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Module 1: Functional Digital Literacy

TRAINING METHODOLOGY

e Explanation: Short explanations to introduce bene its of a service

e  Activity: Practical exercises using laptops, phones, knowledge kit

e Discussion: To encourage trainees to consider the relevance in their lives
e Recap: To reinforce lessons of each module

e  Start with Basics: Though the trainees may be familiar with laptops, smartphones,
internet and their uses, they will have gaps in their knowledge.

e Keep it simple: Use short and non-technical explanations.

e Make it relevant: Use personal interests to keep trainees engaged.

e Encourage Action: Focus on getting trainees onto the laptop/ phone to practise.
e Appreciate Trainees: Reward the trainees with regular positive encouragement.

e Interact with Trainees: Encourage two-way communication between the trainees and
their trainer.

e Easy to Digest: The content is divided into byte sized learning material to encourage
conducting training in shorter durations.

LEARNING OUTCOME

This module will introduce the learner on how to operate Laptop/ PC, Smartphones,
Internet, use social media and explore the functionalities of the same.

DURATION

16 Hours

DEMONSTRATION

Explaining the content by providing hands-on training

RESOURCES REQUIRED

Laptop, smartphone, internet connection, handouts of the training content.
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PRE-ASSESSMENT

Ask the following questions from trainees in order to know more about them.

Can you do basic reading and writing?

Do you know what is computer or laptop?

Do you know how to use computer or laptop?

Do you have your own smartphone?

Do you know how you can browse any information on internet?

Do you have any email id or social media account such as Facebook,
Instagram or WhatsApp?

Do you know how to watch videos online?
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~
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Yes / No
Yes / No
Yes / No
Yes / No
Yes / No

Yes / No
Yes / No
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UNIT 1: SMARTPHONES

Front

Smar"‘phone Spsoker Camera Headphone Jack
Microphone
Anatomy

Notification Rear

Call, message,
save contacts etc.

Play games, listen
to music, watch
high-definition
videos

Use the internet to
email, download files,
search for information,
pay bills, book tickets.

Run multiple
applications
simultaneously

Take pictures

Lamp Camera and videos for
business CAN \
P
Volume Key LED Flash / & Work while travelling
Typeusinga
touch screen
Power Key
Basic functions of a smartphone
Touchscreen

Notes to Trainer: Ask participants to bring their smartphones and charger. Explain it to
participants showing an actual smartphone.

Power
Connector

Introduction to Smartphone

A smartphone is a mobile phone that has features of both a mobile phone and a computer and
can perform advanced functions. It comes with various applications (called ‘Apps'), internet
access and an operating system that has fast computational abilities. You can use smartphone
just by touching on the screen instead of using the buttons.

I Notes to trainer: Tell each part of the smartphone to the participants using the flashcard.

Uses of Smartphone

Mobile phones can now do much more than what feature phones could. They have become
minicomputers, with phone capabilities. Smartphones are similar to tablets, with the
additional functionality of the feature phones.
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1. Charging your Smartphone

Before you turn your Android Phone ON, it is better to charge it completely. To charge your
phone, use the following steps:

Phone Charging

When the battery charging icon is displayed,
it means that charging is in progress,

Turn On the android ~ * |
phone

Once the android is fully
charged, turn it OM by
pressing and holding the
power button for arcund 5
seconds. Keep it pressed
until a message comes up
on the screen

9

Conmect the charger plug
into a wall socket

Charging Slot

Put USE pin into the
charging slot of the phone.
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2. Basic controls

The basic control keys are used for
controlling applications and other
basic commands.

|

Multi-tasking button Back button
Home button .
Tapping this button will This button is used to go
display all the applications This button is used ta ]ump\ to the previous page or
currently running in the to the home screen of the activity. It can even be
background. Selecting the tablet. It can pressed in used to exit an application

different windows will open
different applications, and
swapping a window to the in the background. Using
left or right will end the this button usually does
application y nat shut down any
application or game.

between another activity, or game.

which will continue to run

3. Settings in Smartphone

Notes to trainers: Share flashcards (red ones) with participants for reference. Below
that explain the settings content to participants practically

Types of Settings on your phone

Settings: It allows you to change various settings on your smartphone like:

* Network & Internet: Wi-Fi, Aeroplane mode, « Connect devices through *
Hotspot bluetooth
¢ Adjust sound: Volume, Vibration or Do not |‘ ))) |' X Change Display Settings: Style,
Disturb mode Wallpapers, Screen Timeout, Font Size
—
e Manage Storage [ e Privacy Setting: Control app @
— S
permissions to access your data

e View Battery Usage @9
Data
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Settings

Click on the "Settings’
icon on the main menu
screen

Wifi

It will search for any
Wi-Fi connections
available and show the
lest of networks in the
region. You can click on
the network that you
want bo use

If it is a password
secured network, it will
ask you to enter the
password. Unce the
connection is made it
will conmect you to the
o CORECTEA HI RS Wi-Fi and you will be

able to use the
¢ CHEDEAS
mternet
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On opening the settings,
you will be able to see a
list of phone options that
you can change

Wifi
Turn on the Wi-Fi, dick on
the Wifi tab and then the
crcular button that appears
when you click the Wi-Fi
option

Display & brightness

You can adjust the
brightness of the screen
usng thes option. Youw can
also adjust the saze of the

text bo be viewed et

P S 8 1 B Prres

w P

& DR T el il il L)

¥  CHECEAS
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Display & brightness

You can adjust the
brightness of the screen
using this option. You can
also adjust the size of the
text to be viewed

e

Sound & notification

Yiou can adjust the level of
the volume of ringtone or
alarmn oF music set your

preferences on call ringing
and set the ringtone of
your phone

A

Feoridfaramanit
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Security

It is important to keep your
phone secured, by keeping
the phone locked and
setting up a password or
PIN to open it by chcking on

} Screen Lock or adding your

Fingerphnt to secuntd
yoar phl::-n{-

You can also lock some
applications im a samilar way

Location

With the use of Google Maps,
going from one place to
another has become easier

Google Maps look for the
current locateon and guites
you with the drecthions to the
place wherne you wish 1o go

Far the map application 1o be
able to identify the location,
you must turm on the
“Location” in the location

| by clicking the App Locker

'LE'HI[‘IQS.

_——-"""

“FILET

Pkt L ity

s Ty W e

Lo gL mam g o Bt T

Bluetooth

To um

any media you can choose
the Bluetooth option

Click on the circular option to
switch it on. Dnce the
Bluetoath 5 on YO CAn
connect with someone else's
Bluetooth to ransfer files or
play musec it connected to a
speaker that has & Bluetooth

| oplon -

Storage and memory

Chick on the Storage and Y
bemory option o check the
usage of space in your phong

You can click on Storage
aption to check how much
space is occupied by the Apps,
Images, Videos or any other
data in your phone

i
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UNIT 2: IDENTIFYING SYMBOLS
ON SMARTPHONES

Smartphone Symbols

There are a lot of symbols which are common and generic to all the smartphones. These
symbols help us identify a lot of di erent features smartphones has.

U N I 2 I Notes to trainer: Show flashcard containing symbol and explain each symbol.
I Identifying symbols on your smartphone
Before we begin, it is important that we know the functions of some important
symbols on your smartphone.

| d e n -|-if i n S m b O | S Action Overflow: Displays a list of actions, similar to a menu
y g y Add: Adds or creates an item. The plus symbol (+) may be used

in combination with other symbols, depending on the app

Identifying symbols on your smartphone

X Close: Dismisses a card or clears text from an Delete: Removes one or more items
input field. from a list or deletes a message

Dictation: Lets you use your voice to dictate text Done: Dismisses an action bar, such as
or record your voice. the text-editing action bar

Edit: Lets you edit an item, add text, or fill in fields Favorite: Flags a favorite item, such as a
contact or a web page.

Refresh: Fetches new information or reloads Q Search: Searches the phone or the
Internet for Information

: Share: Shares information stored on the phone via a Settings: Adjusts options for an app
email or social networking or other Internet Services or your phone

Activity 1 : Jigsaw Puzzle

Using Jigsaw Puzzle ask participants to match the symbol with its use.
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Introduction to Internet

Various electronic devices today are connected to mobiles or computers; your mobile is
connected to another computer anywhere in the world, and this way multiple devices are
connected to multiple devices all over the world through some invisible signals.

Did you know:

It took the radio 38 years and the television only 13, but the internet reached 50 million
users in only 4 years.

Meaning of Internet

e Global wide area network
e Connects computer systems across the world.
e Also referred to as 'The Net'

e  Enabling worldwide communication and access to data resources through an
extensive collection of private, public, business, academic and government networks

e Several high-bandwidth data lines are connected to major Internet hubs that
distribute data to other locations, such as web servers and Internet Service Providers
(ISPs).

e [Itislike invisible signals which allow you to perform various tasks.
Applications of Internet
Social Networking

= Job Search

Fﬂir‘t’(
j‘ “! Shopping

\

Communication \ P
~ .-
a Travel

Browsing
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Do business with people anywhere in the world

Make online payments and operate your bank account sitting at
home

Reach out to people anywhere in the world

Book travel tickets online

Search for any information like government schemes, news, new
recipe, school project etc

Do video calling and talk to anyone from anywhere quickly

Working of Internet

For anybody to connect to the internet, you need a computing device, a connection
device and an Internet Service Provider (ISP).

You can use wires to connect to the internet or an access point (AP) for wireless
connectivity.
o\l Computer
@ — e el
HA — -
Iinternet Modem Router 1\ - * Computer

A
L

gﬁm

For using internet, you need to know some of the important elements like:

Website
Web Link/URL (Uniform Resource Locator)
Web Browser

Apps

Notes to trainer: Show all these components on your system to participants.
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A website is a collection of webpages containing information that you are looking for.
Websites are owned by governments, organisations or individuals. For example:
www.google.com

2. Weblink/ URL (Uniform Resource Locator)

P How |

A Weblink takes you to another web page. Weblinks are like the address of a webpage. For

example: https://www.google.com/search/
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3. Web Browser

@CCO

Safari Firefox Chrome Edge = Opera

Apple Mozilla Google Microsoft Opera Software

When you use the web, you can go through di erent web pages to look for information.
Moving from one website to the another in search of information (audio, video, images, text
etc.) is called browsing.

The application used to browse the internet is called a web browser. Some common web
browsers are Internet Explorer, Google Chrome, and Firefox.

4. Apps

A mobile app is a software application developed
speci ically for use on small, wireless computing devices, @, |
such as smartphones and tablets, rather than desktop or

laptop computers. You can access a lot of internet y 1 @
services directly from the smartphones using an app. For ‘ y

example: Facebook, Pinterest, IRCTC App etc.

Activity 2 : Identify Internet Component

Materials Required:

* Alaptop/ smartphone
e Internet access

e  Electricity access

e Printer

Procedure:

e Show trainees di erent lashcards you have.
» Ask them to identify those and what they can remember about that particular thing

Module 1: Functional Digital Literacy

Search on the web

Typing into a browser's search bar allows you to search the web. When you type into a
search engine it looks at your text and provides you a list of web pages related to your
search. Some of those web pages will contain information you need.

Text S&ﬂrch—\ GO gle SEARCH BAR Voice Search

L]
Cioogle offersd in: RS W0 Sootc FEY pudn il selol cRRDORe Yl

Activity 3 : Learn to use internet (20 minutes)

Materials Required:

e Alaptop/ smartphone
e Internet access
e Electricity access

Procedure:

e Ask trainees to come and direct them with “How to open internet browser”
e Open Google Chrome
e Make them search following things: (Atleast 2 items by each participant)

Prime Minister of India

Date of birth of Prime Minister

Total Population of India

Current weather/ temperature in your city

A w N PR

e Make them download image of (Any one by each participant)

1. National Bird of India

National Animal of India
National Flag of India

Image of any monument of India

A w DN
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UNIT 4: USING APPLICATIONS
IN SMARTPHONES - PART 1

What are apps?

“App’ is short for application,
which is another word for a
computer program. Some
apps are designed to be run
on Smartphones and Tablets,
and others cam be
downloaded.

UNIT 4

Using Applications in
Smartphones — Part |

I Notes to trainer: Show the apps in the smartphone.

Smartphones support access to di erent applications that you can download from Google
Playstore or App Store. There are some default applications available in smartphones. Let
us understand how to use these applications.

I Notes to trainer: Show it as Flashcard to Participants

A
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Step 1: Tap on the play store
iwon 1o open the app

Step 2: In the Search Box, 1;1:"
the name of the app you want
1o download, The app will
search for the keywords in its
memory and a drop down with
all the suggestions will appear.

Step 3: After tapping on the
Search icon, all the apps related
to the searched app will appear
Choose the one that you want
to download and tap on it

Step 4: The screen with App
details will open up. Click on
the ‘Install’ option to

download and install the app

Step 5: Once the download is
complete and the app has
been mstalled, “Open” button
will appear. Tap on ‘it to open
the app.

Activity 4 : Download Apps

e  Ask participants to download Umang App from Playstore

e  Ask participants to download MyGov App from Playstore

e  Ask participants to download DD News / News on AIR App from Playstore
e  Ask participants to download Gmail app if it is not in phone.

Module 1: Functional Digital Literacy
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We can use the Camera App 1o take pictures and make wdeos

To capture a video

Step 1: Tap on the Camera icon
The camera app will open.

Step 2: Tap on the Video option.

To capture a picture

Step 1: Tap on the Camera

icon. The carmera app will open

Step 2: Focus on an image that
ye want 1o take a picture of Step 3: To start making the
video, tap on the ciroular button

Step 3: Click on the circular A timer would start.

button at the bottom of the
screen, The photograph will be
taken

Step 4 Tapping on the same
button again would stop the

video. o

Activity 5 : Click a picture.

e Ask participants to click their sel ie.
e Ask participants to click a picture with you and other classmates.
e Ask participants to make a video of their surroundings.

Google Assisstant

Google Assistant is an arti icial

intelligence-powered virtual assistant ..l

developed by Google that is primarily

available on mobile and smart home

devices. It can engage in two-way

conversations. Users primarily interact

with the Google Assistant through 1 ?
natural voice, though keyboard input is HI’ hOW can I hEIp *

also supported. The assistant is able to

search the internet, schedule events and

alarms, adjust hardware settings on the

user's device, and show information from the user's Google account. Google has also
announced that the Assistant will be able to identify objects and gather visual information
through the device's camera, and support purchasing products and sending money, as well
as identifying songs. You can access it with long press home on Android, Ok Google, or a
squeeze on Pixel phones. Shuf le your favourite playlist, get the latest news, or play
Bollywood trivia. You choose what to share with your Google Assistant.
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Notes to trainer: Make participant command Google Assistant to work for them. Such as,
“Ask weather’, Ask distance of a nearby place. Use Google Assistant to help participants
perform the below mentioned tasks.

Saving a Contact Number

Step 1: Use the phone keypad
o enter 3 number and tap on
the new contact on the keypad,

Step 2: In the ‘New Contact’
screen that opens up and enter
your name then tap on /"

Step 3: Contact details of the
newly added contact are now
saved in the phone. You can use
the “Edit” option to make any
changes or additions to the
contact details.

Activity 6 : Saving the contact.

e Ask participants to save your contact number.
e Ask participants to save contact numbers of their co-participants.

Finding the Contact number

e. Searching for a saved contact

Step 1: Locate Contacts app
on the Main Menu screen

Step 2: All the contacts will be
stored alphabetically. You can
either scroll down to the name
by sanping the screen up, or you
can search for the name using
the search boo

Step 3: Type the first few
alphabets of the contact in the
search box It will automatically
show all the contacts matching
the typed text.

Step 4: Tap your contact name,
when you find it. The screen
with the contact details will be
shown.

Activity 7 : Find Contact

Ask participants to type and ind the contact number of one their co-participant or yours
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Email, or electronic mail, is a very useful form of communication on the internet. You can
use it for your personal use or professional use. You can send and receive information,
documents, images, hyperlinks and more over your email address. You can send an email
to all those individuals who have an email address.

There are many free email services available in the market like — Gmail, Yahoo! Mail,
Outlook. com and Zoho.

I Notes to trainer: Show participants different email service providers.

Presently, Gmail is the most widely used email services in the market. It is easy to use and
comes with many useful and attractive features, tools and support services. Also, it is
connected to other Google Applications like Calendar, Maps, Drive (for storage) etc. All
applications are synced with each other and are free to use.

Composition of an email

janedoe@example.com
L [ ] L [

' ' domain '

mailbox name

e The irstportion, the part before the @ symbol, contains the alias, user, group, or
department of a company. In our above example, support is the Technical Support
department at many organisations.

e The @ (atsign) is a divider in the e-mail address; it's required for all SMTP e-mail
addresses.

e Then, the domain name to which the user belongs.
»  Finally, “com” is the TLD (top-level domain) for our domain.

Steps to create an email account.

I Notes to trainer: Show creation of Gmail account practically to participants

1. Visit to www.gmail.com. You will see a window asking you to sign up. If you have an
account, you enter your email ID and password and click “Sign In” to enter the
account. If you want to create a new account, select “Create Account”,

Module 1: Functional Digital Literacy

Google
Signin

o continue lo Grail

Email or phone

Forgot emall?

Leann more

Create acoount m

On the next screen, Enter your personal details like name, birthday, gender, mobile
number etc.

Choose a simple username which is easy to remember, has your name and surname
both if possible and some numbers if necessary. Simple usernames with your own
name look more professional than something like sweet.girl@gmail.com.

Enter a password with at least 8 characters. You can use capital and small letters,
numbers and also some special characters. A password is case-sensitive. So,
remember which letters are capital and which are not. Try to choose passwords which
are easy to remember for you but dif icult to produce for others.

Enter your current email address if you already have an account as a recovery email.
It can be with any email service like Gmail, Yahoo or Outlook. com.

Age and Captcha veri ication is necessary to prove that you are a human creating an
email account and not some machine. This is an additional security measure. You can
refresh the image and also hear it in audio if you don't ind it easy to read.

Create your Google Account

Chooas your WSS

% m ! .i L ) 10
- [P
"
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Mobile phone Go 3]\-_:,_.k ) /::‘-\u/ . El— s B syt o
go 1o Mote options for emads
e 4915876543210 Omal™ . lome pege 2 g Gmad imbos configur e IZ]
comPou —— i = i z Move between pages
Your current email address - I - =i " I
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capacity . Google
Type the text $
542 coe R
e Inbox: Consists of the emails sent to you.
Location A . }
o - e Sent Mail: Displays the emails sent by you.
e Drafts: Contains emails that have been created by you but have not been sent. Gmail
I Terma of Serace - - - g H H
bl = auto-saves all emails you write and so if you do not send it, it will automatically be

saved in 'Drafts'.

e Starred: Displays the emails that have been star-marked by you. We usually star-mark
an email which we ind important and might be needed for later reference.

7. Check if your location is set to your country, India in this case. e Spam: Contains emails sent by unknown senders in bulk, usually advertisements and
sometimes problematic emails causing security problems. Open them carefully.

8.  Agree to the Terms of Service and Privacy Policy. This is a required ield without which

the form will not be submitted. It means that you agree to have read and understood all =  Trash: Contains the emails that have been deleted by you. Deleted emails are saved for
terms and conditions behind using a Gmail account and its privacy policy. 30 days before they are completely deleted from the system.
9.  Once done, your Gmail account will be created. »  More: Explore the other categories like Chat, All Mail etc. on your own.

e Gmail Inbox Con iguration: This is a new con iguration o ered by Gmail in which you
can keep your main emails separate from the promotional stu , social media updates,
subscriptions and spam.

e Contacts: By clicking on “Contacts”, we can see all the options as shown above. We can
add new contacts, check starred contacts and create a new group like “College
friends”, “Family” etc.

Activity 8 : Create email accounts.

You can see, several ields are required when sending an e-mail:
Materials Required:

e Laptop e The'To' ield is where you type the e-mail address of the person who is the recipient
e Internet of your message.

e The 'From' ield should contain your e-mail address.

Procedure:

e Ask participants to create their own Gmail Account

Explore Gmail

Gmail Home Page appears whenever you irst log in to your email account. Any email
program provides multiple types of email storage boxes like:
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If you manually specify more than one recipient (as
in a group e-mail), the addresses should be
separated by a comma and a space, or by pressing
the Tab key.

The 'Subject’ should consist of a few words
describing the e-mail's contents. This ield is
optional.

The CC ("Carbon Copy") ield allows you to specify
recipients who are not direct addressees (listed in
the "To" ield). For instance, you can address an e-

mail to Je and CC Linda and Steven. Although the e-

mail is addressed to Je , Linda and Steven also
receive a copy and everyone can see who received
the e-mail. This ield is optional.

= ubject)

| T Reply-To: | & support@computerhope.com From

[Efe Edt View Ogtions Iools Help 33 1

| Bsend | o Speling = 0 Avach ~ @ Security ~ [l seve
From:  Computer Hope <support@computerhe...  ~

x Ca | & CC orCarbon Copy
- Te: |5 To

Subject  Subject

Message body

Computer HoOpe
Free computer help and information Signature
http://www.computerhope.com

The BCC ("blind carbon copy") ield is like CC, except the recipients are secret. Each BCC
recipient will receive the e-mail but will not see who else received a copy. The addressees
(anyone listed in the "To" ield) remain visible to all recipients. This ield is optional.

Finally, the Message Body is the location you type your main message. It often contains
your signature at the bottom, similar to a handwritten letter.

Activity 9 : Sending Mails

Materials Required:

UNIT 6

Using Applications in

- Smartphones — Part 2

e  Ask participants to login with their own Gmail Account
e Ask them to compose a mail and send an email to you or their fellow co-participants.

Activity 10 : Identifying fields of Email

Ask participants to ill the sheet with appropriate information. This way they should know
which ield is requires which info while emailing.

Niw Message - X
Google To
Create your Google Account e
Fn rame L B
Subgpct
e
gl com
Tt
Fou Can woe e, Sumiers § perods
Use my current email address instead
Fwiaeera Conten
Q . Ragaeds
Lt B 5 rPaew CPUB BELSHd Wi P ol M S, ramlebrd Orwe pocount Bl af Gaogle i
it working fof you
. b ¢ samsed - T+ B I U A= E-i= = =
Sigh in indtead n

CP:.r-conar: ®
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Messaging in Smartphone

Same as the feature phone, you can use the 'Messaging' app to send text messages. The
icons, symbols and the Menu options may di er indi erent smartphones, but the steps to
send a message remains same.

To send a new text message, use the following steps:

Shlp 1: Tap on the M{':.‘_..lc_; :1|:_|"
ioon, a5 you have seen from the
above image

Stnp 2= When you tap on the
eon, a new scrgen wall open
Chek on theé néw meéssa g 1EOA,
or tap on ‘New Mestage' option

Step 3: In the New Message
window, enter the contact
number to whom the message
needs to be sent in the "Address
box

Step 4: Using the touch keypad
type the message. Click on sen

Activity 11 : Create the SMS

Ask participants to send a text as their name to their co-participant or you.
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Using Messaging App — WhatsApp

I Notes to trainer: Refer to the attached article for steps to create WhatsApp Account.

https://www.whatsapp.com/coronavirus/get-started

Activity 12 : WhatsApp Messaging and Video Call

e  Ask participants to download WhatsApp.
e Ask participants to create their own WhatsApp account.

e (Avoid reinstalling for those participants who already have a WhatsApp account. If
they have personal WhatsApp account, then make them download WhatsApp
Business and vice versa)

e Open WhatsApp and ask them to search for contacts of their co-participants/friends
or yours.

e Ask them to send them a text with “Hello”

e Askthem to send the photos they clicked and video they recorded to their co-
participant or to you.

e  Guide them and help them in placing a video call with WhatsApp.

Notes to trainer: Make a WhatsApp group with participants and share videos on the
group. Help participants in understanding how to download and see the content shared.

Share your live location

Enable location permissions for WhatsApp in your phone's Settings > Apps &
notifications > Advanced > App permissions > Location > turn on WhatsApp.
Alternatively, if you recently opened WhatsApp, you could go to your phone's Settings >
Apps & notifications > WhatsApp > Permissions > turn on Location.

Open an individual or group chat.

Tap Attach > Location > Share live location. %

Select the length of time you'd like to share your live location. Your live location will stop
being shared after the selected amount of time. Optionally, add a comment.

Tap Send . e

To Stop sharing your live location in a speci ic chat or group. Open the individual or group
chat.

Tap Stop sharing > STOP.
Stop sharing your live location in all chats and groups
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Tap More options > Settings > Account > Privacy > Live location.

Tap STOP SHARING > STOP.

Note: You can disable location permissions for WhatsApp at any time by going to your
phone's Settings > Apps & notifications > Advanced > App permissions > Location >
turno WhatsApp.

Alternatively, if you recently opened WhatsApp, you could go to your phone's Settings >
Apps & notifications > WhatsApp > Permissions > turn off Location.

»  Ask participants to share their LIVE location with you on WhatsApp.

e Ask participants to recreate meeting link on Google and share it on WhatsApp. Ask
participants to join call using the same link from WhatsApp for 30 seconds.

Signing into Apps

Di erent applications require sign-ups for the irst time to use them. Thus, open the apps
in your smartphones and sign-up using email id and phone numbers.

Important thing to know while you sign up

 Never download any app apart from Google PlayStore or 10S Store
e Never Sign Up for Apps about which you don't know completely.

* Never disclose your inancial information like Bank Account Numbers, Card Details,
PAN Card, Aadhar Card on any random app or website.

* Never install any app before reading the description of the app
* Never download app having rating lower than 3.5 or less number of downloads
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Phone Calling

I Notes to trainer: Show participants how to place a call.

On tapping the phone icon, a
keypad to dial the number will
open. Either you can dial the

number or click on contacts to
dial a saved phone number.

e Ask participants to place a phone call to you or their classmates or to their friends/
family.

e Ask participants to open Gmail App on their mobile phone and login with their email
and password.

e Once logged in. Ask participant to click on video call button in the Gmail app below.
e Ask them to create a “New Meeting” and click on “Get meeting link”.
*  Now ask them to click Copy symbol, to copy the meeting link.

e Now, ask them to compose a new mail, paste the meeting link and mail the link to you
or their friend.

 Now ask them to go back to video call button, click on the meeting and join the google
call with their friends or with you.
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Web Browsing on Smartphones

Step 1: Tap on the "Chrome’ icon
on the screen. Web Browser
allows us to browse the Internet
to search for any information

Step 2: In the screen that opens
up, tap on the search bar to
search on the topic or enter a
web address. We shall use
‘www.google.co.in' as our Search

Engine.

UNIT /

il . Understanding Computer

You can see all the information
related to the topic. Chick on any

e =— and Laptop

Activity 16 : Search internet

Ask Participants to search for following things on internet using their smartphone.

e  Total number of states in India
e Total population of India
e  Price of petrol today

Activity 17 : Guess the Logo

Ask the participants to guess the correct logo and tick the correct one on the given sheet.
Discuss the ones they are confused about.

I Notes to trainer: Provide with the Definitions Sheet to the participants.
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UNIT 7 - UNDERSTANDING
COMPUTER AND LAPTOP

SIS BT Ufad

Monitor System Unit

T "]

Speaker

d

\ Alont side ports

Mouse

Keyboard

Computer is the most important tool in our daily lives. A computer is an electronic device
that stores, retrieves and processes data using various computing operations. It enables
easy access to information.

Hardware and software

Hardware Software In the human body, the heart pumps
blood, the brain stores information, the

a :i @ - - eyes help you see, and your nose helps

you smell. Similarly, in a computer, several

- ‘, specialized parts help it perform various
0 @ functions. These parts are divided into

two essential components: hardware and

3 < @ software

e  Physical parts of the computer
e Can touch or feel.

e [tincludes monitor, mouse, keyboard, computer data storage, hard drive disk (HDD),
system unit (graphic cards, sound cards, memory, motherboard and chips), etc.

I Notes to trainer: Show the hardware parts in laptop/PC like Monitor, Keyboard and
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Software

e  Physical parts of the computer
e Can touch or feel.

e [tincludes monitor, mouse, keyboard, computer data storage, hard drive disk (HDD),
system unit (graphic cards, sound cards, memory, motherboard and chips), etc.

Notes to trainer: Show them some of the software'’s like Calculator, Paint, MS
PowerPoint, Excel, default icons on the desktop etc. on the laptop. Share the printed
material with them for reference.

Activity 18 : Identify the parts of computer. (15 minutes)
Materials Required:
* Printed Coasters

Procedure:

e Show the coasters containing the parts and some software in computer.
e The trainees shall identify what those parts are.
e  Guide trainees to make them remember the tools of computer.

Managing Softwares and Files on Computer

Desktop

My Computer Active application

~ (i | Disearch | (Mrcksers (P W MWD x =
Recycle bin address B2 1y compnter =] #Go |rks ™
ol .

= 25 My Daocuaments ¥ Flopgry 186 _PRlLO

2 ] ety Ay <)
Shoricut to application ) Pasts_st
_'l e
) My wliomhs
= My Pictures
# ) Security
# ] site Cusgoedsl sl com :l
@ cbmetis) 1

Start button e

[ e 2 > " [ ary computer (PSR A 2em
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Once you switch on your computer after selecting user, the screen that appears on your
monitor is called the 'Desktop’. It display an area that has iles, writing tools, documents,
etc. The objects on the desktop are usually called icons.

Notes to trainer: Show participants the coasters with icons.

Notes to trainer: Show participants practically performing the below mentioned things.
Share the printing material.

Opening an existing file/folder
To open a folder, just double-click on the folder icon.

Moving a file/folder -
There are two ways to move a ile/folder -

e Using drag & drop method and using copy-paste method.

Renaming a file/folder -

1. Click onthe ile/folder icon which needs to be renamed.

2. Right-click on it. Click 'Rename’ from the list of options available.
3. Youcanthentypeadi erentname for the ile under itsicon.

Deleting a file/folder:
1. Selectthe ile that needs to be deleted.

2.  Either hit the delete button on your keyboard OR you can right-click on the ile and
click delete option.

Finding/Searching a file/folder

=] 405922 Chl3_tebpvi_nm

e  Open the Start menu and type a
search term in the search ield at the
bottom.

Hw Print Management b4 The SearCh reSU|tS |n |ndexed
locations window appears.

e Whenyou locate the ile you wanted,
pranters , double-click it to open it.

4 P K-12 booklet Edits

4 See more resulty
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Activity 19 : Learning to open a software (time: 15 minutes)

Materials Required:

e Alaptop
* Notepad software installed

Procedure:

e Ask trainees to come and direct them with “how to open notepad” or any such
software
e Open Notepad on Laptop/PC

e Ask them to write their name, address on the notepad

Activity 20 : Learning to operate keyboard and mouse (Time: 25 minutes)

Materials Required:

e Alaptop
e Paint software installed

Procedure:

e Ask trainees to come and direct them with “How to open Paint”

e  Open Paint on Laptop/PC

e Ask them to draw an Apple using pencil tool and color it using ill tool

e Now ask the trainees to save the ile. (Trainer can delete the iles later on)

Activity 21 : Rename Copy and Delete a File (Time: 15 minutes)

Materials Required:
e Alaptop
Procedure:

e Ask trainees to come and direct them with “How to rename a ile”.
e Lettrainees rename their paint ile.

e Lettrainees create a folder.

e Ask trainees to move their Notepad and Paint iles in the folder.

e Make trainees make a copy of their notepad ile.

e Make trainees delete the notepad ile.
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UNIT 8

Uses of Computer

UNIT 8: USES OF COMPUTER

Computer is helpful in education, research, business, ordering products from the internet,
to purchasing tickets for concerts or sports events. Computers are just a small part of what

makes the internet work for us.

Uses of a Computer

Connect
with
family
and
friends

Watch live performances

Benefits of Computer

Fast Long Distance
Calculations Communication

The computer can The computer can

make quick send messages

calculations and intext, audio and

measurements. video with people

everywhere in the

world.

To do
office
| work

Watch health and fitness
cantent

Learn new cooking recipes

Online shopping
and at retail
shops

Medical diagnosis by
health care workers

'

Make Work
Easier

The computer can
make it easier to
do many different
kinds of task.

Q ]

Store and Work without
Search rest
The computer can The computer can
store facts in the work all day and
form of data and night to control
also search for machines and
information using devices.

the internet.
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Benefit of Computer to you Definitions

Trainers can add to this section to include local relevant information on the mobile internet

Online Markets Get access to online markets where you can sell products online.

Blogs or Articles Write blogs or articles for newspapers or magazines.

Videos or

Create videos or brochures for marketing purposes
Brochures

|@O® &)

Entertainment For entertainment purposes like movies or shows

Cook Learn how to cook using local ingredients

Modern Farming Learn modern ways of farming

Household Chores | Learn modern ways to do household chores

Learn new skills such as sewing clothes or knitting sweaters for

Learn New Skills their children's school uniforms etc.

Better Jobs Help in getting better jobs

Start Own Start own businesses without having to travel long distances or
Businesses spend money on transportation

Show the video: Video 01: Application of Computer (time: 5 minutes)

https://www.youtube.com/watch?v=ac7T30cg9gk&t=67s&ab_channel=APCBOOKS

Activity 22 : Multiple Choice Questions (MCQs) (10 Mins)

Share the MCQs with participants and then discuss the answers with them.
After participants are done, share the answers with them and discuss.

10 P Smeom] k<
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