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does this course work?

Jrse encompasses a set of 5 modules,

s designed to engage you in the topics,

=s and activities that can help you acquire or
rove Kour circular economy and basic digital
skills on the use of computer devices.

It is a modular course, which means that you
can pick up at where you feel you need training.
Right now, you are at Module T - Introduction to
circular economy and understanding device
value.
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At the end of this module, you can:
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At the end of this module, you can:



Learning
contents

Theoretical and/or factual
knowledge to help you get
acqguainted with circular
economy and

understanding device value
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Keeping updated

circular economy to infinity

Link 1. Do you know what a circular
economy is?

Link 2. Repair, re-use and recycle!

Link 3. It's time for a circular economy!

Link 4. The EU and the circular econom

:***: Co-funded by
LGN the European Union



https://www.youtube.com/watch?v=zCRKvDyyHmI&t=11s
https://www.youtube.com/watch?v=zCRKvDyyHmI&t=11s
https://multimedia.europarl.europa.eu/en/video/x_V007-0034
https://www.ellenmacarthurfoundation.org/
https://www.europarl.europa.eu/topics/en/article/20151201STO05603/circular-economy-definition-importance-and-benefits
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Link 1. Story of stuff

Link 2. Why the circular economy

Mmatters

Link 3. Conserving Earth

Link 4. The World counts - resource
depletion

:***: Co-funded by
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https://www.youtube.com/watch?v=9GorqroigqM
https://www.greenbiz.com/topics/circular-economy?page=0
https://www.greenbiz.com/topics/circular-economy?page=0
https://education.nationalgeographic.org/resource/conserving-earth/
https://www.theworldcounts.com/economies
https://www.theworldcounts.com/economies
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Link 1. Circulate products and materials

Link 2. Eight ways to reduce waste in
your daily life

Link 3. Electronic Products
Environmental Assessment Tool
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https://www.youtube.com/watch?v=v6m5fmM0XqA
https://www.nature.org/en-us/about-us/where-we-work/united-states/delaware/stories-in-delaware/delaware-eight-ways-to-reduce-waste/
https://www.epeat.net/
https://www.epeat.net/
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Link 1. How electronic waste is recycled

Link 2. The Impact of e-waste on our

environment

Link 3. The true cost of a smartphone
Link 4. E-waste management

Link 5. The repair association
\ I /
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https://www.youtube.com/watch?v=w4Sl6ngKY6o
https://www.data-secure.org/post/world-wildlife-day-and-e-waste-the-impact-on-our-environment
https://www.data-secure.org/post/world-wildlife-day-and-e-waste-the-impact-on-our-environment
https://www.cmswire.com/customer-experience/measuring-the-total-cost-of-a-smartphone/
https://www.unep.org/ietc/what-we-do/e-waste-management
https://www.repair.org/

Keeping updated

Link 1. By the numbers: impact of e-

waste

Link 2. E-waste World Health

Organisation (WHO) overview

Link 3. Alarming Global E-waste

Statistics

Link 4. Future e-waste scenarios
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https://www.youtube.com/watch?v=3VkpXLuDmX8
https://www.youtube.com/watch?v=3VkpXLuDmX8
https://www.who.int/news-room/fact-sheets/detail/electronic-waste-(e-waste)
https://www.who.int/news-room/fact-sheets/detail/electronic-waste-(e-waste)
https://techreport.com/statistics/global-ewaste-statistics/
https://techreport.com/statistics/global-ewaste-statistics/
https://www.unep.org/ietc/resources/publication/future-e-waste-scenarios?_ga=2.239530115.1874036080.1710412536-834603868.1710412536
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Link 1. The principles of Life Cycle

Assessment (LCA

Link 2. LCA complete beginner’s guide

Link 3. LCA guide

:***: Co-funded by
LGN the European Union



https://www.youtube.com/watch?v=r0ucT1KRiO4
https://www.youtube.com/watch?v=r0ucT1KRiO4
https://ecochain.com/blog/life-cycle-assessment-lca-guide/
https://kpmg.com/xx/en/home/insights/2023/10/life-cycle-assessment-guide.html
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Learnlng
activities

Task cards specifically
designed to provide you with
real-world challenges and
supply you with practical N
iInformation about circular ',R

economy and
understanding device value
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Outline

Your old computer is slow and frustrating, but you cant
afford a brand new one? Before you throw it away,
consider giving it a second chance! Extending the
lifespan of your device is a great way to save money and
contribute to a more sustainable future.

Extending the lifespan of your electronic devices reduces
waste and helps conserve precious resources. It also
saves you money by delaying the need for a new
purchase. By learning how to repair and repurpose your
existing devices, you become an active participant in the
circular economy.

This task card will guide you through 3 steps to help you
make your device last longer:

= Diagnose the problem

= Upgrade what you can

= Explore alternative uses

Co-funded by
the European Union
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Action 1: Diagnose -®
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Stepl: Check for resource overload. Open your Task
Manager and see if any programmes dre hogging up
our computer's memory (RAM) or processing power
CPU). High usage can cause sluggish performance.

Link 1. How to speed up your computer
using Task Manager

Link 2. How to check CPU usage on @

computer Step2: Look for outdated software. An outdated operating
system or programs can slow your device. Check for
updates and install them if available. Some programs
might run poorly on older systems, consider lighter
alternatives.

Link 3. 8 signs your software is
outdated

Link 4. How to clear up unnecessary Step3: Storage blues. A cluttered hard drive can also

files on your PC affect performance. Use your computer's built-in storage
tools to identify and remove unnecessary files. Consider
backing up important data to an external drive to free up
space.

Co-funded by
the European Union



https://www.youtube.com/watch?v=kb53XYVkBlo
https://www.youtube.com/watch?v=kb53XYVkBlo
https://www.frameworkit.com/knowledge-base/how-to-check-cpu-usage/
https://www.frameworkit.com/knowledge-base/how-to-check-cpu-usage/
https://emma-white20.medium.com/8-signs-your-software-is-outdated-c14ed09f2503
https://emma-white20.medium.com/8-signs-your-software-is-outdated-c14ed09f2503
https://www.wikihow.com/Clear-up-Unnecessary-Files-on-Your-PC
https://www.wikihow.com/Clear-up-Unnecessary-Files-on-Your-PC

‘ INCLUDE_
Action 2: Upgrade -®
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Stepl: Memory improvement. RAM is like your computer's
short-termm memory. Adding more RAM can significantly
improve performance, especially if your current amount
is low (like 4GB or less). Check your computer's manual or
Link 2. How to install memory in a online resources to determine the compatible RAM type

desktop computer (DIY) and maximum capacity. Upgrading RAM is a relatively
simple process.

Link 1. 14 tips to speed up a slow
computer

Link 3. How to increase computer
storage space

Step2: Storage space solutions. If your hard drive is
constantly full, consider upgrading to a Solid-State Drive
: _ (SSD). SSDs are much faster than traditional hard drives,
Link 4. How 1o increase laptop battery leading to quicker boot times and overall improved

life responsiveness.

Step3: Battery boost. If your laptop struggles to hold a
charge, a new battery can significantly improve your
mobile experience. Research compatible batteries for
your specific laptop model to ensure a proper fit.

Co-funded by
the European Union



https://www.cdw.com/content/cdw/en/articles/hardware/tips-to-speed-up-slow-computer.html
https://www.cdw.com/content/cdw/en/articles/hardware/tips-to-speed-up-slow-computer.html
https://www.wikihow.com/Add-RAM
https://www.wikihow.com/Add-RAM
https://eu.crucial.com/articles/about-ssd/increase-storage-space
https://eu.crucial.com/articles/about-ssd/increase-storage-space
https://www.pcmag.com/how-to/how-to-increase-laptop-battery-life
https://www.pcmag.com/how-to/how-to-increase-laptop-battery-life

: INCLUDE,
Action 3: Repurpose 4
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Stepl: Basic needs supplier. Does your computer struggle
with video editing but handles web browsing well? It can
become your dedicated internet machine just for
checking emails, surfing the welb, or staying connected
Link 2. Use your old laptop to learn with social media.

Link 1. 17 eqasiest ways to repurpose your
old laptop

valuable programming skills

Step2: Media centre. Connect your computer to a TV and
transform it into a media center. You can use it to stream
movies and shows, play music, or even display photos on
a larger screen.

Step3: Learning machine. Load your computer with
educational software or online learning resources. It can
become a valuable tool for acquiring new skills,
practicing languages, or even taking online courses.

Co-funded by
the European Union



https://www.youtube.com/watch?app=desktop&v=8IH7t-qnI0c
https://www.youtube.com/watch?app=desktop&v=8IH7t-qnI0c
https://www.freecodecamp.org/
https://www.freecodecamp.org/

summary

Congratulations on embarking on the journey to a more
sustainable future! By following these steps, youve
learned valuable skills to diagnose issues, consider
upgrades strategically, and explore creative ways to give
your old computer device a second life.

To take your efforts further, consider exploring repair
guides and tutorials online to troubleshoot specific
problems. Investigate local repair shops or community
repair events where skilled technicians can assist with
more complex issues. Explore options for donating your
old device to schools, non-profit organisations, or
refurbishment programmes, providing access to
technology for those in need.

Remember, extending the lifespan of your electronics
saves money, reduces waste, and contributes to a
circular economy.

Co-funded by
the European Union
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Outline

This task card will guide you through understanding the
3Rs and how they empower you to make sustainable
choices regarding electronics:

= Reduce: Before buyinc}; new electronics, consider
repairs, borrowing from friends, or making your current
device last longer.

= Reuse: Look for gently-used electronics at second-
hand stores, online marketplaces, or swap events. You
might even find a hidden treasure!

= Recycle: When electronics reach their end, learn about
responsible disposal options in your area. Find e-waste
recycling centres and dispose of them responsibly.

This allows saving money, reducin? the demand for new
devices, minimising environmental impact and resource
extraction. Finally, responsible disposal through recycling
prevents electronic waste from  polluting our
environment and contributing to health hazards.

Co-funded by
the European Union
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Action 1: Reduce -
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Stepl: Needs vs. wants. Many electronics offer features
you might not use regularly. Consider alternative
solutions — can you use an app on your existing phone for
a similar function? Borrowing from a friend for a specific
Link 2. Stop buying every new gadget project might be more economical.

Link 1. How to reduce electronic waste
iIn simple ways?

Link 3. Finding joy in electronics repair Step2: Embrace multitasking. Do you have multiple
devices with overlapping functionalities? Could a single,

more powerful device fulfil your needs? Research multi-
functional electronics that can handle various tasks,
potentially replacing the need for several specialised
gadgets.

Step3: Free resources. Explore free or low-cost
alternatives before buying new. Many libraries offer free
computer access and internet connectivity. Online
resources often provide digital versions of books, music,
and movies, eliminating the need for dedicated devices
to store them.

Co-funded by
the European Union



https://www.quickwasters.co.uk/blog/how-to-reduce-electronic-waste/
https://www.quickwasters.co.uk/blog/how-to-reduce-electronic-waste/
https://medium.com/codex/stop-buying-every-new-gadget-b4f973d8db07
https://www.youtube.com/watch?v=rt2LWLptNkE
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Action 2: Reuse -
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Stepl: Donate. Many schools and charities accept used
electronics in good condition. Donating your old tablet or
. . laptop can provide valuable educational resources for
Link 2. Volunteers fix old computers and underprivileged communities. This not only extends the

donate them life of your device, but also empowers others with access
to technology.

Link 1. Donate computers!

Step2: Pass it on. Does a younger family member or
friend need a basic computer? Instead of buying them
brand new, consider passing down your gently-used
computer. This is a great way to introduce them to
technology responsibly and avoid unnecessary
purchases.

Step3: Teach and empower. Do you have old electronics
that are no longer functional? Donate them to
educational programs or repair workshops. These
organisations can use them to teach valuable skills like
electronics repair and troubleshooting, empowering
future generations to be responsible consumers.

Co-funded by
the European Union



https://www.computerswithcauses.org/
https://www.youtube.com/watch?v=2ppqIoN4db8
https://www.youtube.com/watch?v=2ppqIoN4db8
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Action 3: Recycle -®
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Stepl: Know the materials. Research the components in
your device (usually found on a label or online) to
: . understand what can be recycled in your area. Many
bliezs Clooeliteeyt g rogiamie [or electronics have specific recycling streams due to

e-waste and batteries hazardous materials like lead or mercury.

Link 1. European recycling platform

Link 3. How to properly prepare your PC Step2: Find a proper recycling centre. These facilities
for disposal specialise In responsibly processing old electronics,

ensuring proper extraction of valuable materials and safe
disposal of hazardous components. You might even find
some electronics retailers offer take-back programs for
used devices.

Step3: Prepare for take-off. Before dropping off your
computer, ensure it is ready for its recycling journey. Back
up any important data and remove batteries or external
components. Some recycling centres might have
specific requirements, so check their guidelines
beforehand.

Co-funded by
the European Union



https://erp-recycling.org/
https://www.logitech.com/en-eu/sustainability/recycling.html
https://www.logitech.com/en-eu/sustainability/recycling.html
https://www.pcmag.com/how-to/how-to-properly-prep-your-pc-for-disposal
https://www.pcmag.com/how-to/how-to-properly-prep-your-pc-for-disposal

summary

By engaging with this task card, you have gained
valuable insights into the importance of reducing,
reusing, and recycling electronics within the circular
economy framework. Through its actions and steps, you
have explored practical strategies for minimising
electronic waste and maximising resource value.

To further your impact as device recycling champion,
you can take concrete steps such as organising
community electronics recycling drives or awareness
campaigns, and advocating for policies that promote
sustainable electronics disposal practices. By actively
participating in these initiatives, you can inspire others to
adopt more environmentally friendly behaviours and
contribute to building a more sustainable future for all.

Co-funded by
the European Union
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Storytelling
scendarios

Story-based situations

designed for your reflection
and to help illustrate how N
circular economy and ',R

understanding device value
can be put in practice by you
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ew in town, new tech?










pgrade challenge




Practical
tips

A checklist of best practices
for you to adopt on circular
economy and > -

understanding device value 'R

Co-funded by
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Practical tip 5

Don't let marketing convince P/ou to upgrade! Before
hitting "buy,” challenge yourselt to identify opportunities
to reduce e-waste In your daily activities. Can you
extend your current device's life with a case or screen
protector? Could a free app fulfil a need instead of a
new gadget?

Consider borrowing from friends or exploring free public
computer access at libraries. By questioning your needs
and seeking alternatives, you can become a champion
for responsible electronics consumption and minimise
your personal contribution to e-waste.

Co-funded by
the European Union

INCLUDE

* ‘ circular economy to infinity

j=







‘ circular economy to infinity

Multiple-choice test for you
to make a self-assessment
of what you have learned on
circular economy and
understanding device value

Co-funded by
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Learn more

Welb sources for further
reading on how circular
economy and
understanding device value
can be put in practice

o™
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Useful resources
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The circular economy — whatis it?
www.youtube.com/watch?v=IhMooylGWkc

The environmental impact of e-waste

Co-funded by
the European Union

www.earth.org/environmental-impact-of-e-waste/ ’

Extending the lifespan of devices — tips from the experts
www.techbuyer.com/uk/blog/extending-lifespan-of-tech

The zero-waste game
www .kidsciencechallenge.com/year-four/zw_game.php

e

Give your e-waste a second chance :
www.veracityworld.com/give-ewaste-second-life/

Everything you need to know about green IT in 2024
https://shre.ink/84nK



http://www.youtube.com/watch?v=lhMooyLGWkc
http://www.earth.org/environmental-impact-of-e-waste/
http://www.techbuyer.com/uk/blog/extending-lifespan-of-tech
http://www.kidsciencechallenge.com/year-four/zw_game.php
http://www.veracityworld.com/give-ewaste-second-life/
https://shre.ink/84nK

one! Whatis next on
earning journey?

Go ahead and select a new module!
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o know more about
CLUDE-CE project?

http:// % www.include-ce.eu

MINDSHIFT

Talent Advisory

This work is licensed under a Creative Commons
Attribution - NonCommercial - ShareAlike 4.0 International
(CC BY-NC-SA) licence.

Template made by Mindshift using Canva
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Personal computer basics

European Union. Views and opinions expressed are however
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does this course work?

Jrse encompasses a set of 5 modules,

s designed to engage you in the topics,

=s and activities that can help you acquire or
rove Kour circular economy and basic digital
skills on the use of computer devices.

It is a modular course, which means that you
can pick up at where you feel¥ou need training.
Right now, you are at Module

computer basics.

Personal

Co-funded by
the European Union
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Learning
contents

Theoretical and/or factual
knowledge to help you get
acquainted with personal ~“’o

computer basics ’
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Link 1. The essentials of computer

hardware

Link 2. Guide to PC components

Link 3. Computer Peripherals Explained

:***: Co-funded by
LA the European Union



https://www.youtube.com/watch?v=8_itvuz5Dc4
https://www.youtube.com/watch?v=8_itvuz5Dc4
https://www.youtube.com/watch?v=ExxFxD4OSZ0
https://www.youtube.com/watch?v=AkFi90lZmXA
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Link 1. Computer Basics: Understanding
Operating Systems

Link 2. Introduction to Windows

Link 3. Introduction to Mac

:***,: Co-funded by
LA the European Union



https://www.youtube.com/watch?v=fkGCLIQx1MI
https://www.youtube.com/watch?v=fkGCLIQx1MI
https://support.microsoft.com/en-us/windows
https://support.apple.com/macos

i £
3
-

4 ‘9
A
W
N

N

>

Keeping updated
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Link 1. Types of Software Applications

Link 2. Installing and Managing

NeliWel(=
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https://www.youtube.com/watch?v=BTB86HeZVwk
https://www.youtube.com/watch?v=tr_DKc1dXEM
https://www.youtube.com/watch?v=tr_DKc1dXEM
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Link 1. File Organisation Technigues

Link 2. Data Backup Strategies
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https://www.youtube.com/watch?v=bKjRKZxr-KY
https://www.youtube.com/watch?v=RB4kwfY2w7A
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Link 1. Safe Browsing Practices
Link 2. Understanding Malware

Link 3. A game of deception
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https://www.youtube.com/watch?v=Q_mqjS_E9mg
https://www.youtube.com/watch?v=QozdEbyMK5E
https://www.youtube.com/watch?v=WNVTGTrWcvw
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Link 1. Pause, Think and Act

Link 2. Lesson 10: Internet Threats

Link 3. Top 5 Cyber Attacks

:***,: Co-funded by
LA the European Union



https://www.youtube.com/watch?v=JpfEBQn2CjM
https://www.youtube.com/watch?v=UXApaem6MYM
https://www.youtube.com/watch?v=wKFOXuWoqmM
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Learnlng
activities

Task cards specifically
designed to provide you with
real-world challenges and
supply you with personal XY,

computer basics ','R
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Outline

This task card is designed to equip you with essential
cybersecurity skills, focusing on the foundational steps to
secure your personal computer.

Cyber threats are ever-evolving, making it critical to
understand and apply basic security measures to
protect your system from potential attacks.

By completing this task, you will learn how to assess your
computers current security settings, update your
software to patch vulnerabilities, and install reputable
antivirus software to guard against malware.

This task card will guide you through 3 to help you secure
your personal computer:

= ASsess your computer’s security settings

» Update your software

* |nstall and configure an antivirus software

Co-funded by
the European Union
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Action 1: Assess
Your Computer's
Security Settings

INCLUDE
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circular economy to infinity

Stepl: Start by reviewing the security settings on your
computer. Access the security center/dashboard of your

. operating System to see an overview of your Computer's
Link 2. How to make your passwords security status.

Maore secure

Link 1. What is Firewall?

Step2: Check for any warnings or recommendations
Link 3. Windows Security Tips provided by your operating system. This may include
enabling a firewall, using secure passwords, and other
critical security settings.

Step3: Implement two-factor authentication (TFA) for all
critical accounts where possible. This adds an extra layer
of security by requiring two or more pieces of evidence
(factors) to verify your identity. These factors can include
something you know (like a password or PIN), something
you have (like a smartphone or a security token), or
something you are (like a fingerprint or other biometric
identifier).

Co-funded by
the European Union



https://www.youtube.com/watch?v=kDEX1HXybrU
https://www.youtube.com/watch?v=xUp5S0nBnfc
https://www.youtube.com/watch?v=xUp5S0nBnfc
https://www.youtube.com/watch?v=fcydKLBb4A8

Action 2: Update
Your Software

Link 1. Here is why it is so important to
update your software

Link 2. What is Patch Management and
Why is it Important?

Link 3. The Importance of Regular
Antivirus Updates

INCLUDE,
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Stepl: Identify which software and operating system
updates are available for your computer. These updates
often include critical security patches.

Step2: Prioritise updates based on the level of security
risk they address. Begin with your operating system
updates, followed by applications you use frequently.

Step3: Complete the updates and restart your computer
if necessary. Ensure all updates are successfully installed.

Co-funded by
the European Union



https://www.youtube.com/watch?v=DOQEnabWS5k
https://www.youtube.com/watch?v=DOQEnabWS5k
https://www.youtube.com/watch?v=vIDG-O_17qA
https://www.youtube.com/watch?v=vIDG-O_17qA
https://www.youtube.com/watch?v=xdL9zje1fsM
https://www.youtube.com/watch?v=xdL9zje1fsM

. INCLUDE,
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Ond Configure On circular economy to infinity
Antivirus Software

Link 1. Best antivirus 2024 options Stepl: Choose a reputable antivirus software. Research
and select one that best fits your needs, considering
Link 2. Installing Antivirus features, cost, and user reviews.

Step2: Install the antivirus software, following the
installation guide carefully. Register or activate your
software as required.

Step3: Configure your antivirus settings. Schedule regular
scans and update the virus definition database to
ensure your software can detect the latest threats.

Co-funded by
the European Union



https://www.youtube.com/watch?v=Yei9Qm8aWT8
https://www.youtube.com/watch?v=zyDiGWHMcC4




INCLUDE
n®

circular economy to infinity




Outline

This task card guides you through the exploration of your
computer's hardware components.

Understanding your computer's hardware is essential for
troubleshooting, upgrades, and making informed
decisions about new purchases or optimisations.

By completing this task, you will learn to identify key
hardware components, understand their functions, and
perform basic hardware checks.

This task card will guide you through 3 to help you exploit
your computer’'s hardware components:

= |dentify key hardware components

= Check hardware health and performance

= Plan for upgrades

Co-funded by
the European Union
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Components

Stepl: Open your computer's system information screen

to view a summary of your hardware components. This

, : . can usually be found within the "About’ section of your

Link1. Cornputer Basics: Inside o computer's settings or system control panel.

Computer

Step2: Research each listed component, such as the

Link 2. Understanding Computer Specs CPU (Central Processing Unit), RAM (Random Access
Memory), hard drive ?or SSD), and GPU (Graphics

Processing Unit), to understand their roles in your

computers performance.

Step3: Physically locate these components on your
device, if accessible (e.g., on a desktop PC). Use online
guides or manuals specific to your computer model to
help identify these components.

Co-funded by
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https://www.youtube.com/watch?v=HB4I2CgkcCo
https://www.youtube.com/watch?v=HB4I2CgkcCo
https://www.youtube.com/watch?v=eqrJmstbzu4

Action 2: Check INCLUDE
Hardware Health and

\"

circular economy to infinity

Performance
Link 1. How to Check Your Hard Drive's Stepl: Use built-in tools or third-party software to run a
y basic health check on your hard drive or SSD. Look for
ealth : : :
any signs of malfunction or degradation.
Link 2. RAM Memory usage explained Step2: Check your RAM usage through your operating
system's task manager. Identify if your current RAM is
Link 3. How to Monitor CPU and GPU sufficient for your needs or if an upgrade might be
Temperatures on Any Computer beneficial.

Step3: Monitor your CPU and GPU temperatures using a
hardware monitoring tool, especially under load, to
ensure they are operating within safe temperatures.

Co-funded by
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https://www.youtube.com/watch?v=a-0Wvs-LsGE
https://www.youtube.com/watch?v=a-0Wvs-LsGE
https://www.youtube.com/watch?v=AiUzaBDwMko
https://www.youtube.com/watch?v=5zxwuHmoUj8
https://www.youtube.com/watch?v=5zxwuHmoUj8

: INCLUDE
Action 3: Plan for W ®

U pg r(] d eS circular economy to infinity

Link 1. Which PC Component Should Stepl: Based on your hardware exploration and checks,
You Upgrade First? identify any components that might need upgrading
soon, such as adding more RAM or replacing an old hard
drive with an SSD.

Link 2. Upgrading Your Tech:

understanding Hardware Upgrades Step2: Research compatible components for your
computer model and understand the specifications you
Link 3. Its EASY to spend too much on need to look for (e.g. type of RAM, size of SSD).

PC parts. Here is where to save money!
Step3: Create a budget plan for your upgrades,

considering the cost-benefit ratio of each component
upgrade to enhance your computer's performance

Co-funded by
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https://www.youtube.com/watch?v=W5952NtdipY
https://www.youtube.com/watch?v=W5952NtdipY
https://www.youtube.com/watch?v=by-ppb8wkX4
https://www.youtube.com/watch?v=by-ppb8wkX4
https://www.youtube.com/watch?v=UdsaTRBZePw
https://www.youtube.com/watch?v=UdsaTRBZePw




INCLUDE

circular economy to infinity

Storytelling
scendarios

Story-based situations

designed for your reflection
and to help illustrate how N
personal computer basics ',R

can be put in practice by you
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Scenario 1: The Upgrade
Decision

Marig, a freelance graphic designer, has been noticing that
her desktop computer has been lagging significantly,
especially when running resource-intensive design
software. Aware that her productivity is taking a hit, Maria
contemplates upgrading her system. With a limited budget,
she needs to decide which upgrade would yield the most
significant performance improvement for her work.

After researching and using tools to monitor her system's
performance, Maria identifies that her RAM and GPU are the
primary bottlenecks. Faced with the choice of upgrading
only one due to budget constraints, Maria opts for the GPU
upgrade, considering her heavy reliance on graphics
software.

Three months later, Maria's decision proves fruitful. Her
ﬁrojects no longer suffer from frustrating slowdowns, and
er workflow efficiency has improved dramatically. The
story highlights the importance of targeted hardware
upgrades and making informed decisions based on
specific needs and budget considerations

Co-funded by
the European Union
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Practical
tips

A checklist of best practices
for you to adopt on personal
computer basics .

’
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Multiple-choice test for you
to make a self-assessment
of what you have learned on
personal computer basics
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Learn more

Welb sources for further
reading on how personal

computer basics can be put
into practice

o™
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Useful resources

circular economy to infinity

Basic Factual Knowledge of Computer Hardware
www.youtube.com/watch?v=AkFi90IZmXA

Understanding Advancements and Trends in
Computer Hardware

www.youtube.com/watch?v=_Wjv_Xi-geM ’

Skills in Updating and Managing Hardware

Components ol
www.youtube.com/watch?v=J07rd4nMXeo&list=PLWcq T

vsCP8tU PabWH8kH3ua9wEcx3VJUQ

Practical Skills in Identifying and Prioritising

Hardware Upgrades
www.youtube.com/watch?v=eYtSQkd7dQk

Short Responsibility and Autonomy in Data (
Management and Security related with Al
www.youtube.com/watch?v=7BhJCKOPCF4

Responsibility in Environmentally Friendly
Disposal of Hardware
www.youtube.com/watch?v=ApdkhWd7SfQ

.ﬁ

o
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http://www.youtube.com/watch?v=AkFi90lZmXA
http://www.youtube.com/watch?v=_Wjv_Xi-qeM
http://www.youtube.com/watch?v=J07rd4nMXeo&list=PLWcqvsCP8tU_Pa6WH8kH3ua9wEcx3VJUQ
http://www.youtube.com/watch?v=J07rd4nMXeo&list=PLWcqvsCP8tU_Pa6WH8kH3ua9wEcx3VJUQ
http://www.youtube.com/watch?v=eYtSQkd7dQk
http://www.youtube.com/watch?v=7BhJCK0PCF4
http://www.youtube.com/watch?v=ApdkhWd7SfQ

one! Whatis next on
earning journey?

Go ahead and select a new unit!
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Module 3

Software and Windows environment

European Union. Views and opinions expressed are however
thor(s) only and do not necessarily reflect those of the
r the European Education and Culture Executive Agency
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does this course work?

Jrse encompasses a set of 5 modules,

s designed to engage you in the topics,

=s and activities that can help you acquire or
rove Kour circular economy and basic digital
skills on the use of computer devices.

It is a modular course, which means that you
can pick up at where you feel you need training.

Right now, you are at Module 3 - Software and
Windows environment.
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At the end of this module, you can:
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"\ILearning outcomes
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At the end of this module, you will be able to:
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Learning
contents

Theoretical and/or factual
knowledge to help you get
acquainted with circular
economy and understanding
device value
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Link 1. What is an operating system?

Link 2. Let's go deeper
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https://youtu.be/fkGCLIQx1MI
https://www.youtube.com/watch?v=y2kg3MOk1sY&ab_channel=freeCodeCamp.org
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Keeping updated
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Link 1. Overview on operating systems

Link 2. Android and iOs

Link 3. Tutorial on Windows 10 and 11

:***,: Co-funded by
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https://www.indeed.com/career-advice/career-development/types-of-operating-systems
https://www.linkedin.com/pulse/android-vs-ios-lets-see-which-best-urja-pandya/
https://www.youtube.com/watch?v=r0g5eaR7T_8&ab_channel=BLASTERTECHNOLOGY
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Keeping updqted circular economy to infinity

Link 1. Understanding applications

Link 2. How to get new apps

Link 3. Good and bad apps
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https://edu.gcfglobal.org/en/computerbasics/understanding-applications/1/
https://www.microsoft.com/en-us/windows/learning-center/how-to-download-apps-with-microsoft-store
https://www.youtube.com/watch?v=uxFU9D4EtMc&ab_channel=Android
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Link 1. WikiHow tips
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https://www.wikihow.com/Connect-Android-Phone-to-Computer
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Link 1. Safety tips

Link 2. Let's check cyber safety
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https://unite.un.org/news/oict-safety-tips-when-using-public-or-shared-computer
https://www.google.it/search?sca_esv=ab02dd2696e7e4b9&rls=com.microsoft:it:%7Breferrer:source%3F%7D&rlz=1I7HPNN_it&sxsrf=ACQVn0-KGwvrVHcjoZKSXOteJucpHgd2VQ:1711481796536&q=safety+tips+for+shared+computers&tbm=vid&source=lnms&prmd=ivnbz&sa=X&ved=2ahUKEwjy-JXE1pKFAxUhiv0HHVSNBAwQ0pQJegQICxAB&biw=1920&bih=911&dpr=1#fpstate=ive&vld=cid:3aa637ed,vid:CyVw1GEQv7E,st:0
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Link 1. Free IT learning resources
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https://www.classcentral.com/subject/ict
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Learnlng
activities

Task cards specifically
designed to provide you with
real-world challenges and
supply you with practical N
iInformation about circular ﬁk

economy and
understanding device value
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Outline

You pressed the power button, and a welcoming
message appedars on the screen. In a few seconds, your
computer is on and ready for work. What you see is the
desktop with its icons, the clock, the taskbar and many
other buttons you've seen before. Don't panic! Explore.

Getting to know the different parts and sections of the desktop
will let you use your PC in an easier and efficient way. Do not be
afraid to click!

This task card will guide you through 3 simple actions to better
understand some basic functions of your PC:

= Find the start button
= Manage the settings
= Customize the taskbar

Co-funded by
the European Union
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Action 1: Start

Link 1. Find the start menu

Link 2. Open an application

INCLUDE,
®

circular economy to infinity

Stepl: Have a look at the bottom of the screen. What you
see is the task bar. The very first button on the left (orin
the bottom left corner for windows 10) is the start button.
It has the shape of a flag or 4 small squares. Now click!

Step2: A squared window pops up. It contains quick
shortcuts to your apps, the last documents and files, the
settings gear shaped icon, the shut-down button and a
search bar.

Step3: Left click into the search bar and type ‘settings’.

Co-funded by
the European Union


https://support.microsoft.com/en-gb/windows/open-the-start-menu-4ed57ad7-ed1f-3cc9-c9e4-f329822f5aeb
https://www.youtube.com/watch?v=8vGSSg9-Zrs&ab_channel=WyvernBusinessSystems

INCLUDE_
Action 2: Manage m®
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Stepl: Here you go. You've just searched for the settings
and a new window opens. Check the different elements.

Link 1._A quick overview

Link 2. Connection step by step Step2: On the left is a list of setting categories like
system, network, app. If you click on any of them, a
Link 3. How to change the language specific setting of options becomes available. If you don't

know where what you need is, again a search box is
there to help you. Type the name of what you're looking
for. For example, type Wi-Fi then click on Wi-Fi settings.
This way you will find the available network connections.

Step3: Let's explore another function. You can change
the windows display language to the one you prefer.
From the settings window, find the category time and
language on the left, the choose Language and region
and click. Choose a language from the Windows display
language menu. It is better to change the system
language when the PC is connected to a network since it
may be downloaded.

Co-funded by
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https://www.youtube.com/watch?v=Sre2iBjRHg8&ab_channel=SimpleAlpaca
https://www.wikihow.com/Connect-to-WiFi-in-Windows-10
https://www.google.it/search?q=how+to+change+the+windows+displey+language&sca_esv=79ced4a93b7e85b0&rls=com.microsoft%3Ait%3A%7Breferrer%3Asource%3F%7D&rlz=1I7HPNN_it&sxsrf=ACQVn0_d04n1NzUaIdsgde4ZMVigMSrmiQ%3A1711556547777&ei=w0cEZuL7LoGAi-gPnpec2Aw&ved=0ahUKEwii6auA7ZSFAxUBwAIHHZ4LB8sQ4dUDCBA&uact=5&oq=how+to+change+the+windows+displey+language&gs_lp=Egxnd3Mtd2l6LXNlcnAiKmhvdyB0byBjaGFuZ2UgdGhlIHdpbmRvd3MgZGlzcGxleSBsYW5ndWFnZTIJEAAYgAQYDRgTMgkQABiABBgNGBMyCBAAGBYYHhgTMgoQABgWGB4YExgKMggQABgWGB4YEzIIEAAYFhgeGBMyCBAAGBYYHhgTMggQABgWGB4YEzIIEAAYFhgeGBMyCBAAGBYYHhgTSPBOUPQMWMJNcAN4AZABAZgB6wKgAZhAqgEJMC4xOS4yMS4xuAEDyAEA-AEBmAIroAL1PsICChAAGEcY1gQYsAPCAgsQABiABBixAxiDAcICERAuGIAEGLEDGIMBGMcBGNEDwgIIEC4YgAQYsQPCAgUQLhiABMICCxAuGIAEGLEDGNQCwgILEC4YgAQYxwEY0QPCAgQQIxgnwgIMECMYgAQYigUYExgnwgIUEC4YgAQYxwEYrwEYmAUYmQUYjgXCAhEQLhiDARjHARixAxjRAxiABMICBRAAGIAEwgILEAAYgAQYigUYsQPCAggQABiABBixA8ICCBAuGIAEGNQCwgILEC4YgAQYsQMYgwHCAg4QLhiABBiKBRixAxiDAcICBBAAGAPCAgoQABiABBgUGIcCwgIIEAAYgAQYywHCAgYQABgWGB7CAggQABgWGB4YCsICCBAAGB4YDRgTmAMA4gMFEgExIECIBgGQBgKSBwkzLjE4LjIxLjGgB4aUAw&sclient=gws-wiz-serp#fpstate=ive&vld=cid:c81b8d1e,vid:tkMspr3Sbos,st:0
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Action 3: Adapt N 4
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Stepl: Let's now focus on the taskbar. It includes icons
and buttons for many recurrent apps and actions, so you
: won't have to search the settings menu all the time.
e When an application is running, you will find its icon in
the task bar. Also, some icons are always there for you to
quickly click and open the corresponding app. If your
favorite app icon is not there just run it and right-click on
its icon. Choose pin. Otherwise, choose unpin if you don't
need it.

Link 1. Managing the task bar

Step2: On the bottom right corner, you will find the quick
settings. Here you find the clock, the computer’s
connections, the notification and much more. Expand the
quick settings by clicking and try to mute and unmute
the volume or change the screen brightness.

Step3 From the quick settings, you can edsily connect
your computer to a Wi-Fi network .

Co-funded by
the European Union



https://www.youtube.com/watch?v=73Hb6RiGi2w&ab_channel=WyvernBusinessSystems
https://support.microsoft.com/en-gb/windows/how-to-use-the-taskbar-in-windows-0657a50f-0cc7-dbfd-ae6b-05020b195b07
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Outline

In this second task card, you will learn a but more about
what you can do if you share a computer with your
family, at school, or in a public place. This is very
important not only for your self, but for any other person
sharing a computer. You're also about to learn how to
find and use some common apps to edit your texts and
pictures.

You will learn to:

= Set up your windows account.
= Eliminate useless or private data from the computer.
= Use some basic useful apps

Co-funded by
the European Union
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Stepl: If you share a private computer with your family,
you can credte your own windows user account. It will be
like having your own computer, since your files, apps,

Link 1. How to create a new account

Link 2. Windows quick steps settings, and browsing history will be visible to you only.
Please remember that creating a user account is not
Link 3. Free clouds always allowed: avoid doing so if you use the library’s

computer or if you are in a public place. For these
situations, we will explore some privacy options.

Step2: If you share a computer but without a user
account of your own, please consider elminating your
personal datg, files, and browsing history since this could
cause issues to your privacy and safety.

Step3: Using a cloud storage space is a good option too
If you don’'t want to leave personal data on a shared
computer and wish to have your files from every device
you use, including your phone or tablet.

Co-funded by
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https://www.youtube.com/watch?v=MwFBGqPl_UI&ab_channel=vCloudBitsBytes
https://support.microsoft.com/en-us/windows/create-a-user-account-in-windows-4fac6fd5-74c0-9737-69b8-6e77e00422dc
https://www.youtube.com/watch?v=Bvc76hLqgFY&ab_channel=SnapMagic

Action 2: Privacy

Link 1. Cyber safety
Link 2. The recycle bin

Link 3. Easy steps to clear the browsing
history

INCLUDE
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Stepl: Data protection is a very important issue. You will
probably need a computer to edit your CV, your personal
documents or store sensitive data. So, let's check what
you can do if you share a computer!

Step2: If you download documents from the internet or
from your emails, these will be stored locally. Very often,
you will find them in the download folder. Remember to
delete them if you don't want other people to access
your data. Look for the file explorer from the start menu,
open the download folder, and move the file to the
recycle bin with a right click on it. Also, delete them
permanently from the recycle bin.

Step3: Another important action to protect your data is
clearing the browsing history. Thus way, you will prevent
other people from knowing your passwords, reading your
emails or access your accounts.

Co-funded by
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https://edu.gcfglobal.org/en/internetsafety/creating-strong-passwords/1/
https://www.easeus.com/partition-manager-software/permanently-delete-files-from-recycle-bin.html#:~:text=Right%2Dclick%20on%20the%20Recycle,along%20with%20the%20top%20menu.
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Link 1. How to install Oben office Stepl: Microsoft word is one of the most common text
S editing apps. It comes preinstalled on windows computer
. . _ but can be downloaded from the internet if you don't
ez e to e netell o Al IPets 18 008 have it. A good and free option is Apache Open Office. It's
more or less the same thing in terms of functions and
Link 3._Find and open File Explorer features.

Step2: Photos is a common app to keep your pictures
gallery tidy. Also, if you right click on a photo and select
the edit button, you can easily adjust your images.

Step3: You can install and uninstall any app you want
from your computer. It is a good idea to uninstall the one
you do not need. This way you save memory for other
content. When it comes to managing your files, the
easiest tool if the file explorer. It lets you search all the
folders and subfolders in your computer.
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https://www.youtube.com/watch?v=svInDG8DcVY&ab_channel=QuickLook
https://www.dell.com/support/contents/en-us/videos/videoplayer/how-to-uninstall-and-install-apps-in-windows-11/ykc1axsfsla
https://support.microsoft.com/en-us/windows/find-and-open-file-explorer-ef370130-1cca-9dc5-e0df-2f7416fe1cb1
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Storytelling
scendarios

Story-based situations

designed for your reflection
and to help illustrate how N
circular economy and ﬁk

understanding device value
can be put in practice by you
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Practical
tips

A checklist of best practices
for you to adopt on circular
economy and b

understanding device value 'R
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Multiplie-choice test for you
to make a self-assessment
of what you have learnerd
on circular economy and
understanding device value
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Learn more

Welb sources for further
reading on circular
economy and
understanding device value
can be put in practice

o™
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Operating systems
https://www.youtube.com/watch?v=GjNpObBrjmu&ab
channel=ClickView

Managing the account
https://www.youtube.com/watch?v=800w9FoMDVA&a
b_channel=MicrosoftHelps

Managing the settings
httgs: www.youtube.com/watch?v=Sre2iBjRHg8&t=2s
&ab_channel=SimpleAlpaca

Essential apps
https:/ /[www.microsoft.com/en-
us/store/collections/essentialapps

Connecting devices
https://mobi.easeus.com/iphone-data-
transfer/phone-to-pc-connection-software.ntm!

Computers and safety
https://www.youtube.com/watch?v=inWWhr5tnEA&ab
channel=Simplilearn
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one! Whatis next on
earning journey?

Go ahead and select a new unit!
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does this course work?

rse encompasses a set of 5 modules,
IS desigr?e'o! to engage you in the topic;s, -
sues and activities that can help you acquire or pd
Improve your circular economy and basic digital /
skills on the use of computer devices.

It is a modular course, which means that you
can pick up at where you feel you need training.
Right now, you are at Module 4 - File
management and internet basics.
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,\\Learning outcomes

At the end of this module, you can:
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,\\Learning outcomes

At the end of this module, you can:
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Learning
contents

Theoretical and/or factual
knowledge to help you get
acquainted with file
management and internet
basics
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Link 1. What Is File Management?

Link 2. Organising Digital Files: 11 Ideqas
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https://www.rock.so/blog/what-is-file-management
https://www.microsoft.com/en-us/microsoft-365/business-insights-ideas/resources/11-ideas-for-how-to-organize-digital-files
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Link 1. Google Drive vs. OneDrive vs.
Droplbox
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https://www.techradar.com/versus/google-drive-vs-dropbox-vs-onedrive-which-cloud-solution-is-right-for-you
https://www.techradar.com/versus/google-drive-vs-dropbox-vs-onedrive-which-cloud-solution-is-right-for-you
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Link 1. UBS Flash Drive or Memory Stick

Tutorial

Link 2. How to use a USB

Link 3. How to use a SD Card
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https://www.youtube.com/watch?v=3NCpWm1FaKw
https://www.youtube.com/watch?v=3NCpWm1FaKw
https://www.howtogeek.com/129800/how-to-use-usb-drives-with-android-phone-or-tablet/
https://robots.net/computing-and-gadgets/mobile-devices/inserting-sim-card-in-a-flip-phone-a-step-by-step-guide/
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Link 1. How to use Edge Browser

Link 2 Edge: Tutorials for Beginners

Link 3. How to use Chrome
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https://www.laptopmag.com/articles/edge-browser-guide
https://ansonalex.com/tutorials/windows/microsoft-edge-tutorial/
https://www.laptopmag.com/articles/chrome-browser-guide
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Link 1. Creating a Safer Internet for
Everyone

Link 2. Safe Browsing Habits

Link 3. How to make your online
browsing safer

:***’1 Co-funded by
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https://blog.google/technology/safety-security/creating-a-safer-internet-for-everyone/
https://blog.google/technology/safety-security/creating-a-safer-internet-for-everyone/
https://cyberpedia.reasonlabs.com/EN/safe%20browsing%20habits.html
https://www.noypigeeks.com/how-tos/make-online-browsing-safer/
https://www.noypigeeks.com/how-tos/make-online-browsing-safer/
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Link 1. Top 10 Electronic File
Management Best Practices
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https://www.fillhq.com/blog/electronic-file-management-best-practices/
https://www.fillhq.com/blog/electronic-file-management-best-practices/

Learning
activities

Task cards specifically
designed to provide you with
real-world challenges and
supply you with practical
information about file

mMmanagement and internet
basics

Co-funded by
the European Union
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Outline

This task card provides learners with an in-depth
exploration of USB pen drives, essential tools in modern
computing for data storage and transfer. USB pen drives,
also known as flash drives or thumb drives, offer
portability and convenience, making them indispensable
for various tasks such as backing up files, sharing
documents, and transferring data between devices.

This task card will guide you through 3 steps to help you

use pen drives:

= |dentify the available USB ports on your computer.

» |nsert the USB pen drive into the USB port securely.

= Transfer a file from your computer or device onto the
USB pen drive.

Co-funded by
the European Union
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Action 1: [dentify -

. circular economy to infinity
the available USB
ports are commonly located on the sides, back, or front panel

ports on your

of computers, laptops, and other electronic devices. Look for
COmpUter the USB symbol, usually depicted as a trident-like symbol,
near the ports to identify them.

Stepl: Locate the USB ports on your computer or device. USB

Link 1. How to use a USB Drive

Step2: Check the type of USB ports available. USB ports come
_ e in different versions, such as USB-A, USB-B, USB-C, and micro-
B e USB. Ensure compatibility between the USB pen drive and the

Cables (A, B and C) and Their USB port type on your device.

Differences

Step3: Count the numlber of available USB ports. Depending
on your device, you may have multiple USB ports available for
connecting USB pen drives and other peripherals. Identifying
the number of ports helps determine the available options for
connecting devices simultaneously.

Co-funded by
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https://www.youtube.com/watch?v=H2WzGOMkeow
https://youtu.be/HP8eQZE493Q?si=QUPD1WOKK-5E-FgK
https://youtu.be/HP8eQZE493Q?si=QUPD1WOKK-5E-FgK
https://youtu.be/HP8eQZE493Q?si=QUPD1WOKK-5E-FgK
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Action 2: Insert -t
. circular economy to infinity
the USB pen drive
I Stepl: Hold the USB pen drive with the USB connector
Into the USB port facing up. Align the connector with the USB port on your
computer or device, ensuring the orientation is correct to
Securely avoid damaging the port or the pen drive.

Link 1. PC USB Ports Explained

Step2: Gently insert the USB pen drive into the USB port.
Apply steady pressure until the pen drive is fully inserted

Link 2. |dentifying Different Ports on Your into the port. You may feel slight resistance but avoid

Sevice forcing the pen drive into the port.

Step3: Listen for the click sound indicating a secure
connection. Once properly inserted, you should hear a
click, ensuring that the USB pen drive is securely
connected to the USB port and ready for use.

Co-funded by
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https://youtu.be/pwWoz1d_kT8?si=JGrWEgzDznWQ6PxH
https://youtu.be/1Z4r3UfY0W8?si=MhgboucaPXbNOxEc
https://youtu.be/1Z4r3UfY0W8?si=MhgboucaPXbNOxEc
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Action 3: Transfer =W
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a file from your

Stepl: Open File Explorer (Windows) or Finder (Mac) on
Computer onto your computer or device. Navigate to the location of the

- file you want to transfer onto the USB pen drive.

the USB pen drive

Step2: Sclect the file you wish to transfer. Click and drag
Link 1. Saving files to a USB Drive the file onto the USB pen drive icon in the file explorer
window. Alternatively, right-click on the file, select "Copy,’

then navigate to the USB pen drive location and right-
Link 2. Best Way to Transfer Files Between click again to select "Paste.”

BI=YVilel=)S

Step3: Wait for the file transfer to complete. Depending
on the file size and transfer speed, it may take a few
moments to transfer the file onto the USB pen drive. Once
the transfer is finished, safely eject the USB pen drive from
the computer or device to avoid data loss.

Co-funded by
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https://youtu.be/dsCT5826sTo?si=ZND2EUqPMHwQyc_A
https://youtu.be/66kkARfXdx8?si=xovXKtSw3dQUfbWt
https://youtu.be/66kkARfXdx8?si=xovXKtSw3dQUfbWt
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This task card is designed to help you, as a young
migrant, gain a basic understanding of Internet basics,
including web browsing and essential terminology, to
navigate the online world confidently. Using simplified
instructions and practical exercises, you will build
fundamental skills necessary for using the Internet
effectively.

This task card will guide you through 3 steps to help you
understand internet basics:

= |earn about web browsers.

= Explore basic internet terminology.

» Practice simple web browsing.

Co-funded by
the European Union
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Action 1: Learn Ca®
about web
browsers

circular economy to infinity

Stepl: Understand the concept of wel browsers, also
called search engines. A web browser is a software
application used to access information on the World
Link 1. What is a web browser Wide Web (WWW). It allows you to view websites, browse
pages, and interact with online content.

Link 2. Chrome vs. Firefox vs. Edge vs. Step2: |dentify common web browsers. Examples of
Sraie popular web browsers include Google Chrome, Mozilla
Firefox, Microsoft Edge, and Brave. Each browser has its
features and functions but serves the same purpose of
Link 3. Search engine Basics accessing the Internet.

Step3: Choose and open a web browser. Select one of
the available welb browsers on your device and open it to
explore the Internet. Look for the browser icon on your
desktop or in the applications menu to launch it.

Co-funded by
the European Union



https://www.youtube.com/watch?v=BrXPcaRlBqo
https://www.youtube.com/watch?v=BytJqD5spHI
https://www.youtube.com/watch?v=BytJqD5spHI
https://youtu.be/Y2J7sVpmeq8?si=rWM_n5bhH2XAii4P
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Action 2: Explore -
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basic Internet Stepl: Lcarn common Internet terms. (Fomiliorise yourself
: with terms such as website, URL (Uniform Resource
termanlogy Locator), hyperlink, search engine, internet safety,
homepage. Understanding these terms will help you
Link 1. Cornmon Internet Terms navigate and communicate effectively online.

Step2: Practice identifying Internet elements. Visit o
Link 2. How search engines work website of your choice and identify different elements,
such as links, buttons, and search bars. Pay attention to
, . how these elements function and interact with each
Link 3. Internet Safety: Your Browser's other on the webpage.

Security Features

Step3: Ask questions and seek clarification. If you
encounter unfamiliar terms or concepts while browsing
the Internet, do not hesitate to ask for help or search for
explanations online. Learning is a continuous process,
and asking questions is a valuable part of the learning
journey.

Co-funded by
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https://www.youtube.com/watch?v=uBWdm3bkkn0
https://youtu.be/Y2J7sVpmeq8?si=rWM_n5bhH2XAii4P
https://youtu.be/2ZZQlgV2Gus?si=PObjrGLqdgAE9lrX
https://youtu.be/2ZZQlgV2Gus?si=PObjrGLqdgAE9lrX
https://youtu.be/2ZZQlgV2Gus?si=PObjrGLqdgAE9lrX
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Slmple web Stepl: Navigate to a familiar welsite. Choose a welbsite
browsing you are familiar With, such as a news site, social medi_a

platform, or educational resource. Use the address bar in
your web browser to enter the website's URL or search for
It using a search engine.

Link 1. Basic Search Strategies

Link 2. Online Research: Tips for Step2: Explore the website's content. Once on the website,
Effective Search Stratedies tokeo some _tlme to. expl.ore different pages, ortlcles, or
— sections. Click on links, images, or buttons to navigate
around the site and familiarise yourself with its layout and

Link 3. Browser basics: accessing features.

bookmarks and history . : : : : : :
Step3: txperiment with basic browsing functions. Practice

common browsing tasks such as scrolling up and down,
clicking on links to navigate to other pages, and using the
back and forward buttons to revisit previously viewed
pages. Experimenting with these functions will help you
feel more comfortable and confident while browsing the
Internet.

Co-funded by



https://youtu.be/7RlB1CJovTs?si=WKnLwLCqz2hCYbAk
https://youtu.be/LTJygQwYV84?si=OKgGdiEY3iBdgRnF
https://youtu.be/LTJygQwYV84?si=OKgGdiEY3iBdgRnF
https://youtu.be/FxirRVJWUTs?si=YYsQIkANtb1Kq9J6
https://youtu.be/FxirRVJWUTs?si=YYsQIkANtb1Kq9J6
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Storytellmg
scendarios

Story-based situations
designed for your reflection
and to help illustrate how file ::‘:,

«

mMmanagement and internet
basics can be put In practice
by you
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Scenario 2: Files Backup
Dilemmma

You have been struggling with managing your files
scattered across multiple devices and USB drives. A
friend suggests exploring cloud storage solutions to
streamline your file organisation and access. Intrigued,
you decide to give it a try and sign up for Google Drive,
one of the most popular cloud storage services.

circular economy to infinity

After creating your account, you upload a few important
documents to Google Drive, including work presentations
and personal photos. As you explore the platform, you
discover its features like file sharing, collaboration, and
automatic backup, which seem incredibly useful for your
needs. You feel relieved knowing that your files are
securely stored Iin the cloud and easily accessible
whenever you need them, regardless of your device or
location.
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Practical
tips

A checklist of best practices

for you to adopt on file N
mMmanagement and internet "k
basics
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Practical tip 1

Use folders and subfolders to organise your files
systematically. For example, within your "‘Documents’
folder, create subfolders such as "Work,” "'School,” and
"‘Personal” to categorise your files based on their purpose
or context. This hierarchical structure makes it easier to
locate specific files when needed.

Implement a consistent naming convention for files to
enhance searchability and clarity. For instance, use
descriptive names that reflect the content of the file and
iInclude relevant keywords.

Additionally, consider including dates or version numbers
in the file names to track revisions or updates.

Co-funded by
the European Union
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Practical tip 2

Take advantage of the free storage plans offered by
cloud storage providers like Google Drive, OneDrive, and
Dropbox to store essential files securely without taking up
space on your device. These services offer generous
storage capacities and allow you to access your files
fromn any internet-enabled device, providing flexibility
and convenience.

Enable two-factor authentication (2FA) for an added
layer of security when accessing your cloud storage
accounts. 2FA requires you to provide two forms of
identification (e.g, password and a unique code sent to
your phone) before granting access to your account,
significantly reducing the risk of unauthorized access.

Co-funded by
the European Union
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Practical tip 3

Regularly back up your important files to multiple
physical storage devices such as USB pen drives, external
hard drives, and SD cards to prevent data loss in case of
device failure or damage. This redundancy ensures that
you have multiple copies of your files stored in different
locations, reducing the risk of losing valuable data.

Store physical storage devices in a safe and secure
location away from extreme temperatures, humidity, and
magnetic fields. Avoid exposing them to direct sunlight or
placing them near electronic devices that generate heat,
as these conditions can damage the storage media and
compromise the integrity of your files.

Co-funded by
the European Union
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Practical tip 4

Install reputable antivirus software and keep it updated
regularly to protect your device from malware, viruses,
and other online threats while browsing the Internet.
Choose a security solution that offers real-time
protection, automatic updates, and features such as
web filtering and ransomware protection to safeguard
your device and personal information effectively.

Use strong, unique passwords for your online accounts
and consider using a password manager to securely
store and manage your login credentials as they
generate complex passwords for each of your accounts
and encrypt them, ensuring that your passwords are
secure and easily accessible whenever needed.

Co-funded by
the European Union
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Practical tip 5

Be cautious when clicking on links or downloading
attachments from unknown sources to avoid falling
victim to phishing scams and malware infections. Verify
the legitimacy of the sender and scrutinise the content of
emails or messages before interacting with them. If in
doubt, refrain from clicking on suspicious links or opening
unfamiliar attachments.

Regularly review your privacy settings on social media
platforms and adjust them to control who can see your
posts, photos, and personal information. Limit the visibility
of your profile to trusted friends and family memibers anad
be mindful of the information you share online to
minimise the risk of identity theft or privacy breaches.

Co-funded by
the European Union
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Practical tip 6

Practice regular file maintenance routines such as
decluttering and organising your digital files to maintain
a tidy file management system. Schedule regular clean-
up sessions to delete unnecessary files, archive older
documents, and reorganise folders as needed, ensuring
that your files remain organised and accessible.

Stay updated on the latest cybersecurity trends and best
practices to adapt your online habits and ensure
continued protection of your personal information and
digital assets. Follow reputable cybersecurity blogs,
attend webinars, and participate in online forums to stay
informed about emerging threats and effective security
measures.

Co-funded by
the European Union
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Multiple-choice test for you
to make a self-assessment
of what you have learned on
file management and
iInternet basics
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Learn more

Welb sources for further
reading on how file  ad
management and internet
basics can be put in
practice

:***** Co-funded by
N the European Union

circular economy to infinity




INCLUDE
Useful resources .
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@ File and folder management
www.red-dot-geek.com/manage-files-folders/

What is the Internet
www.khanacademy.org/introducing-the-internet

@ What is cloud storage & how does it work?
www.youtu.be/zo2fRdePLhs?si=V-iBJAJHrQkNDbQR

@ Cybersecurity Basics for Beginners
https://us.norton.com/blog/how-to/cybersecurity-

basics

Co-funded by
the European Union

8 ways to free up space on your device
www.howtogeek.com/free/up/disk/space/on/windows

How to use a computer in 7 steps (plus expert tips)
www.indeed.com/career-advice/career-
development/how-to-learn-to-use-computer



http://www.red-dot-geek.com/manage-files-folders/
http://www.khanacademy.org/introducing-the-internet
http://www.youtu.be/zo2fRdePLhs?si=V-iBJAdHrQkNDbQR
https://us.norton.com/blog/how-to/cybersecurity-basics
https://us.norton.com/blog/how-to/cybersecurity-basics
http://www.howtogeek.com/free/up/disk/space/on/windows
http://www.indeed.com/career-advice/career-development/how-to-learn-to-use-computer
http://www.indeed.com/career-advice/career-development/how-to-learn-to-use-computer

one! What is next on
learning journey?

Go ahead and select a new unit!
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o know more about
CLUDE-CE project?

http:// % www.include-ce.eu

MINDSHIFT

Talent Advisory

This work is licensed under a Creative Commons
Attribution - NonCommercial - ShareAlike 4.0 International
(CC BY-NC-SA) licence.

Template made by Mindshift using Canva
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does this course work?

rse encompasses a set of 5 modules,
IS designed to engage you in the topics, _-
Sues and activities that can help you acquire or 7
Improve your circular economy and basic digital 4
skills on the use of computer devices.

k

It is a modular course, which means that you
can pick up at where you feel you need training.
Right now, you are at Module 5 — Email and
document creation.
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At the end of this module, you can:
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Learning
contents

Theoretical and/or factual

knowledge to help you get
acquainted with email and
document creation
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Keeping updated

Link 1. What is an email?

Link 2. Gmail basics tutorial

Link 3. Introduction to emaiil

Link 4. Email overview

Link 5. What is Gmail?
\ /

INCLUDE
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https://www.cloudflare.com/learning/email-security/what-is-email/
https://www.youtube.com/watch?v=gm8jhg8I_Hk
https://edu.gcfglobal.org/en/email101/introduction-to-email/1/
https://www.tutorialspoint.com/internet_technologies/e_mail_overview.htm
https://edu.gcfglobal.org/en/gmail/introduction-to-gmail/1/
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Keeping updated

. : circular economy to infinity
Link 1. Email overview

Link 2. Basics tasks

Link 3.10 Components of an Effective

Email

Link 4. Responding to email

Co-funded by
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https://www.tutorialspoint.com/internet_technologies/e_mail_overview.htm
https://support.microsoft.com/en-au/office/basic-tasks-in-outlook-192eb102-2ee2-4049-b7f5-aa0eb4231fbb
https://verticalresponse.com/blog/components-effective-email/
https://verticalresponse.com/blog/components-effective-email/
https://www.youtube.com/watch?v=a9e7XNo4agE
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Link 1. Email security
Link 2. Gmail: managing emails

Link 3. Email Security Best Practices:
What to Look for in Email Security

Link 4. Creating filters

Link 5. Key features in Gmail

\ll
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https://www.acronis.com/en-us/blog/posts/ultimate-guide-to-email-security-best-practices/
https://www.youtube.com/watch?v=qTeZlPja5N4
https://www.youtube.com/watch?v=xzpK6VbLFJE
https://www.youtube.com/watch?v=xzpK6VbLFJE
https://www.youtube.com/watch?v=5_cBGGE-uCk
https://www.youtube.com/watch?v=jYqXd-DTbzg
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Link 1. Introduction to Microsoft Word

Link 2. 24 Microsoft Word Tips to Make

Your Life Easier
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the European Union



https://www.geeksforgeeks.org/introduction-to-microsoft-word/
https://www.pcmag.com/how-to/24-microsoft-word-tips-to-make-your-life-easier
https://www.pcmag.com/how-to/24-microsoft-word-tips-to-make-your-life-easier
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Link 1. Understanding the Word Ribbon

Link 2. 35 Microsoft Word trips and
tricks for creating a CV
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https://www.perkins.org/resource/understanding-ribbon-microsoft-word-screen-reader-activities/
https://www.distinctiveresumetemplates.com/microsoft-word-tips-for-creating-a-resume/
https://www.distinctiveresumetemplates.com/microsoft-word-tips-for-creating-a-resume/
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Keeping updated

Link 1. Starting using Word — create
your first Word document
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Link 2. Word Processing Tutoridl
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https://support.microsoft.com/en-gb/office/create-your-first-word-2013-document-abfe7d91-98e5-422f-9033-6df5f5998b0a
https://w.sunybroome.edu/basic-computer-skills/functions/word_processing/3wp_tutorials.html

Learning
activities

Task cards specifically
designed to provide you with
real-world challenges and
supply you with practical

INnformation about email and
document creation
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Outline

This task card is designed to provide you with a real-world
challenge: setting up and configuring a Gmail account.

By completing this task, you will develop practical email
management skills and gain insights into the value of
devices within the circular economy.

Understanding the importance of effectively managing
digital communication and recognising the value of
devices within the circular economy are essential skills in
today's interconnected world.

This task card will guide You through 3 to help you set up
and configurate a Gmail account:

= Setting up a Gmail account

= Configurating Gmail account settin?s
= Syncing and managing Gmail emails

Co-funded by
the European Union
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Action 1: Setting o

Up a New Gmcul Stepl: Choose Gmail as Your Email Client:
Account

circular economy to infinity

Consider the benefits of using Gmail, such as its intuitive
interface, powerful search capabilities, and integration
with other Google services. Visit the Gmail signup page
T AEEELRT Cresticn and click on the "Create Account’ button to begin the
registration process.

Link 2. Setting up Step2: Provide Personal Information:

Enter your name, desired email address, and password in
the appropriate fields. Review Google's privacy policy
and terms of service to understand how your information
will be used and protected.

Link 3. How to use

Step3: Verify and Access Your Account:

Check your alternate email or phone for a verification
code and enter it to verify your account. Once verified,
log Iin to your new Gmail account using your credentials
and explore the features and settings.

Co-funded by
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https://www.youtube.com/watch?v=nbYOitW-pAI
https://edu.gcfglobal.org/en/gmail/setting-up-a-gmail-account/1/
https://www.gmass.co/blog/how-to-use-gmail/

. INCLUDE,
Action 2: W ®

Configuring Gmaiil Step I: Access Gmail Settings: creular economy to infnity
Account Settings

Click on the gear icon in the top right corner of the Gmaiil
interface and select "Settings” from the dropdown menu.
Explore different tabs such as "General,” "Labels,” and ‘Filters

Link 1. Gmail Settings and Blocked Addresses to customise your account

settings.

Link 2. Gmail Help Step 2: Customize Email Preferences:
Adjust settings such as inbox type, email signature, and
vacation responder according to your preferences.

Link 3. How To Customise Gmail Settings Enable or disable features like conversation view, keyboard
shortcuts, and smart reply to optimise your Gmail
experience.

Step 3: Enhance Security and Privacy:
Enable two-step verification to add an extra layer of
security to your account and protect it from unauthorised
access. Review and adjust privacy settings such as email
visibility and data sharing to ensure your personal
information is protected.

Co-funded by
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https://mailmeteor.com/blog/gmail-settings
https://support.google.com/mail/answer/6562?hl=en&co=GENIE.Platform%3DDesktop
https://www.youtube.com/watch?v=oVrnCViM4Lw
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Action 3: Syncing b
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and Ma naging Step 1: Set Up Email Sync Across Devices:
. g Enable IMAP or POP access in Gmail settings to sync your
Gmail Emalils emails across multiple devices like smartphones, tablets,
: . . and computers. Follow instructions provided by Gmail to
Linkl: Butionsinyolr cmdil toeloar configure email syncing settings on each device.

Step 2: Organise and Manage Gmail Inbox:
Create labels and filters to organise your emails into
categories like work, personal, or promotions. Use

Link 2. Safety Gmail

Link 3. Privacy Tips features like archiving, starring, or snoozing emails to
keep your inbox clutter-free and prioritise important
messages.

Link 4. How to organise your Gmail

Step 3: Explore Advanced Gmail Features:

Familiarise yourself with advanced features like Gmail
Labs experiments, email scheduling, and confidential
mode to enhance your Gmail experience. Explore
resources like Gmail Help Center and online tutorials to
learn more about Gmail's features and capabilities.
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https://support.google.com/mail/answer/2473038?hl=en
https://safety.google/gmail/
https://www.trimbox.io/blog/gmail-data-privacy-tips-and-best-practices
https://hiverhq.com/blog/how-to-organize-gmail-inbox
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This task card aims to develop users' proficiency in creating
visually appealing and well-formatted documents using
Microsoft Word. By mastering various formatting options and
layout techniques, users can effectively enhance the
appearance of their documents, making them more
professional and engaging.

This skill is essential for conveying information clearly and
effectively in academic, professional, and personal contexts.
Through practical steps provided in the task card, users can
Improve their document creation and editing skills, ensuring
their documents are of high quality and meet the desired
visual standards.

This task card will guide you through 3 to help you enhance
your document appearance through Microsoft Word:

= Apply varied text formatting options

= Enhance font styles

= |Improve alignment
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Action 1: Apply
Varied Text
Formatting
Options

Link 1. How to design in Word documents
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Stepl: Select the text you want to format by clicking and
dragging the cursor over it.

Step2: Use the Font group in the Home tab to adjust font
styles, sizes, and colours according to your preferences.

Step3: Experiment with different formatting options such
as bold, italics, underline, and strikethrough to emphasize
key points and improve readability.
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https://www.onlyoffice.com/blog/2023/10/how-to-design-in-word-documents
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Action 2: Enhance n®
Font Styles

circular economy to infinity

Link 1. Using Word stylos Stepl: Highlight the text you wish to modify by clicking
and dragging the cursor over it.

Link 2. What are Advanced Font Controls

. Step2: Navigate to the Font group in the Home tab and

select a desired font style from the dropdown menu.

s e et Winne s sivlEs arie Step3: Ensure consistency by applying the same font
style throughout the document, maintaining readability

themes and visual coherence.

Co-funded by
the European Union



https://support.microsoft.com/en-gb/office/video-using-styles-in-word-9db4c0f4-2754-4294-9758-c14a0abd8cfa
https://www.bizmanualz.com/microsoft-word/advanced-font-controls-microsoft-word.html
https://www.bizmanualz.com/microsoft-word/advanced-font-controls-microsoft-word.html
https://support.microsoft.com/en-gb/office/differences-between-templates-themes-and-word-styles-101c2774-296b-4bb7-b084-2e936f6ee390
https://support.microsoft.com/en-gb/office/differences-between-templates-themes-and-word-styles-101c2774-296b-4bb7-b084-2e936f6ee390

Action 3: Improve
Alignment

Link 1. How to align text in Word

Link 2. Align or justify text

Link 3. How to format paragraphs and
alignment in Word - Office 365
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Stepl: Evaluate the overall layout and design of your
document.

Step2: Adjust text alignment to enhance readability and
visual appeal.

Step3: Use bullet points, numbering, or indentation to
organise content and improve clarity.
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https://www.customguide.com/es/word
https://support.microsoft.com/en-us/office/align-or-justify-text-b9096ed4-7323-4ff3-921a-1ba7ba31faf1
https://www.linkedin.com/pulse/how-format-paragraphs-alignment-word-office-zxsue/
https://www.linkedin.com/pulse/how-format-paragraphs-alignment-word-office-zxsue/

summary

Mastering the art of enhancing document appearance in
Microsoft Word is a valuable skill that will elevate the quality
and professionalism of your written work.

By applying varied text formatting options, enhancing font
styles, and improving alignment, you will create visually
appealing documents that effectively communicate your
message. These skills are essential for creating reports,
presentations, and other documents that leave a lasting
Impression on your audience.

Keep practicing and experimenting with different formatting
techniques to refine your document creation abilities further.
With each document you create, you will become more
proficient in using Microsoft Word to produce polished and
impactful materials.
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Storytellmg
scendarios

Story-based situations

designed for your reflection
and to help illustrate how >
email and document creation’
can be put in practice by you

-
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hishing Alert










)esigning a presentation
project
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Practical
tips

A checklist of best practices

for you to adopt on emaill kY
and document creation "k
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Quiz

Multiple-choice test for you
to make a self-assessment
of what you have learned on
email and document
creation
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Learn more

Web sources for further
reading on how email and
document creation can be
put in practice
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Useful resources
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How to use Gmail with Tips and Tricks Tutorial
www.youtube.com/watch?v=6E2JxZ2vKPk

Learn how to use Microsoft Word from these tutorials
www.linkedin.com/learning/topics/microsoft-word

Gmail Tips: 8 Settings Every User Should Know
www.youtube.com/watch?v=Tc3LII3BRLU

Basic tasks in Word
https://support.microsoft.com/en-us/office/basic-tasks-
in-word-8/b3243c-b0bf-4029-8200-090681999fdc

Best way to organise your Gmail inbox
www.youtube.com/watch?v=oldHnWLbn4A

Microsoft Word for beginners: training course
www.youtube.com/watch?v=wy7Hj84MCeA
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http://www.youtube.com/watch?v=6E2JxZ2vKPk
http://www.linkedin.com/learning/topics/microsoft-word
https://www.youtube.com/watch?v=Tc3LlI3BRLU
https://support.microsoft.com/en-us/office/basic-tasks-in-word-87b3243c-b0bf-4a29-82aa-09a681999fdc
https://support.microsoft.com/en-us/office/basic-tasks-in-word-87b3243c-b0bf-4a29-82aa-09a681999fdc
https://www.youtube.com/watch?v=oLdHnWLbn4A
https://www.youtube.com/watch?v=wy7Hj84MCeA

onhe! What is nexton
learning journey?

Go ahead and select a new unit!
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