandar

| o v
Racs ssnaon
[wrmn- v [ J
Company Celphone Numbes

] [ ]
Contact Numbar * Language

] e v
Password * Retype the password *
[ ]
Privacy palicy
Ay by s, ralating . snall be used only 8nd for e DUrPe3ES hat are Nare ACKNOWIRG08d 10 18 d3t3 SUDKSCT N WNens the ISer, 35 MQUINGD DY 1w, Nas XDressaly Consanted.

- Usar login and privats area
- User newsletter

- User custom contenl purpnse

I handing this informaion, acouracy and precision shall be met o ensure the integrity and qualdy of e processed personal dats, i you have any question please contact us

)1 accapt ive tarms of e prvacy policy

e

4. Complete all the required fields on the REGISTRATION PAGE.
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Please ensure that you insert the correct Institution Code in the INSTITUTION CODE text
field: ACC2370 as shown below:

REGISTER

From this page you can register to the platform; follow the instructions below and fill in the fields properly.

» You must fill the mandatory fields, marked with the symbol *
» The password must contain at least 6 characters

» The password must contain characters and numbers

» You must accept the privacy policy

‘ Institution Code * Userng
\ ACC2370 j l |
Email * First n.
Last name * ID Typ

| | e

Once you have completed all the requested details, check the | ACCEPT THE TERMS OF
THE PRIVACY POLICY check box. The following pop-up will be displayed:

Thank you for enrolling on our platform.

It is important that you ENTERED the correct INSTITUTION CODE so that your results can be
located under the correct Training Institution.

If you agree that you have entered the correct CODE, please click on the IT'S CORRECT button.
If not, please click the RESELECT OPTION button and ENTER THE CORRECT CODE.

Click on the IT’S CORRECT button to confirm the Institution Code that you typed in.
The following page will be displayed:

M Masterskill > Course X | M Inbox - bcamberpark@gmail.con X 1 SynrgiseLearn X + (] = (5] X

ster o Q ¥ °

Q@ MSKOIdLMS @ Synrgise SCORMS W CompPress JPG M OnlineMSK »  [E] Reading list

< C (O & onlinemasterskill.coza/in

i Apps ® Financial Reports [ ClickUp s IT
masterskill

REGISTER

Thank you for registering on our platform. In order to ensure that you have indeed registered, we have sent you a confirmation email. Please click on the link in the email to activate
your account and access the system.
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9. Navigate to your email account and look for the registration email. The email you receive

will be like the sample below:

M Masterskill > Course X M Please confirm your registration X [Tl Synrgiselearn x| + (-] = a X
<« C O @& mailgooglecom/mail/u/0/#inbox/FMfcgzGkXSSVIINJNSVJBWHhDHbcBGNW ® v @ :
i Apps ® Financial Reports [ ClickUp s IT Tickets == JetWeb we WeTransfer @ MSKOIdLMS @ Synrgise SCORMS W CompPressJPG M OnlineMSK » Reading list
= M Gmail Q  search mail = o & = @
F « O 06 & 0 ¢ b e 1012 > =~ ()
o Please confirm your registration request nbox x & 2
*
) noreply@masterskill.co.za via smipcorp.com 2:58 PM (1 minute ago) Yy &
o~
>
. We have received your subscription request with the following information: e
»
v UserlD : beamberpark@gmail.com
Password : SENEN
(@ ]
- To complete the registration process, please click on the link below, (or copy it in your web browser address bar) +
a
http://online.rr co.zafindex.php?modname=login&op=register_opt&random_code=6948c36e835da4024bf96c81400fd010
& This request will be valid for the next 72 hours
This email was sent from your SynrgiseLearn Platform, you can click here to unsubscribe although we highly recommend that you don't so as to ensure you continue to receive
Nor notifications from the platform
Star
24
10. Click on the REGISTRATION LINK you received. The following page will be displayed:
0 - o x

M Masterskill > Course X | M Please confirm your registration X M Synrgiselearn X M SynrgiseLearn
i1 Apps @ Financial Reports [BJ ClickUp s IT Tickets == JetWeb we WeTransfer @ MSKOIdLMS @ Synrgise SCORMS @y CompPress JPG

REGISTER
Your Registration Has Been Confirmed.

<< Back to login page

x| +

CcC 0 & online.masterskill.co.za/index.php?modname=login&op=register_opt&random_code=6948c36e835da4024bf96c81400fd010

M OnlineMSK

a « @ :

»

[E Reading list

—4-

Guest User_MS Digital Literacy-LMS User Guide_rev5.1-wrd.docx
To find out more about all of the products and services from Masterskill, please visit www.masterskill.co.za



http://www.masterskill.co.za/

Microsoft Digital Literacy (Windows 10 & Office 2016) — LMS User Guide

11. Click on the << BACK TO LOGIN PAGE link. The following page is displayed:

M Masterskill » Course X | M Please confim your registration X 1, SynrgiseLearn X N Synrgiselearn x| + o - 8 X
< X 0O & online.masterskill.co.za/index.php Q % ° :
1 Apps @ Financial Reports [ ClickUp s IT Tickets == JetWeb we Welransfer @ MSKOIdLMS @ Synrgise SCORMS W CompPressJPG M OnlineMSK » Reading list

masterskill

education through innovation

Forgot Your Password?

Waiting for online.masterskill.coza...

12. Login in with your newly created username and password and click the LOG IN button.
The Terms and Conditions page is displayed:

M Masterskill > Course X | M Please confirm your registration = X [T) Masterskill » Terms and Conditioc X 1] Synrgiselearn X | + [+] = (s ] X
<« C O & online.masterskill.co.za/lms/index.php?r=Ims/precompile/show o Q ° 2
1 Apps  ® Financial Reports [ ClickUp s IT Tickets == JetWeb we Welransfer @ MSKOIdLMS @ Synrgise SCORMS W CompPressJPG MM OnlineMSK » Reading list

e AN ConRTINS

13. Click the | AGREE check box.
14. Click the CONTINUE button.
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15. The Home Page will be displayed:

M Masterskill » Code X M Masterskill LMS X -+ v - (=] X

N s
< C (0 @ onlinemasterskill.co.za/main-guest Q e % 0O /° Paused ) }
B cickup [ TTickets == jetweb we WeTransfer @ MSKOIdIMS @ Synrgise SCORMS W CompPress /PG M) OnlineMSK [E Curriculum download.. @) Standard Bank Online.. [, Practice Labs

= masterskill

= -

ﬂ . ASSESSMENTS &

/ CERTIFICATIONS

Through our partnerships, we
offer certifications that provides
skills validation for emerging
technologies and specialty
professional roles.

‘l

Erouget o you by Symgise

Privacy Policy

88 Osearch 'f‘..GCEEIfIO‘@;. 8 e @52& G ~rag Qo ;000

Finding Your Course(s)

To access your course(s), click one of the following options.

1. On the Navigation Pane on the left side of the page, click FREE LEARNING RESOURCES.

M Masterskill LM x  + v - o X
“« C 0O @ online masterskill.co.za/courses Q = % 0O o Pausc‘d) H
= masterskill s 7 3
Home

]

Newsfeed
Leaming Resources [
Noc 1 d!

Great Selection Available

My Learning Joumey +
Providing a variety of courses for each category
available.

MasterAssess

Articles

Product Resources

Career Academy - Video Tutorials .

Digital Literacy

Privacy Policy

2. From the GREAT SELECTION AVAILABLE pane, click on DIGITAL LITERACY.
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M Masterskill LMS X  +
< C (O & onlinemasterskill.co.za/courses
= masterskill
Home
All Catege
Newsfeed

Fre Lerring Rescurces [

Great Selection Available
My Learning Journey +

Providing a variety of courses for each category

MasterAssess avalabie

Product Resources

Career Academy - Video Tutorials. 0
Calendar

Virtual Meeting

Digital Literacy
Mile2

User Guides

2023 & - Browghn 10 you by Synrgise

No courses found!

Microsaft Digital Literscy (Windows. 10 and Office 2016), 2022 V1.0 [ENROLLMENTS ARE CLOSEL]
Microsoft Digital Literacy (Windows 10 and Offioe 2016, 2022 V2.0 [ENROLLMENTS ARE CLOSET)

Microsoft Digital Literacy (Windows 10 and Office 2016), 2023 (Students)

v = X
e 0@ :
L

2 ? @

B oo FLUCAETA DO FEA 200 @ P €L w3} ~eci daw 000
3. Click on MICROSOFT DIGITAL LITERACY (WINDOWS 10 AND OFFICE 2016), 2023
(STUDENTS).
M Masterskill LMS x  + v = 5 X
< C ( @ onlinemasterskill.coza/courses Qg % 0O :
= masterskill 8 2?2 S
Free Leas g R V‘.("&ﬂ

Great Selection Available
arlety of col

rses for each category

Career Academy - Video Tutorials .

CertNexus

Digital Literacy

User Guides

61 CERTIFED
AZ-Keyboarding
Ato
! SEEEnt Edition

) CERTNEXUS ¢ F n
— -~

CyberSAFE (Exam CBS-
410), Readiness...

Communicate Online 7
Student Edition

MS Digital Literacy-
Communicate Online.

KAZ (Keyboarding A to Z),
Student Edition

Participate Safelyand
Responsibly Online £
Coridans Edivinn

MS Digital Literacy-
Participate Safely and...

Work with Computers n
Student Edition

MS Digital Literacy-Work
with Computers (Windows...

|J .
Create Digital Content |
Student Edition

MS Digital Literacy-Create
Digital Content (Windows ..

Access Information Onl |
Student Edition

MS Digital Literacy-Access
Information Online (Using...

LT
e

orate and Manag .
mlm’

| Chuidans Edisine

MS Digital Literacy-
Collaborate and Manage...

4. All the courses that you have access to will be displayed here. Please note that the order
of the courses are displayed in the order that you can follow for your learning journey.
You can either decide to follow the order of the courses or follow your own pathway.

5. Click on the ENROLL button to activate a course. A dialogue box will be displayed asking

you to confirm your enrolment.

-7-

Guest User_MS Digital Literacy-LMS User Guide_rev5.1-wrd.docx
To find out more about all of the products and services from Masterskill, please visit www.masterskill.co.za



http://www.masterskill.co.za/

Microsoft Digital Literacy (Windows 10 & Office 2016) — LMS User Guide

Subscribe to CyberSAFE (Exam CBS-410), Readiness Assessment x

Are you sure you want to subscribe to the CyberSAFE (Exam CBS-
410), Readiness Assessment course?

Cancel

6. Click the SUBSCRIBE button to enroll on the course, or the CANCEL button to return to

the previous page.

7. REPEAT THE STEPS from number 1 to number 3 above to return to the list of courses:

M Masterskill LMS x  +

< cC o0

& online.masterskill.co.za/courses

= masterskill

Categories

Great Selection Available

Providing a varlety of courses for each category

MasterAssess available.
Aricles ) CERTNEXUS (
Product Resources — ~ i
-
Career Academy — Video Tutorials »
Calendar Onfine e
CertNexus CyberSAFE (Exam CBS- KAZ (Keyboarding A to Z),

Virtual Meeting

410), Readiness... Student Edition

» Digital Literacy Launch
Mile2

wiy =

Participate Safely and
Responsibly Online
Coidans Edisinn

Communicate Online |
Student Edition

MS Digital Literacy-
Participate Safely and..

MS Digital Literacy-
Communicate Online...

Work with Computers n
Student Edition

MS Digital Literacy-Work
with Computers (Windows...

Create Digital Content |
Student Edition

MS Digital Literacy-Create
Digital Content (Windows ...

Access Information Onl |
Student Edition

MS Digital Literacy-Access
Information Online (Using...

y " gummenn g

FieSa

MS Digital Literacy-
Collaborate and Manage... =

8. Click on the LAUNCH button to access a course.
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M Masterskill x o+ v = a x
<« c o0 @ online.masterskill.co.za/Ims/index.php?modname=mylearning&op=show&id_module_sel=49 e =2 % 0O o Paused
= masterskill 7 @
" CyberSAFE (Exam CBS-410), Readiness Assessment Back
g A 0/5 lessons completed
" ) CERTNEXUS {
B
@ Learning Modules About Course Announcements Results Notes Q&A Locker
B
CertNexus—Brochure on .
CertNexus—Skills RoadMap on
CertNexus—Pathway on
CyberSAFE-Video o1
CyberSAFE (Exam CBS-410)-Readiness Assessment on
9. Repeat this process to ENROLL on the other courses. Once you have enrolled on all the
courses, the ENROLL buttons will be replaced with LAUNCH buttons as show in the image
below.
M Masterskill LMS X o+ v = o X

< C (0 & onlinemasterskill.coza/courses
= masterskill
Home
Newsfeed of1 CERTiFIE
Great Selection Available
ee Learing Resouroes [ Pro arlety of courses for each category
My Learing Journey +

) CERTNEXUS (|
.

Career Academy - Video Tutorials .

CyberSAFE (Exam CBS-

MS Digital Literacy- MS Digital Literacy-

Communicate Online..

Launch Launch

KAZ (Keyboarding A t0 Z),

Participate Safely and..

Qe s 0@m

)

~
\'o

(4

Work with Computers n
Student Edition

@

Access Information Onl |
Student Edition

MS Digital Literacy-Work MS Digital Literacy-Access

410), Readiness.. Student Edition with C ( Online (Using..
Digital Literacy Launch Launch Launch Launch
eeting G
= N v \. Y
¢ 2 u [ )i
Communicate Online :::'m’::m“ i Create Digital Content | Content Digitally i
Student Edition P Student Edition BRps R

MS Digital Literacy-Create
Digital Content (Windows ...

MS Digital Literacy-
Collaborate and Manage...

Launch Launch

10. Please note the following about the LAST TILE. For you to access your Microsoft Digital
Literacy Certificate, you must pass the 6 assessments within the 6 modules. Once you

have passed the assessments the PREREQUISITES NOT MET button will change to a
LAUNCH button so that you can access the final certificate.
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Name Surmame
Has successfully completed the
Micrasoft” Digi oy Asaeszments
on Date
bvanad by bvawd by
Mmastersidl i mastershil i
Digital Literacy Certificate Digital Literacy Certificate
[ online [ online
MS Digital Literacy-Final MS Digital Literacy-Final
Certificate, Student Edition... Certificate, Student Edition...

11. The courses shown below must be completed:

g

Work with Computers ' Access Information Onli. '

MS Digital Literacy-Work with MS Digital Literacy-Access

Computers (Windows 10 & Offic. Information Online (Using
Launch Launch
L I 7 "
¢ 3 D (m T
{ W
i Participate Safely and = Collaborate and Manag:
Communicate Online ' Responsibly Online 4 Create Digital Content ' ContentDigitally 3
MS Digital Literacy-Communicate MS Digital Literacy-Participate MS Digital Literacy-Create Digital MS Digital Literacy-Collaborate
Online (Windows 10 & Office Safely and Responsibly Online. Content (Windows 10 & Office. and Manage Content Digitally.
Launch Launch Launch Launch

Accessing the Learning Materials
1. Click on any one of the LEARNING TILES to access a course.

[F o =g >
SO -~ A

Create Digital Content m“‘" Participate Safely and c Onli
Student Edition e oA 2tine- s Student Edition

KAZ (Keyboarding A 10 2), MS Digital Literacy-Work with MS Digital L g s ol MS Digital Uiteracy-Participate MS Digital Literacy-

Student Edition Computers (Windows 10 & Offic. Content (Windows 10 & Office. and Manage Content Digitally. Safely Online. indows.

2. The following sample page will be displayed; within each course, you have several items
to access:
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# Organizations X Mastersk X SynrgiseLearn x | B® Digital Literacy | Microsoft X | + (] = (=] X

5 C O & online.masterskill.co.za/lms/index.php?modname=mylearning&op=show&id_module_sel=49 QW o :
® Financial Reports [ ClickUp  als IT Tickets == JetWeb we WeTransfer @ MSKOIdLMS @ Synrgise SCORMS @ CompPress JP( InlineMSK »  [E] Reading list

masterskill o

= i MS Digital Literacy-Work with Computers (Windows 10 & Office 2016), Student Edition
{ 134 lesscns complesed

How to Use These Learning Materials

This is the guide that you are currently reading. It will assist you with accessing the
learning materials on the platform.

The Student Reference Guide

The Student Reference Guide is your learning material.

PowerPoint Presentation

The PowerPoint Presentation is a summary of the module topics and contains Knowledge
Checks.

The Integrated Video Tutorial

The integrated video tutorial contains all the video demonstrations, animations,
simulations, and hands-on labs that allow for a rich learning environment to thoroughly
explore each topic.

MP4 Files

For your convenience, the MP4 videos have been extracted from the Integrated Video
Tutorial so that you can access the videos individually, without having to navigate through
the whole session again.

MP4 Narrations

The video narrations or the audio content of the MP4 files have been extracted and
placed in a PowerPoint presentation for you to read. You can either read the presentation
slides on their own, or you can read them as you are watching the relevant video.

The Assessment

The Assessments have been designed to assess your knowledge. A pass mark of 80% is
required per module. You will receive a digital certificate for each module completed.
Once all 6 modules have been completed, the Learning Management System will issue a
Digital Literacy Certificate to show competencies for all the modules.
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e What Are The Next Steps In My Learning Journey?
A learning journey is a designed learning experience that occurs over a period of time and
involves a whole series of different learning elements and learning experiences involving
different methods and channels. Once you have completed the Digital Literacy curriculum
you might want to expand your skills set. The information contained within this section,
will serve as the next step for designing your learning journey.

e Hitchhiker’s Guide: Surviving In The Workplace

The content of this course covers the following topics:
=  Professionalism in the Office

= Attitude

= Plan Your Work/Work Your Plan

= Surviving Information Overload

= Business Ethics

How To Use These Learning Materials

This is the guide that you are currently reading. It will assist you with accessing the learning
materials on the platform. You have two options to open and view the LMS User Guide, i.e.,

in PDF format or FlipView format.

Work with Computers: How To Use These Learning Materials

= MS Digital Literacy-LMS User Guide_rev1.0 (PDF1)

& MS Digital Literacy-LMS User Guide_rev1.0 (FLIPVIEW)

1. To download the digital book in PDF format, click the name of the book containing the

wording (PDF1). Once you have downloaded the PDF document, you can copy the book

onto a flash or thumb drive for you to use at a later stage.

new tab in your browser.

Click the Download button to start the download. The downloaded manual will openin a

masterskill

MS Digital Literacy-Work with Computers (Windows 10 & Office 2016), Student Edition

Start Learing

0724 lessons completed

[

‘Wiork with Computers: Student Reference
Guide

‘work with Computers: PowerPaint
Presentation

‘Work with Computers: Integrated Video Tutorial

‘Work with Computers: MP4 Files

Work with Computers: MP4 Narrations

‘Work with Computers: Assessment
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3. The PDF manual displays the pages below one another. To read the PDF manual, scroll
down to read the next page:

DIGITAL
LEARNING

4. Clck My Courses cn he rgt sbove the Helpand Chat knk

we
= e =
AssessmonTs &

cinmricanons

4. When you are finished with your manual, close the browser tab to return to your lessons.

AND/OR

5. To view the digital book in FLIPVIEW format, click the name of the book that contains the
wording (FLIPVIEW). Please note that FLIPVIEW formats cannot be downloaded.

6. The FlipView manual displays the pages as it would in a printed manual. To read the
manual, click the right arrow (>) to the right of the manual, to page back, click the left
arrow (<) to the left of the manual.

- 13-
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Play Fullscreen

7. There are various buttons that you can use when reading the manual. Click the 4 squares
at the bottom right of this section.

8. The option below the manual allows you to zoom in on the page, continue to the next
page or jump to another section. You can also view the manual in full screen.

L iE BB = 0E = =N

9

Student Reference Guide

The Student Reference Guide is your learning material. The guide provides you with
theoretical information, references the various videos you can access and contains
knowledge checks.

You have two options to open and view the Student Reference Guide, i.e., in PDF format or
FlipView format. Please follow the steps as previously explained under the How To Use These
Learning Materials section.

Work with Computers: Student Reference Guide

= MSDIGLIT-001sg_rev1.0 (PDF1)

&  MSDIGLIT-001sg_rev1.0 (FLIPVIEW)
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The Student Reference Guide in PDF Format:

m Masterskill X @ pdf creator X G myleaming joumey - Google S¢ X | 4 [+] = =} X

C (O @ gosynrgise.com/services/pdf_creator?filepath=https://online.masterskill.co.za/files/Ims/item/485_40_1620313228 MSDIGLIT-001sg_rev1.0%20(PDF1).pdf&filen.. ¥ :
go.synrg 9

i1 Apps  # Financial Reports ClickUp alp IT Tickets == JetWeb we We MSK Old LMS Synrgise SCORMS CompPress PG M OnlineMSK » Reading list
ynrg 9

=  pdf_creator

B8 Microsoft

Digital Literacy

Work with computers

1 hour 9 minutes

This learning path will introduce you to the different parts and types of the computer and their
functions. You will also learn the difference between operating systems and applications and
their functions. Peripherals and portable storage devices will be discussed as well.

To complete this course and receive your certificate, you must visit every page of this
course.

Interact with a computer

11 minutes | 6 units

In this module, you will explore what a computef.is, the partsf\o( a.computer, and how to interact
with it. - \M

Introduction

1 minute ~

The Student Reference Guide in FLIPVIEW Format:

M Masterskill X+ [+ = a X
<« C v @ onlinemasterskill.coza/lms/index php?modname=mylearmning&op=launchitem&idOrg=10507&tidSec=10449 a v @ ¢
i1 Apps  ® Financial Reports [ ClickUp s ITTickets == JetWeb we WeTransfer @ MSKOIdLMS @ Synrgise SCORMS W CompPress PG M OnlineMSK » Reading list
= masterskill ? » 8

Play Fullscreen

Work with Computers: How To Use These 0/2
Learning Materials

Work with Computers: Student Reference 0/2

Guide

= MSDIGLIT-001sg rev1.0 (PDF1) o]
# MSDIGLIT-001sg_rev1.0 (o]
(FLIPVIEW)

Work with Computers: PowerPoint o2

Presentation

Work with Computers: Integrated Video  0/1
Tutorial

Work with Computers: MP4 Files 116

Work with Computers: MP4 Narrations ~ 0/2

Work with Computers: Assessment o1

Using the PowerPoint Presentation

The PowerPoint Presentation is a summary of the module topics and contains Knowledge
Checks.

You have two options to open and view the PowerPoint Presentation, i.e., in PDF format or
FlipView format. Please follow the steps as previously explained under the How To Use These
Learning Materials section.
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Work with Computers: PowerPoint Presentation

= MSDIGLIT-001ov_rev1.0 (PDF1)

95 MSDIGLIT-00Tov_rev1.0 (FLIPVIEW)

The PowerPoint Presentation in PDF Format:

M Masterskill X @ pdf creator X G myleaming journey - Google Se- X | <+ [+] - n] X

C 1t & gosynrgise.com/services/pdi creator?filepath=htips;//online.masterskill.co.za/files/Ims/item/485_3_1620313953_MSDIGLIT-0010v_rev1.0%20(PDF1).pdf&e.. Q@ ¥ 0 H

i1 Apps 8 Financial Reports [ ClickUp e ITTickets == JetWeb we Welransfer @ MSKOIdLMS @ Synrgise SCORMS W CompPressJPG I OnlineMSK » Reading list

= pdf_creator

Work with Computers

(Using Windows 10 and Microsoft Office 2016)

m Microsoft
Lesson guide
An instructional supplement to Microsoft Digital Literacy

mailto:dianne@masterskill co.za

The PowerPoint Presentation in FLIPVIEW Format:

M Masterskill X G myleaming journey - Google Se X | 4 [+] - (=] X
< CcC 0 @& online.masterskill.co.za/Ims/index.php?modname=mylearning&op=launchitem&idOrg=105098&idSec= 10451 Q W o :
i Apps  ® Financial Reports [ ClickUp @l IT Tickets == JetWeb we WeTransfer @ MSKOIdLMS @ Synrgise SCORMS W CompPress PG M OnlineMSK »  [E Reading list
= masterskill ? % 8

Play Fullscreen
A Work with Computers: How To Use These 0/2
Learning Materials

n
Work with Computers: Student Reference 0/2
Guide
L]
Work with Computers: PowerPoint 02
v Presentation
* This learning path will introduce you to = MSDIGLIT-0010v_rev1.0 (PDF1)
the different parts and types of the
B computer and their functions. You will # MSDIGLIT-00Tov_rev1.0
also learn the difference between (FLIPVIEW)
- operating systems and applications and
their functions. Peripherals and portable
_ Work with computers storage devices will be discussed as ¥I‘:LI; :Iixh Computers: Integrated Video 0/1
well.
L Digital Lit
ignal Liaracy Work with Computers: MP4 Files 116

Work with Computers: MP4 Narrations  0/2

Work with Computers: Assessment on
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Integrated Video Tutorial

The integrated video tutorial contains all the video demonstrations, animations, simulations, and
hands-on labs that allow for a rich learning environment to thoroughly explore each topic.

1.

2.

Work with Computers: Integrated Video Tutorial

49 Work with Computers

1 Masterskil X + o -
< C 1 @ onlinemasterskill.co.za/lms/index php?modname=mylearning&op=launchitem&idOrg=104218&idSec=10420 QU w o H
i1 Apps  # Financial Reports [ ClickUp s IT Tickets == JetWeb we Welransfer @ MSKOIdLMS @ Synrgise SCORMS W CompPressJPG M OnlineMSK »  [E] Reading list
= masterskill & 8
L
" Play Fullscreen
Work with Computers: How To Use These 0/2
Learning Materials
mn Microsoft
L} Wark with Computers: Student Reference 0/2
Guide
- vious Next
N Work with Computers: PowerPoint 0/2
: Describe the various types of modern personal
-] - d .
computlng evlces Work with Computers: Integrated Video 0/1
- ) Tutorial
= #  Work with Computers
| Types of personal computers
- Computers come in many shapes and sizes. Each type has its own advantages and disadvantages that make it suitable for
certain uses and scenarios. Wark with Computers: MP4 Files 116

‘Watch the following video to learn about the types of personal computers, their differences, and their uses.

. Work with Computers: MP4 Narrations ~ 0/2
Video: Types of personal computers

- e :

Listen and watch the videos. You can Pause ( Il ) the video and replay the video again by
click the play button ( » ).

Play Fullscreen

. \

[ HTML
ASP  JAVA —

.COM -@@

Software refers to the intangible parts of a computer,

When the video is finished, scroll down to the ‘Continue’ button, to go to the next video.
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the central processing unit, that keeps data moving.

Next unit: Describe the primary parts of a computer

Continue

MP4 Files

For your convenience, the MP4 videos have been extracted from the Integrated Video
Tutorial so that you can access the videos individually, without having to navigate through
the whole session again.

Work with Computers: MP4 Files

01-what-is-a-computer.mp4

02-parts-of-a-computer.mp4

03-types-of-personal-computers.mp4

04-what-is-an-operating-system .mp#

05-get-to-know-operating-system.mp4
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MP4 Narrations

The video narrations or the audio content of the MP4 files have been extracted and placed in
a PowerPoint presentation for you to read. You can either read the presentation slides on
their own, or you can read them as you are watching the relevant video.

You have two options to open and view the MP4 Narrations, i.e., in PDF format or FlipView
format. Please follow the steps as previously explained under the How To Use These Learning
Materials section.

Work with Computers: MP4 Narrations

= MSDIGLIT-001fc_rev1.0 (PDF1)

5 MSDIGLIT-001fc_rev1.0 (FLIPVIEW)

The MP4 Narrations in PDF Format:

M Masterskill X @ 01-what-is-a-computermp4 X + (-] - (=] X

C O & gosynrgise.com/services/pdf creatorfilepath=https:/online.masterskil.co za/files/Ims/item/485_79_1620314141_MSDIGLIT-001fc_rev1 0%20PDF1)pdf.. Q # @ i
i Apps ® Financial Reports [ ClickUp s IT Tickets == JetWeb we WeTransfer @ MSKOIdLMS @ Synrgise SCORMS @ CompPressJPG M OnlineMSK »  [E Reading list
=  01-what-is-a-computer.mp4 1/32 - 75% + 3 9 I &

.
O1 -what-is-a-computer.mp4
Computers are now used everywhere around us. You will find them at work, in stores, in hospitals, and at home.

A computer is an electronic machine that can process, store, and retrieve different types of data and information.
You can use the computer to perform many tasks such as writing documents, playing games, sending emails,
learning new skills, browsing the web, and watching movies. All computers consist of two main parts, hardware
and software.

Software refers to the intangible parts of a computer; the parts that can't be touched. This includes the
instructions that control how the hardware functions, the applications running on the computer, and the data
stored on the computer.

Hardware includes all of the physical parts that make up a computer such as the monitor and the central
processing unit, that keeps data moving. There are various types of computers that you may encounter, but they
all share the same fundamental purpose of processing and storing information.
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The MP4 Narrations in FLIPVIEW Format:

M Masterskill X + [+] = (5] X
< C (O @& online.masterskill.coza/Ims/index. php?modname=mylearning&op=launchitem&idOrg=105118&(idSec=10468 QW ° g
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Play Fullscreen
A Work with Computers: How To Use These 0/2
Learning Materials
H
Work with Computers: Student Reference 0/2
3 Guide
L]
Work with Computers: PowerPoint 0/2
. Presentation
02 -parts-of -a-computer.mp4 parts-of -a-computer.mp4
* aa v
- - Work with Computers: Integrated Video  0/1
Tutorial
B
- Work with Computers: MP4 Files 116
Work with Computers: MP4 Narrations  0/2
@
= MSDIGLIT-001fc_rev1.0 (PDF1) (o]
2
¥ MSDIGLIT-001fc_rev1.0 (@]
(FLIPVIEW)
Work with Computers: Assessment on

The Assessment

The Assessment has been designed to assess your knowledge. A pass mark of 80% is required
per module. You will receive a digital certificate for each module completed. Once all 6

modules have been completed, the Learning Management System will issue a Digital Literacy
Certificate to show competencies for all the modules.

Work with Computers: Assessment

[2] Work with Computers: Assessment

m Masterskill x  +
< c 0 @ online.masterskill.co.za/Ims/index php?modname=mylearning8op=launchitem&idOrg=104198&:idSec=10418
51 Apps  ® Financial Reports [ ClickUp e IT Tickets == JetWeb we Welransfer @ MSKOIdLMS @ Synrgise SCORMS W CompPress IPG

= masterskill

A

MS Digital Literacy-Work with Computers (Windows 10 & Office 2016), Student Edition

"

4 1/34 lessons completed

L]

b 4

% Learning Modules About Caurse Announcements Results Notes Chat Room Manage ~ Stats ~

B

Work with Computers: Assessment
-

Information About the Test

Total Marks: 100%

Amount of Questions: 30

Passing score: 80%

Time limit : 30:00 minutes

You WILL NOT be allowed to save the test and resume it at a later stage.

Answers CAN BE EDITED once you have completed a Section of the Assessment.

Should your Assessment consist of multiple pages, you will be able to navigate between the pages by clicking on the "Next Page” or "Previous
Page” buttons.

The Assessment Results will be shown after completing the Assessment

M OnlineMSK »

[+] - =}

x

a v @

Back

Work with Computers: How To Use These 0/2
Learning Materials

Work with Computers: Student Reference 0/2
Guide

Work with Computers: PowerPoint
Presentation

0/2

Work with Computers: Integrated Video  0/1
Tutorial

[E Reading list

* 8
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1. The first page contains information regarding the assessment. When you have read the
information, click the green Click to Begin button.

2. You need to achieve 80% to pass the assessments. Read the questions carefully and note
that some questions require more than one answer selection. Answer all the questions
before submitting the assessment.

3. Single answer questions have a circle (0) and the multiple-choice question have squares
().
4. Once you have completed the assessment, click the Submit (Test Completed) button.

Submit (Test Completed)

Your result is available immediately.
You can redo the assessment to increase your score. Two attempts are allowed.
Open the assessment from your Learning Modules and select the Restart Test button.

To Restart your Assessment, click the "Restart Test" button. When finished, click the "Submit (Test Completed)” button.

Show Last Results Restart Test

What Are The Next Steps In My Learning Journey?

A learning journey is a designed learning experience that occurs over a period of time and
involves a whole series of different learning elements and learning experiences involving
different methods and channels. Once you have completed the Digital Literacy curriculum
you might want to expand your skills set. The information contained within this section, will
serve as the next step for designing your learning journey.

Work with Computers: What Are The Next Steps in My Learning Journey?

= |C3_Certiport_Overview_Datasheet_1120_Digital.pdf

= Introducing IC3 Digital Literacy Global Standards Six.mp4

= IC3_GS6_Level_1_Exam_Domains.pdf

= IC3_GS6_Level_2_Exam_Domains.pdf

= IC3_GS6_Level_3_Exam_Domains.pdf

IC3 Certiport Overview Datasheet

IC3 Digital Literacy is the foundation for information technology and the IC3 Digital Literacy
certification program is dedicated to ensuring that learners of all ages can not only navigate
our digital world but thrive in it. It not only validates a learners’ ability to do more than simply
consume technology, but it also enables them to comprehend the possibilities and form the
foundational set of skills necessary to support our modern digital economy. The path to
information and communication technology starts with IC3 Digital Literacy.
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The IC3 GS6 Modules

Here is a breakdown of what each module will teach you:
Level 1

Know: The Level 1 exam certifies that candidates have the foundational knowledge and
basic competencies of Digital Literacy across seven competency domains.

The objective of the level 1 course, is to teach you:
e Technology Basics

e Digital Citizenship

Level 2

Do: The Level 2 exam certifies a candidate’s ability to do essential tasks in an online
environment and within core applications across the seven objective domains.

The objective of the level 3 course, is to teach you:
e Information Management

e Content Creation

e Communication

Level 3

Lead: The Level 3 exam certifies a candidate’s mastery of digital literacy and their ability
to manage systems, collaborate, and troubleshoot while providing guidance to others.

The objective of the level 3 course, is to teach you:
e Collaboration
e Safety and Security

On completion of each of the Levels, you will receive individual certificates for IC3 Digital
Literacy Level 1, Level 2 and Level 3.

These exams are delivered by Certiport Testing Centres.

When you successfully pass all three certification exams, you earn a Master Certificate and
Badge to display a successful completion of the IC3 Digital Literacy Program Global Standard Six.

Introducing IC3 Digital Literacy Global Standards Six.mp4
Watch this informative video for more detail on what the IC3 GS6 course offers.

IC3 GS6 Level 1, Level 2 and Level 3 Exam Domains

These Exam Domains are the exam objectives to assist you with your preparation for the
exams. Each exam Domain document outlines knowledge and skills required giving you an
indication of what to expect in the exams.

Hitchhiker’'s Guide: Surviving in the Workplace
The content of this course covers the following topics:

= Professionalism in the Office

= Attitude

= Plan Your Work/Work Your Plan

= Surviving Information Overload

= Business Ethics
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Hitchhiker's Guide: Surviving in the Workplace

= olMSK78-010_rev1.0-pdf.pdf

MSK78-010sg_rev1.0 (PDF1)

3 MSK78-010sg_rev1.0 (FLIPVIEW)

You have two options to open and view the Hitchhiker’s Guide, i.e., in PDF format or FlipView
format. Please follow the steps as previously explained under the How To Use These Learning
Materials section.

The Hitchhiker’s Guide in PDF Format:

m Masterskill X @ Professionalism in the Office X o+ [+ — (s ) X

C O @ gosynrgise.com/services/pdf_creator?filepath=https://online.masterskill.co.za/files/Ims/item/485_44 1620995732_MSK78-010sg_rev1.0%20(PDF1).pdf&fil.. Q ¥ g
go.synrg 9
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= Professionalism in the Office

Professionalism in the
Office

Proven Techniques for Administraiors, Secretaries,
and Coordinators

Revised Edition

Marilyn Manning; Ph.0., CMC; CSP

A Crisp Fifty-Minute™ Series Book

S

Professionalism in the Office

Proven Teckniques for Admimestrators. Secretarics, and
Coondisstors
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The Hitchhiker’s Guide in FLIPVIEW Format:
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HITCHHIKER'S GUIDE:
SURVIVING IN THE WORKPLACE

PART 1 - PROFESSIONALISM IN THE OFFICE: PROVEN
TECHNIQUES FOR ADMINISTRATORS, SECRETARIES, AND
COORDINATORS
Lesson 1z P

E
E
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- ATTITUDE: PROTECT YOUR MOST PRICELESS ASSET

PART 3 - PLAN YOUR WORK/WORK YOUR PLAN: SECRETS
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Work with Computers: How To Use These 0/2

Learning Materials

Work with Computers: Student Reference 0/2
Guide

Work with Computers: PowerPoint 0/2
Presentation

Work with Computers: Integrated Video  0/1
Tutorial

Work with Computers: MP4 Files 1716
Work with Computers: MP4 Narrations  0/2
Work with Computers: Assessment on

Work with Computers: What Are The Next 0/5
Steps in My Learning Journey?

This book will teach you how to position yourself as a professional in the workplace, how to
enhance your professional image, provide you with ideas of expanding skills and
responsibilities, teach you practical ways to communicate and tips for building relationships

and networks. The course outlines will give you a summary of the topics.

Certificates

1. Once you have passed the assessment(s) you will receive the certificates for the modules
completed. After submitting your assessment, click the TROPHY icon on the top right of

the window:

Edition

1/16 lessons completed

MS Digital Literacy-Access Information Online (Using Windows 10 & Office 2016), Student

Back

2. The certificate will download in a PDF format to be found in your Downloads folder.

3. Open the Downloads folder on your computer and print your certificate.
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u Microsoft

Microsoft Digital Literacy

Course Completed

<Name>

Has successfully completed the following Microsoft Digital Literacy course:

Work with computers

<Date>

4. Once you have completed all six modules, you will receive a final certificate of

completion:

1 z‘h

m Microsoft  Microsoft Digital Literacy

Name Surname

Has successfully completed the
Microsoft® Digital Literacy Certificate Assessments
on Date

Issued by
masterskill

Digital Literacy Certificate

5. Click the Learning Modules link to return to your course.

Learning Modules About Course Announcements
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Getting Support on the LMS

Should you require any assistance, we have Agents on the platform to assist you.

1. Look for the following Icon on your page:

2. Click the We Are Here icon to display the following Messaging Text box:

Online

We are live and ready to chat with you now. Say
something to start a live chat.

Dear Visitor. We are here and ready
to assist you. A support
representative will be reviewing
your request and will send you a
personal response shortly. Do send
us your Name, eMail and Cell

3. Type inyou support request and an Agent will respond to you as soon as possible.

Logging Out

1. At the top right of the window, click the user button 4 and from the list of options,

select Sign Out.

, o[2]

= masterskill
L
7SS MS Digital Literacy-Collab and Manage Content Digitally (Windows 10 & Office 2016), Student Editior x
[ T
Complete
=
& I'/ 1/29 lessons completed

Collaborate and Manage —
" Content Digitally

Cortams Eatisinm
v

Sigr

" Learning Modules About Course Announcements Results Notes Chat Room Manage ~ Stats ~
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