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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 Masterskill X | AV [#8115] SYN-370: Knowledge i X & NewTab x M Masterskill x + == o X

> C 25 online.masterskill.co.za Q ® 2 O o@

M Masterskill > Organi... 3 All Bookmarks

masterskil

Usemame

Forgot Your Password?

T DIGITAL

LEARNING

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

v M Masterskill X | M [#8115] SYN-370: Knowledge b X | & New Tab X M Masterskill » Register X+ - a X
<« > ¢ 25 online.masterskill.co.za/index php?modname=login&op=register&reg=guest aQ ¥ ® 22 O o
88 M M Masterskill > Organi... [ All Baokmarks
masterskill
education through innovation
REGISTER

From this page you can register to the platform: follow the instructions below and filn the felds properly
+ You must il the mandatory fields, marked with the symbol *
« The ntain at least 6
* The
+ Youmust accept the privacy palicy

Institution Code * Email *
ACC2370
Confirm Email * First Name *
Last Name * 1D Type
~No value - ~
D Nurmber Gandor
- Novalue- v
Race Institution Name *
~No value - v
Campany Cell Phane Number
Other Contact Number * Language
Eg. 051317632 english ~ =
==

4. Complete all the required fields on the REGISTRATION PAGE.
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5. The correct INSTITUTION CODE has already been populated for you: ACC2370 as shown
below:

REGISTER

From this page you can register to the platform; follow the instructions below and fill in the fields pr
s You must fill the mandatory fields, marked with the symbol #
s The password must contain at least 6 CHARACTERS
s The password must contain CHARACTERS and NUMBERS
s You must accept the privacy policy

* Email *
acczs7
Confirm Email * First Man|
Last Name * ID Type
- Mo v

6. Once you have completed all the requested details, check the | ACCEPT THE TERMS OF
THE PRIVACY POLICY check box. And click on the Register button.

(o accept the terms of the privacy policy

-
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7. The following page will be displayed:

v M Masterskill X | M [#8115] SYN-370: Knowledge b X | & New Tab X M Masterskill » Register X+ - a X
€« > C 25 online.masterskill.co.za/index. php?modname=login8tiop=register&reg=guest G @ e # Im} o
88 M M Masterskill > Organi... [ All Baokmarks

masterskill

education through innovatio,

REGISTER

Thank you for registering on our platiorm.

In order to ensure that you have indeed registered, we have sent you a confirmation email,

Please click on the link in the email 1o activate your account and access the system.

8. 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 ‘ + (] = s ] X
< C ( @& mailgoogle.com/mail/u/0/#inbox/FMfcgzGKXSSVJINJNSvIBWhDHbcBgNvW ® 6 z
i Apps @ Financial Reports [ ClickUp s IT Tickets == JetWeb we WeTransfer @ MSKOIdLMS @ Synrgise SCORMS @ CompPress PG MM OnlineMSK »  [E Reading list

= M Gmail Q  search mail v @ @ g o
¢« B0 06 § & 0 € b e o2 < > mr B

Please confirm your registration request inboxx & B

I kill.co.za via smtpcorp.com 2:58 PM (1 minuteago) Y 4

We have received your subscription request with the following information:

UserlD : beamberpark@gmail.com
Password : S

To complete the registration process, please click on the link below, (or copy it in your web browser address bar)

http://online.rr co.za/index.php?mo: gin&o opt&random_code=6948c36e835da4024bf96c81400fd010

This request will be valid for the next 72 hours

This email was sent from your SynrgiseL.earn 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
>
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9. Click on the REGISTRATION LINK you received. The following page will be displayed:

M Masterskill » Course X | M Please confim your registration X M SynrgiseLearn X I SynrgiseLearn x| + o - (=] X
c 0 & online. kill.co.za/index.php?mod =login&op=register_opt&random_code=6948c36e835dad4024bf96c81400fd010 QW ° :
1 Apps  ® Financial Reports [ ClickUp @l IT Tickets == JetWeb we Welransfer @ MSKOIdLMS @ Synrgise SCORMS W CompPressJPG M OnlineMSK » Reading list

masterskill
education through innovation
REGISTER
Your Registration Has Been Confirmed.

<< Back to login page

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

M Masterskill X Y [#8115] SYN X & NewTab X M Masterskill x M Inbox (23) x M Please confi X M Masterskill X + = o X

=G 25 online.masterskill.co.za/index.php QU ® 2 O o

M M Masterskill > Organi... 3 All Bookmarks

masterskill

Usemame

Forgot Your Password?

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

Syregaetaen (M) Lid / Mestersdol () Uid hosts the Sprpeet seen [ Mestarsbdl Sarios wnd ndurence 10 Syrrgeet sem / Mastersk fl Barslore siers 10 Spegeeteem (M) Lid [ Mestandd] (My) Uid By useng the Spregeetsem /
Nustarsh il (“Sarviee”) you sre sgreng 1 be bourd by the foflowng e wnd condiions (Terms of Servos”). Synegoed s / Mol naervws e nght © updats srd durge e Terms of Servios from v © Une siton notos. Ary
P (ontirws Dt augrerr of srbunce B Curet Servos, nchadey te rvkesss of e loois end rescurces, sted be sbpct © Tw Terre of Servios Contrsed use of Be Servios ofier evy sch dunges el Comattue your Cormert 1 wach
Chunges. You cmn revesw the most current verean of T e of Servics o any me o Tenrs of Servos. Vickeon of ey of e e beios vl reull 0 the eemeeson of gour Acooert. Wiike Syrrpast s | Mastarsk ] profetes certen
Crrviet end Contert o The Sarvim pou urshewend @d sgrve that Syrrgod aeer | Mersesed Crnct be nagrred (25 te et preted o) fe Zarite @d pou narwiheess may b saguised 1 such prihtied mateeads Vi wywe Lo use
e Sarvios o your owe nek.

eSS
1. You must be a human, Acoounts registaned by “bots” or other automated methods are Nt penimed.
2 You must provide your lagal full name, & valld emall addecs, and any oher Inflormation requestad In order to compiets the Signup process.
2 Your login may only ba used by one parson - 3 single login sharad by ulipla peopie is not parmitied.
4. Yeu are maponsitie for malntiaining the secunty of your account and pacsword. Synegiselaarm / Mastarsiall cannct and wil rot be Batie flor any loss or darmage from your fallure to comply with this securtty
obdigation.
& You are maponsitie for all Contart posted and activity that ocours undar your acoournt (even whan comtant s posted by othars who have accounts under your account). You shall not contravene any
Syregisel oaen / Mastersidll or subsidary IT or any offter polickes.
6. You may not use e Servics for any flegal or unauthorised pupose. You must not, in the use of the Sarvica, viclate any laws In your jaradiction (Inciuding but not limited 10 CopyTight lowes).
CAMCELLATION AMD TERMAMATION

1. Yeu are solely responsitie for propary canceliing your account. An amall o phone requedt 1o conoel your acoount i mquired for the canceliation. Simply use the HelpDeck feature of aral
darna@mactersiil oo 23 10 cancel your accourt.

2 Syrwgseleam / Mastersiall, at X's scle dacration has the rght to suspend or tarminata your acocunt and refuse any and all current or future use of the Sarvice for any reascn ot any tima. Such termination of
the Service wil resuft In the deactivation or daletion of your ACCOURE OF YOUX 300055 10 your Acooar, and the forfaiture and relinguishment of all cortent In your Account.

2 Syregiselearn / Maswersidll resarves the right 1o refuse sanios 10 amyone at B3 own dscretion and at any tma.

4. We claim no Intallectual proparty rights over the material you provide 10 the Sanvice or Mataral avariabia on the Sanvics, unkess for any reason whatscever Intallectual property In the matenal belongs to
Syregmeloarn / Mastersiall or any of its subaidianes or affiiated entities In tarms of any contractual or other obligations . Your profife and materials upioaded remaln yours if copyright and other intellactual
proparty vests In you & the Bime that the matenal 15 uploaded.

5 Syrrgseleam / Mastersidll does not pro-scmen contert, but Syrvgiselaam / Mastarsidl and s designes have the right (but not the abligation)) In their scle discretion to refune 10 reMove amy contornt that ks
aiobie M Te wrwe

6. Tha lock and feal of the Sarvice iz copyrighted. You may not duplicate, copy o reuse any porsion of the HTML/CSS, Javascript, or visual decign clamants or concapts without exprass wiftion panmission from
Syrrgizeloam / Maciershall

TENnAS OF U

1. Your use of the Sarvice |5 at your sola risk. The sanios is provided on an “as Is” and “as avalioble” basis.

2 Yeu understand that Syrrgisclasm / Mastarsidll uses thid party vendors and hoating partnars 1o provide the necessary handwar, softwars, networking, storage, and miated Sechnology requirad 1o run the
Service.

3 You must not modify adapt or hack the Sarvice or modify ancther website 50 as 10 falsaly Imply that It s associated with the Servioa.

4. Yeu agrea not to producs, duplicate, copy, safl, resall or expleft portion of e Servics, use of the Sanvica, or 300053 10 the Senvice wihout the express wrtien parmission by Syregiseloam / Mastersisll

5 We may, bt have no abiigation 1o, remove Content and Acocunts containing Contient that we determing in cur sole discomtion are unfowful, offensive, Svsataning, ibalous, defarmatary, posmographilc, obsoens
or ctharwise objectionable or violates any party’s imallectual property or thase Tarms of Servos.

6 'We ratain the right to contact you from time-to-4ime via emall. You can remove yoursalf easlly from the relatad communiostion st

7. Varbal, physical, wetttan or ofher sbuse (nciuding threats of sbuse or retrbution) of any Synigiselsam / Mastarsiall customer, amployes, member, or offioer will result in vmed ate acoount termination.

£ Yeu understand that the technioal processing and tranamission of $he Servios, Inchuding your Contant, may be transfared unancrypted and ivalve
trarGmissions Over varous networks and
changeas %o conform and adapt 10 1echnlcal requiramants of CONNBCTING NETWONS OF devices.

9. You must not upload, post, hast, or tranemit unsolicited amal, SMSa, or “span” messages.

10 You must not transeit any worms of virusaes or any code of a destructive natue.

11. Syrrgzel oarn / Mactershdll does not warmant that

the sarvice will mast your specific requiramants,

the senice will be unimermupted, timally, secure, or error-free,

the resufts Bat may ba obtained from the use of he service will be accurte of reflable, the qualty of any products, services, information, or other mataal purchased or cbtained by you through the sanice
will mest your expectations, and

any emors In the Sarvice will be comected.

12 Yeu expressly understand and agree hat Syregisel sarn / Mastersidll shall not be Sabie for any diract, indirect, incidental, spacial, consequantial or exemplary damages, Induding but not imited 1o, damages
for loas of profits, goodwill, use, data or cther Intangitie |0sses resulting from

1he uze or the Inadiity to wse tha Sarviog

the cost of procuramant of subatiute goods and sarvicas rasuiting from any goods, data, Information or services purchacaed or obRained or Massages recelved of transactions entered IMo through or from
the servios;

wnouthorised 3000as 10 or aleration of your transmissions o dat

stataments or conduct of any third party on the servios.

or any cther matter riating 10 the senice.

13 The fallure of Syrrgisal samn / Mastershdl 10 axarcise or andorce any ight or provision of the tarms of Servics shall not constitute  waiver of such right or provision. The Terms of Sarvice conatiutes the
entire agreamant between you and Syrrpisal.aam / Masterskdl and govern your use of $ie Servios, supereding any prior agreemants between you and Syrrgisel sam / Mastersill (including bt not limitad
10, any prior versions of e Tenms of Sarvics).

14. Questions about the Terma of Sarvice and any report siating 1o contraventions of this Policy or misuse of abuse of s service should be sent 1o denre@@mastarshéllcoza.

| e

o

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

0/0

Courses Completed

/
My Rank

https://online.masterskill.co.za/main#

v M Masterskill X | 5 [#8115]SYN X & NewTab x M Masterskill : X M inbox (23) x M Please confi X M Masterskill | X + — o X
<« c 25 online.masterskill.co.za/main Q ® 2 O °
-] m M Masterskill > Organi [ All Bookmarks
= masterskill a 7 2
Home - -
e “ / \
=

Online Bookstore Dianne Luosisni TRAININ G \
Free Leaming Resources

- MATERIALS \
My Learning Journey + |

In progress

No courses attempted

Global vendor content
that empowers each
individual to develop to his
or her fullest potential.

/

View all courses

Not Attempted

ACCESS

MY COURSES

LEARNING RESOURCES

-7-
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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 and
then FREE LEARNING JOURNEYS.

v 0N Masterskill X | A4 [#8115]SYN X | @ NewTab X | M Masterskill. X | M Inbox(23)- X | M Pleaseconfi X M Masterskill L X 4 - =] X
€ > C 25 online.masterskill.co.za/learning-path a W ® & 0 o
EH m M Masterskill > Organi... [ All Bookmarks
= masterskill a 7 (&
. f -
Hom -
Newsfeed
Online Bockstore ) No Paths found!
e e Great Selection Available
e 4 Eroviding a variety of learning path for each category
available.
Free Short Courses
Free Leaming Joumeys
Free Readiness
Assessments
Other Resources
Wy Learming J +
MasterAs
P 1 Re: It
Calend
My Online Sessions +
Wile2
023 & Brou ronda Privacy Policy

2. From the GREAT SELECTION AVAILABLE pane, click on DIGITAL LITERACY.

If you have not visited the system before you will b e

prompted to take a tour on how to use the system

Welcome to your course library

On this page you will find all the courses
available for enrollment. Click Next 1o
continue

-8-
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3. Click on the ENROLL button.

v M Mastesit Leaming Path X Mastrsih IS +
€ 5 @ % oninemasterskilcozaleaming-path
= masterskill
Home
- |
Onfire Sudkeoe Great Selection Available MS Digital Literacy
g for each catege (Windows 10 and Office 2016), Student Edition V3.0

M Digital Literacy (Windows 10 and Office 2016} Learning Pathway The Dignsl Literacy

contents... Read More

Free Short Courses

Free Learning Jouneys
Digital Literacy
pssessments

9 Courses | 0 Completed

4. You will be prompted to SUBSCRIBE to the Microsoft Digital Literacy, Student Edition
Learning Path, or the CANCEL button to return to the previous page. Click on the
SUBSCRIBE button.
~ MM Mastersiil s Learming Path x Masterskit LMS. X + X —‘b - x

€ 5 @ % onlinemasterskill.cozafleaming-path

Subscribe to MS Digital Literacy (Windows 10 and Office 2016), Student x
Edition V3.0

Are you sure you want to subscribe to the MS Digital Literacy
(Windows 10 and Office 2016), Student Edition V3.0 Learnin Path?

—9-
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5. Click on the OK button.

v M Mastersiit » Laaming Path X Masterskit LMS x o+
€ > ©C % onlinemasterskillco.za/learning-path

online.masterskill.co.za says

Bl Learming Joumey has been subscribed successfullt

Are you sure you want to subscribe to the MS Digital Literacy
(Windows 10 and Office 2016), Student Edition V3.0 Learnin Path?

6. The following will display, click on the LAUNCH button.

v M Masteskils Lasming Path % [T Mastersidl VS x i+ - 8 x
e @ % onlinemastersill.co.za/learming-path * 20 &0
= masterskill S e

Home

Newsied [

3 2 Great Selection Available MS Digital Literacy
Providing a varlety of leaming path for each category (Windows 10 and Office 2016), Student Edition V3.0
Free Learning Resources  + por

MS Digital Literacy (Windows 10 and Office 2016)-Learing Pathway The Digital Literacy
contes ead More

Free Short Courses

=]

- DIGITAL =&
®.LITRACY,,
#res Laarning Journeys , &1l

-
Free Readiness L

Assessments

© Courses | 0 Completed

Other Resources

My Learming Joumey +

MasterAssess

Product Resources

Calendar

My Oniine Sessions +

Mie2

2025 6 e 19 you by Syregam 347 saconde 43 e

Privacy Policy

~-10-
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7. The following will display that consists of 3 areas: PATH OVERVIEW (1).

4. Collaborate and Manage Content Digitally
5 Participate Safely and Responsibly Online

& Communicate Online

7. Access information Online

5 CyberSafe Readiness Assessment
Each Digital Literacy module has an assessment at the end of the module. After completing each module, learners will receive a Certificate of Completion.
Once all the modules will eceive the f Completion

As a value add, in
‘The content provided covers the following topics which is essential in the workplace today:

1 Professionalism in the Office
A
Plan Your Work/Work Your Plan
4 Surviving Information Overload
5 Business Ethics

v 1M Mastersiil » Leaming Path S 7
€ @ % onfinemasterskillco.zaljo 1 3 tn}
= masterskill F
L
Bac
L MS Digital Literacy
& (Windows 10 and Office 2016), Student Edition V3.0
X °
Staty
"
2 Path Ovorview (9) Courses Complated Courses.
a
MS Digital Literacy (Windows 10 and Office 2016)-Learning Pathway
L] The Dighal Literacy content Is for anyone with basic reading skifls who want 1o leamn the fundamentals of using digital technologles.
Le will acq skills. The content covers the following Topics:
e 1. Keyboarding Skills (Includes Typing Tutor)
2. Work with Computers
Create Digital Content

8. COURSES (2): 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.

masterskill o -
T LAY
Path Overview (9) Courses Comploted Courses
8D A0 8 A
» KEYBOARDING % o o
=°WORK WITH B2
. COMPUTERS ¢
g Y, TN
i

KAZ (Keyboarding A to Z), MS Digital Literacy-Work with MS Digital Literacy-Access MS Digital Literacy- MS Digital Literacy-Participate MS Digital Literacy-Create Digital

Student Edition Computers (Windows 10 & Offic. Information Online (Using. Communicate Online (Windows. Safely and Responsibly Online. Content (Windows 10 & Office.
N 1S - S o CERTIFlED

v CDLLABORATE “ v
CONTENT A¢H
=) DIGITALLY ! *
B - 2 CERTNEXUS
= e (0 & ~———
MS Digital Literacy-Collaborate ™S Uiteracy-Final CyberSAFE (Exam COS-410),
and M‘lmgt Content Dightally, u&mu—u N:ndm-n Assessmont
Privacy Policy
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COMPLETED COURSES (3): This area will fill as you complete each course.

" L Mas + o X
« [] fine.m: dp * n} & 0
= )
"
s S
MS Digital Literacy
(Windows 10 and Office 2016), Student Edition V3.0
-
X °
Statu o
"
2 PathOverview  (9) Courses pl
a
s No Completed Courses
"]
@
Privacy Policy

9. Click on COURSES to continue.
**Note the following about the SECOND LAST TILE. For you to access the Microsoft Digital
Literacy Certificate, you must pass the 6 assessments. Once you have passed the
assessments the tile will be active.

[ elearning

MS Digital Literacy-Final
Certificate, Student Editio...

10. The courses shown below must be completed:

-, CONTENT %
=1 DIGITALLY

WS %0 =

MS Digital Literacy-Work MS Digital Literacy-Access MS Digital Literacy- MS Digital Literacy- MS Digital Literacy-Create

MS Digital Literacy-
with Computers (Windows... Information Online (Using... Communicate Online... Participate Safely and... Digital Content (Windows ... Collaborate and Manage...
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Accessing the Learning Materials
1. Click on any one of the LEARNING TILES to access a course. (Course 2 example shown

below)

elearning

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

elearning

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

elearning

MS Digital Literacy-
Communicate Online...

MS Digital Literacy-
Participate Safely and...

5 8 2
P -lANDRESPONSIBva

DI
05 R

] elearning

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

2. The following sample page will be displayed; within each course, you have several items

to access:

€ @ % onlinem;

= masterskill

St Lewrring

Bl 0r34Leaming Objects Completed

Wk with Crmgusers: Assessren

Work wih Ceengusters: What Are The Next Segsin My Learing Joumey?

Hitchhiker's Gadke: Survirng n the Wkpiace.

WS Digital Literacy-Work with Computers (Windows 10 & Gffice 2016), Student Edition

e 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.

e PowerPoint Presentation

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

e 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.

e MPA4 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.

Guest User: MS Digital Literacy-LMS User Guide_rev5.5-wrd.docx
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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.

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.

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.

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

Work with Computers: How To Use These Learning Materials

™ 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).

2. Tick to agree to Terms and Conditions.

—14-
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| ic or

All rights reserved. No part of this publication may be reproduced, distributed, or transmitted in any form or by any means, including ph i ding, or other
mechanical methods, without the prior written permission of the publisher, except in the case of brief quotations embodied in critical reulewsand cenaln nther non-commercial uses
permitted by copyright law.

/] I agree to not reproduce, duplicate, copy, sell, resell or exploit any portion of the content, use of content, or access to the content without the express written permission from the
A i of ten (10) d loads will be i Should you exceed the number of downloads, kindly log a ticket on the platform, i.e., from the Home page and select the |
NEED HELP tile.

Download File

3. Click the Download button to start the download. The downloaded manual will open in a
new tab in your browser. 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.

= masterskill —
-
.
A MS Digital Literacy-Work with Computers (Windows 10 & Office 2016), Student Edition —
. * work wiTH £

" - COMPUTERS §

1/34 Loaming Objects Completed

Work with Computers: How To Use These 072
" Laarming Materials

Work with Computers: Student Aeference 172
Guide

L]
Work with Computers: Powerpoint o
Prosontation
Work with Computers: itegrated Video Tutorialo/1
Work with Computers: MP4 Files e
Work with Computers: MP4 Narrations o2
Work with Computers: Assessment on
Work with Computers: What Are The Next  O/8

4. The PDF manual displays the pages below one another. To read the PDF manual, scroll
down to read the next page:

DIGITAL
LEARNING

— 15—
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5. When you are finished with your manual, close the browser tab to return to your lessons.
AND/OR

6. 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.

7. 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.

Play Fullscreen

L EEE = EE BN
= —

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

9. 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 /13 ). — |I]

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.

- 16 -
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Work with Computers: Student Reference Guide

= MSDIGLIT-001sg rev1.0 (PDF1)

5  MSDIGLIT-001sg_rev1.0 (FLIPVIEW)

The Student Reference Guide in PDF Format:

M Masterskill X @ pdf_creator X G my learning jouney - Google S¢ X + o = (s ] X
CcC 0 & go.synrgise.com/services/pdf_creator?filepath=https://online.masterskill.co.za/files/Ims/item/485_40_1620313228 MSDIGLIT-001sg_rev1.0%20(PDF1).pdf&filen g o :

i Apps  ® Financial Reports [ ClickUp @l IT Tickets == JetWeb we WeTransfer @ MSKOIdLMS @ Synrgise SCORMS W CompPress PG M OnlineMSK »  [E Reading list

=  pdf_creator — 100% + =

B® 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 computefis, the parts_‘pf_a c'dlmputer, and how to interact

with it.

Introduction

1 minute

The Student Reference Guide in FLIPVIEW Format:

N Masterskill X o+ (] - a X
<« cC O @ online.masterskill.co.za/Ims/index php?modname=mylearning8top=launchitem&idOrg= 10507 &idSec= 10449 Q % o H
i1 Apps @ Financial Reports [ ClickUp ol ITTickets #= JetWeb we WeTransfer @ MSKOIdLMS @ Synrgise SCORMS W CompPress PG M OnlineMSK » Reading list
= masterskill 6 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)

# MSDIGLIT-001sg_rev1.0
(FLIPVIEW)

Work with Computers: PowerPoint 0/2
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 [

Using the PowerPoint Presentation

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

Checks.
- 17 -
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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.

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 joumey - Google Se X | =+ (-] = a x

cC 0 & go.synrgise.com/services/pdf_creator?filepath=https://online.masterskill.co.za/files/Ims/item/485_3_1620313953_MSDIGLIT-001ov_rev1.0%20(PDF1).pdf&.. & ¢ o H

i1 Apps @ Financial Reports [ ClickUp ol ITTickets #= JetWeb we WeTransfer @ MSKOIdLMS @ Synrgise SCORMS W CompPress PG M OnlineMSK » Reading list

= pdf_creator

m Microsoft

Lesson guide

An instructional supplement to Microsoft Digital Literacy
Work with Computers

(Using Windows 10 and Microsoft Office 2016)

mailte:dianne@masterskill.co.za

The PowerPoint Presentation in FLIPVIEW Format:

M Masterskill X G mylearning journey - Google Se X | + o - =} X
g cC o0 & online.masterskill.co.za/Ims/index.php?modname=mylearning&op=launchitem&idOrg=105098&idSec=10451 QW ° :
i Apps  ® Financial Reports [ ClickUp @l IT Tickets == JetWeb we WeTransfer @ MSKOIdLMS @ Synrgise SCORMS W CompPressJPG M OnlineMSK »  [E Reading list
= masterskill 2 & 8

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

L]
Work with Computers: Student Reference 0/2
Guide

L]
Work with Computers: PowerPoint 0/2

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 # MSDIGLIT0010v_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 Work with Computers: Integrated Video  0/1

Tutorial
well.

- Digital Literacy

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.

Work with Computers: Integrated Video Tutorial

49 Work with Computers

1 Masterskil x  + o -
< C 1 @& onlinemasterskill.co.za/lms/index php 1ame=myleaming&op=launchitem&idOrg=104218&idSec=10420 QU w o H
i Apps  # Financial Reports [ ClickUp e IT Tickets = JetWeb elransfer @ MSKOIdLMS @ Synrgise SCORMS @4 CompPress PG [T OnlineMSK »  [E Reading list
= masterskill > 5 8
Cemmngmounies  AUUsLowse  AmGuIGENEINS  Resuns wowes [p— ——
A
" Play Fullscree
Work with Computers: How To Use These 0/2
Learning Materials
mn Microsoft
L} Wark with Computers: Student Reference 0/2
Guide
- evious Next
N Work with Computers: PowerPaint o2
: Describe the various types of modern personal
B . d .
Computlng evices 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,

2. When the video is finished, scroll down to the ‘Continue’ button, to go to the next video.

- 79 -
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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

~20-

Guest User: MS Digital Literacy-LMS User Guide_rev5.5-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

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 @ O1-what-is-a-computer.mpd X + [+] = (s X

C (O @& gosynrgise.com/services/pdf_creator?filepath=https://online.masterskill.co.za/files/Ims/iter 79_1620314141_MSDIGLIT-001fc_rev1.0%20(PDF1).pdf QW ° :

3 Apps  ® Financial Reports or @ MSKOId LMS [E Reading list
=  01-what-is-a-computermp4 1 /32 - 75% + B o 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 o+

€ cC o

& online.masterskill.co.za/Ims/index.php?modname=mylearning8op=launchitem&idOrg=105118&idSec=10468

i1 Apps  ® Financial Reports [ ClickUp @l IT Tickets == JetWeb we Welransfer @ MSKOIdLMS @ Synrgise SCORMS

masterskill

Play Fullscreen

L-parts-of -a-computer.mp4

Compuntt_ o1 Shbg shm b6 Frensl, nnire o0 vid 4
e

The Assessment

Q CompPress IPG

[+] - (=]

X

a %« @ :

N OnlineMSK »

7 8

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

Work with Computers: MP4 Files 116
Work with Computers: MP4 Narrations ~ 0/2
= MSDIGLIT-001fc_rev1.0 (PDF1)
¥ MSDIGLIT-001fc_rev1.0
(FLIPVIEW)
Work with Computers: Assessment on

B Reading list

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

&

Work with Computers: Assessment

= masterskill

.

n 27 ik MS Digital Literacy-Work with Computers (Windows 10 & Office 2016), Student Edition
¥ |y $

] L] -
= WORK WITH 558 Il contmntorin |

i -, COMPUTERS ;e

L

™ LoamingModules  AboutCouse  AmouncementsBl  Results  Notes  ChatRoom

-

Work with Computers: Assessment

Information About the Test

+ Total Marks: 100%

« Amount of Questions: 30

* Passing score: 80%

o Time lmit: 30:00 minutes

« YouWILL NOT be allowed 10 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 10 navigate between the pages by clicking on the “Next Page” or “Previous Page” buttons.
o The Assessment Results will be shown after completing the Assessment.

« You may NOT review your answer-choices and compare them 10 the correct answers after completing your Assessment

To Start your Assessment, click the "Click 1o Begin” button. When finished, click the “Submit (Test Completed)” bution

Work with Computers; How To Use These 072
Leaming Materials

Work with Computers: Student Reference 172
Guide

Work with Computers: PowerPoint o
Presentation

Work with Computers: Integrated Video Tutorialo/\

Work with Computers: MP4 Files e
Work with Computers: MP4 Narrations o2
Work with Computers: Assessment on

[0 Work with Computers: Assessment

o
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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

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:
MS Digital Literacy-Access Information Online (Using Windows 10 & Office 2016), Student Back
Edition
1/16 lessons completed E']
— b ¢

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:

m Microsoft  Micro ;tl [mm | 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.

MS Digital Literacy-\]

Continue Learning

1/34 Learning Objects Con

Learning Modules About Course Announcementsn
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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
Number to info@masterskill.co.za
for any additional help.

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.

= masterskill ?

= f‘?lr‘ -, ' MS Digital Literacy-Work with Computers (Windows 10 & Office 2016), Student Edition
wA.

5 He —y
=° WoRK WiTHER
n ) COMPUTERS ¢ 1/34 Learning Objects Completed etle

Yok —

0

u Learning Modules  About Course swomonnensBl  Rasuhs Nows  ChatRoom
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