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1. DESCRIPTION OF THE MODULE 

1.1. What It Is About 

This topic focuses on the ability of adults to fully participate in the digitalization era, i.e. the 
use of new technologies to communicate or seek for information. Digital literacy is important 
because technology that is around us is changing more rapidly than society. Literacy implies 
awareness and understanding of knowledge, whereas technology assists in boosting literacy. 
It proves how an individual lives, learns, works and functions in a digital society. Digital 
literacy includes: researching, evaluating, creating and communicating information. 
Moreover, it is a component of digital citizenship, in which someone who is responsible for 
utilizing technology interacts with the world around them. Digital literacy can concern both 
online and offline activities. 

Digital literacy has long been recognised by the European Commission as one of the 
competences that the European citizens should master, as it opens up multiple paths towards 
active participation in the society, training possibilities, knowledge expansion and 
communication. Moreover, those who can demonstrate strong digital skills are able to adjust 
to the realities of everyday life which is extremely important nowadays due to the 
omnipresence of the technology surrounding us. While one can claim that digital literacy is 
not absolutely required, it enables and empowers all people to live their lives the way they 
want to, without having to sacrifice any of its parts only because they lack these fundamental 
skills. One of the hot topics over the past few years is e-Government concept that allows 
people to consume government information and services, but only those who are digitally 
literate are able to use it seamlessly. 

In the light of the above, digital literacy should be approached as one of the fundamental skills 
that one should possess to be able to live in the digital landscape we have now. What is more, 
these skills should be constantly reviewed and upgraded as it is very easy to be left behind by 
fast-developing technologies. 

This module will focus on equipping people with basic issues of digital literacy. Under no 
circumstances this module should be considered as a fully packed training. Instead, as it 
demonstrates some general and basic aspects, it should be understood as a starting point for 
further personal development. 

1.2. Learners Needs Analyses/ Initial Tests 

Because digital literacy is a very broad subject composed of many smaller topics, it is not easy 
to discover the learners’ needs at a very detailed level. Therefore, it would be advised to try to 
focus on several core areas of the digital literacy, identify potential knowledge and skills gaps 
through the initial test and later address them during the training. A sample initial test has 
been created as integral part of this module and is subject for further adjustments by the 
trainer. This test would require around 10 minutes to be filled in by training learners. 
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1.3. Learning Outcomes 

By the end of this Module, learners should be able to: 

1. Know how to search for information on the internet. 
• To distinguish Internet browsers. 
• Know pros and cons of some search engines such as Google, Bing, Yahoo, 

DuckDuckGo. 
• Know how to tear information in an advanced way. 
• Know how to save and download files from internet.  

2. Know how to create content.  
• Know what Microsoft Word is for. 

o Know what are the keyboard shortcuts. 
o Know how to write correctly. 
o Made their own CV. 

• Know what Microsoft Excel is for. 
o Know in which jobs Excel is used. 

• Know what Microsoft PowerPoint is for. 
o Know how to present themselves well. 
o Know what programs beyond PowerPoint, allow the preparation of the 

presentation 
3. Know how to communicate in internet. 
4. Take care of the security of computer.  
5. Deal with simply IT problems.  

 

2. THEORETICAL BACKGROUND  

2.1. Information Processing 

Information processing is one of the key skills when it comes to digital literacy. It can be as 
simple as searching the Internet for specific information or slightly more advanced as storing 
particular content for further use. For the purpose of this part of the module, the information 
is considered to be available and accessible online. 

Vast majority of nowadays’ information is stored, processed and transferred online through 
the use of the websites, which are one of the most important Internet channels. All the 
websites are scattered around the globe and are placed on specially designed computers, 
called servers. When the visitor tries to open a website, it is done through a software called a 
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web browser. The browser knows which server should it connect to and is also responsible 
for maintaining all types of interactions between the visitor and the sever hosting the website. 

There are many different web browsers available for use. The two most popular operating 
systems are trying to encourage its users to use their own web browsers. For Windows and 
Microsoft that is Edge web browser, while for Apple and macOS it is Safari. According to the 
statistics, however, the lead on the web browsers market belongs undoubtedly to Chrome 
web browser created by Google – the giant in the Internet world. Other most commonly used 
web browsers are Firefox, Internet Explorer and Opera. Regardless of the web browser used, 
the visitor’s experience is more or less similar. 

In order to process information in an efficient way, a web browser should be the starting 
point. For vast majority of people, the Internet journey starts with Google, which is a very 
prominent example of a search engine. Search engines are very complex mechanisms that 
“visit” the Internet and discover all types of websites. They also index the content available to 
determine as precisely as possible what kind of information is present on a given website. 
This process is often called “crawling”. All information that the search engines are able to find, 
are later processed and organised, so that the visitor only needs to type in the subject/theme 
of interest to be presented with thousands and thousands of different websites that can be 
visited. As an example, if someone is interested in how the European Commission is 
structured, it is enough to type in the search engine the following phrase: “European 
Commission structure” or “structure of European Commission”. Currently this search phrase 
once placed in the Google search engine returns about 150 millions of different results. This 
only highlight the enormous size of the Internet. While Google search engine is a de-facto 
standard, there are other that have the share. According to current statistics, while Google is 
taking a clear lead, the second place belongs to Bing, and the third place belongs to Yahoo. 
Regardless the search engine used, their function set is similar. They index all the pages and 
enable people to find what they are looking for in the Internet. 

As it was already stated, the search engine is one of the best ways to get started if the desired 
website is not yet known to the visitor. There is one and very important fact that cannot be 
stressed enough. Basically, whatever type of information is required, it is available 
somewhere online in a form of a website. The following table contains just very few examples 
of how powerful search engines are. 

Information you are looking for Example search engine phrase 

You are interested in the prices of the 
public transport in Brussels Brussels public transport prices 

You want to know what are the public 
holidays in Italy Italy public holidays 
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Information you are looking for Example search engine phrase 

You are wondering what the distance 
from the Earth to the Moon is Earth Moon distance 

You are not sure about the opening hours 
of the famous aquarium in Valencia aquarium Valencia opening hours 

You are planning to make a vegetarian 
burger, but have no idea of the 
ingredients 

vegetarian burger recipe 

 

It can be noted, that the search engine phrases are usually not formed as if they were asked in 
a spoken language. Instead, they are composed mostly of nouns, and then it is up to the search 
engine to figure out the most related websites and present them in a list. Internet is full of 
information, and it is entirely up to you to look for anything that is of your interest. 

There is also another aspect that is worth highlighting here. All of the above examples 
described search engines for general use. There are, however, different search engines that 
focus on one specific type of information, and in most cases they are simply built in as part of 
a given website. A good example that follows the previously presented table might be 
www.allrecipes.com, which is a website collecting plenty of recipes that can be easily found. 
Subject-specific search engines are available for almost any topic. For example, if you are 
interested in photography, there are plenty of great photos provided by people on websites 
such as pixabay.com or unsplash.com. 

So far we have demonstrated how the information can be found. Occasionally, you might be 
interested in saving specific information for further use. Luckily, this can be done in a very 
simple way. 

The first option is to use the function that is available in any web browser. This function is as 
simple as ”Save page as” and is available in the web browser’s menu. What it does is that it 
gets the content of the website that you see on the screen and enables you to save it on your 
device for further use. A word of warning though: Do not expect saved websites to be fully 
functional. Due to how the websites are constructed, you will get the content saved, but the 
layout will most likely be destroyed. What is more, saving the website will not provide you 
with the same experience as the online equivalent, the links are not going to work, most 
pictures are going to be missing, so this should not be surprising to you. 

Another option is to save the website to a well-known PDF file format, which might work 
slightly better. In order to do that, you should either look for “Save as PDF” option, or act as if 
you were to print the website, but instead of a printer, choose the PDF printer option. 



                                                                                                                                                                        

            

 

Pa
ge

7 

If you are looking for a way to save specific parts of the website for further use, you should 
right click on the link (or element) and look for relevant options presented in the context 
menu. These vary from web browser to web browser, but usually it is similar to either “Save 
link as” or “Save image as”. By choosing this option your web browser will allow you to store 
the resource on your local computer. 

This brings us to another very important issue. You should avoid storing all the files in just 
one place, be it your desktop or you downloads folder. After some time you will no longer be 
able to distinguish which file is the one you are looking for. Therefore, it is always good to 
organise your files in specific folders instead of keeping all of them in once place. Even as 
simple structure as the one presented below will enable you to quickly locate the desired 
elements. 

 

The very last issue that needs to be highlighted in this module is that you always need to be 
aware that no all the information found online is credible and true. As a rule of thumb, do not 
blindly believe in all that you see online. Sadly, there is a massive amount of fake news around 
plenty of websites and the Internet is used as tool for manipulating and lying. Just your 
common sense could save you from trusting all the sources just because you found them 
somewhere in the Internet. 

2.1. Content creation 

Currently, the ability to use basic computer programs seems to be essential, especially when 
applied to office work. Such programs include MS Office tools, in particular Word and Excel. It 
is worth knowing what their benefits are and what we can use them for. 

Files 

Documents 
Books 

Invoices 

Hobby Cooking 
recipies 

Music 

Photos 

Animals 

Family 

Landscapes 
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The first discussed program is Microsoft Word. 

It is used to create and edit text documents. Thanks to this tool, we can prepare, among others 
application documents for work such as CV or cover letter. If you want to make a 
professionally look document, you need to look after its appearance. It's worth starting by 
justifying the text. This procedure aims is to format the text by aligning the position of the 
lines. This procedure can increas the readability and aesthetics of the document. The next step 
in caring for the good appearance of our text is the transfer of conjunctions ("a", "an") to the 
new line. This is done by using "hard space". In practice, you must use a combination of three 
keys Ctrl + Shift + Space, pressed at the same time. Of course, the basis for writing documents 
or editing them is to observe the rules of punctuation and spelling. Frequent mistakes that 
should not be made include using a space between a word and a punctuation mark. 

The sentence should look like this: How are you Arthur? 

The sentence should not look like this: How are you Arthur ? 

This is a common mistake that can be found in documents created by novice employees, 
which must be avoided if we want to create professional texts. Another common mistake is to 
use spaces to move text, or to insert more space characters than you need. When creating text, 
you should use keyboard shortcuts. Thanks to them, work will be much faster. Below is a table 
where you can find the most popular ones. 

 

Table. Keyboard shortcuts and their meaning. 
Press To do this 

CTRL + C Copy 
CTRL + V Paste 
CTRL + A Select All 
CTRL + B  Bold 
CTRL + I  Italic 
CTRL + U  Underline 
CTRL + Z Undo 

Source: https://support.office.com/en-us/article/keyboard-shortcuts-for-microsoft-word-on-windows-
95ef89dd-7142-4b50-afb2-f762f663ceb2 
 

Microsoft Word offers a number of functions that you need to know to make working in it as 
effective as possible. We can insert images, photos or tables and format them. You can also 
edit the text itself by changing its font, color and size.  

Another program worth noting is Microsoft Excel. 

Excel is tool for creating spreadsheets, preparing tables, reports and for performing 
calculation. This program has so many functions that various professions use it differently. 
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Excel is a basic tool for accountants, financial analysts and a large part of office workers. It is 
invaluable when creating reports, summaries or charts. However, make sure that you have the 
newest version of this program. It will help you avoid possible trouble. Excel give you access 
to many different functions. Thanks to them, calculations will be really quick. 

A great option that Excel allows is to work in a group on one template. Thanks to this, you and 
your friends / co-workers, can make changes in real time, without sending documents to each 
other.  

The process of thoroughly understanding this program requires a lot of time from the user. 
This is because Excel is a program with many capabilities. Due to this it often happens that in 
their CV applicants for employment enter the knowledge of EXCEL. Unfortunately, due to the 
wide use of this program, you may find that you have not even heard about the features that 
your employer requires. It will be a good practice to sign up for a specialized learning course 
for this program, which will be prepared for a specific profession. You can also train yourself 
in using this program thanks to online courses or books.   

The program for creating presentations is PowerPoint.  

PowerPoint is still the most common program for creating multimedia presentations. It owes 
its popularity to simplicity and intuition. Of course, to perform well in public is not enough 
just a well-prepared slide show, but a high level of soft skills. Nevertheless, a well-prepared 
presentation is a showcase of the speaker. This program is ideal for people who are starting 
their adventure with public speaking. Firstly because, as already mentioned, it is easy to use 
and secondly because of its huge popularity, thanks to which we will not have to worry about 
whether we will have the opportunity to open a prepared job. 

The presentation should start with the title slide. On it should be included information about 
the subject of the speech and the author. Then you need to include a table of contents. It will 
show how the event will run. In individual slides it is worth to include only the most 
important information, the over-content is undesirable. It makes it difficult to remember 
information and overwhelms the learners with their size. It is worth to score the most 
important data here or present them using charts or graphs. This should attract listeners' 
attention. The template selection should also be thought out. The colors and scheme should be 
adapted to the subject of the presentation and its character. A common mistake made by new 
users of this tool is the use of too many different non-coherent possibilities of visual editing of 
the slide.  Using different transitions between slides or extravagant fonts are just some 
examples. Instead of originality, the phenomenon of kitsch appears rather. It is worth taking 
advantage of the possibilities offered by PowerPoint, for example, photos or a fragment of a 
movie. As with the other programs discussed, you need to check the spelling and punctuation 
carefully. In PowerPoint there is also a skillful scheduling of time, so that at the appointed 
time it will be possible to present the topic.  
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Of course, PowerPoint is not the only program for creating multimedia presentations. Other 
popular tools are, for example, Prezi or Emaze. It is worth to test them all and use the one that 
is best for you. 

You can also use Office package at home after purchasing the right license.  

Remember! Quoting someone's work or referring to an author, you need to include the source 
in the bibliography. It is otherwise theft of intellectual property. You need to get familiar with 
the rules, how to quoting and referring. In the internet you should find description.   

 

2.2. Communication 

The XXI century offers us an amazing communication possibilities. We are able to 
communicate with almost whole globe. Nowadays distance is no longer an issue. 
Communication is possible thanks to various applications and programs. To the most popular 
belong:  

• Skype, 
• Messenger, 
• WhatsApp, 
• Telegram. 

Thanks to them, you can easily conversation with your friends and family without care about 
distance between you. The Skype program allows not only for a conversation but also for a 
video call, thanks to which it gained so much. In addition, you can share your desktop. It is a 
great solution that allows you to translate and explain how to do something on your computer 
without being physically in the same place as your friend. More options are available for users 
paying a subscription, which some people may consider as a disadvantage of this messenger. 
Right now, we even resolved the language barrier. Google Translator and other similar 
application, can help you with translate any documents and messages. Of course, these 
translators are not perfect tools yet. But it is impossible to not see their development in last 
years.  

Communication can also take place in Social media. Here leading portals such as: 

• Facebook, 
• Twitter, 
• Instagram, 
• Snapchat. 

Each of them is different and each of them gets a different possibility. On the internet, in 
addition to talking, people write their blogs or run video blogs, which is also a form of 
communication on the web.  
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Internet communication has also contributed to the approximation of the world. Earth's 
problems have started to be global and Internet users are unifying to support various actions 
around the world. Internet as an uncensored and independent medium gives a large dose of 
freedom of expression. However, we can distinguish not only positive aspects of Internet 
communication. Interlocutors on the internet do not care about the form of language or style. 
They create their own words, and communication is often vulgar. All this translates into a 
language used outside the network. This language has already penetrated the colloquial 
language. We can meet it on the radio, television or in broadly understood marketing 
campaigns.  

 

2.3. Problem solving 

Some of people using digital technologies seem to be a bit abandoned whenever a problem 
occurs. The most probable cause is that we are generally used to interact with mature 
technologies that, at least in theory, should be error free and their use should be intuitive. 

The reality, however, is different. Software contains bugs, the hardware breaks occasionally. 
This is the main distinction when it comes to problem solving in the area of digital literacy. 
The so-called software problems relate to both applications that we use (for example 
Microsoft Word or Pages) and to operating systems (for example Windows or macOS). The 
hardware problems, on the other hand, relate to hard disks or power supplies. All hardware 
components can break after some time, and it all depends on how intensive their use was. 
Luckily enough, these problems are not a part of the daily picture of interacting with various 
technologies. In the unlike event of coming across any problem, you should be aware of what 
could be done, and you do not need an expert-level knowledge. Just by following a few basic 
principles you should feel more confident in using nowadays’ technologies. What is more, you 
are not alone. Whenever a serious problem occurs, you should have the confidence and 
knowledge as to where look for the support. 

The first rule is that you should always keep all your software up to date. This concerns both 
your operating system and the applications. Some years ago it was not easy nor obvious to 
perform the update, but today it is often as simple as clicking just one button. Both most 
popular operating systems (Windows and macOS) give you the possibility to install any 
updates as soon as they are released. In most cases, these can be installed automatically, 
therefore not interfering too much with your daily work. If you are unsure on how to do that, 
you can easily check details by using a search engine and providing phrases similar to 
windows update or macOS update. You fill find plenty of resources that will guide step-by-
step through what needs to be done. Similarly, also most of the application that you use on a 
daily basis have specific updates mechanisms. Usually you will be prompted whenever an 
update is needed. Do not postpone installing any updates, and make sure you take advantage 
of them at the earliest convenience. Out of date software can lead not only to hampered user 
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experience, but also to potential security risks. It is worth highlighting that even if the 
software that you are using functions just fine, there might be a security hole exposing you at 
various risks. To wrap up, it is highly recommended to keep all your software up to date. 

The second rule is the possession of basic troubleshooting skills, that are in most cases based 
on a common sense. Whenever a software-related problem occurs, the first step would be to 
shout down the application and try to run it again. It might be that a set of actions caused the 
application to be unstable, so restarting it is usually a good idea. When the problem can be 
observed in the operating system, you can try to restart your computer and see if this solved 
the issue. For hardware-related problems you should also be able to perform some basic 
troubleshooting. If, for example, there is no image on the screen, what should be done? First 
thing to check would be to ensure that your computer is turned on. Even if this might sound 
a bit silly, it might have turned itself off for various of reasons like short outage of electricity. 
Once you confirm that the computer is indeed working, you would check the signal cable. It 
might got unplugged for example during hoovering. If your keyboard suddenly stopped 
working, you can easily verify if it is broken by trying to connect it to another computer if you 
have such possibility. Whenever any problem occurs, it is advisable to think of the last few 
things you have done. Have you tried to do something specific? Maybe you plugged in a new 
device, such as a pendrive? The more information you can collect that took place just before 
the problem occurred, the better. These can be used to verify if the problem is recurring, that 
is you are able to replicate it, or it was just a one-time occurrence. 

The third rule is that you should be able to judge whether the problem you are having can be 
solved by you, or it is beyond your competences. If this is the latter, you should be able to 
locate someone who could help you with that. For example if your hard disk fails, usually 
there is not much you could do without expert knowledge and access to advanced tools and 
sophisticated machinery. You should be able to find help suitable for your case. 

The fourth rule is to be able to narrow down the possible cause of the problem based on the 
symptoms. This can be easily done with the use of a search engine that we have already 
covered earlier in this module. As an example, the general observation might be that your 
computer is running loud and is making noises. This observation/symptom can mean really a 
lot of things. Once you put a relevant phrase in the search engine (for example computer 
making noise), you will find plenty of information, websites, and even movies of what the 
reason for that might be. At the end, it could be that one of the fans just got dirty over years 
and all you need to do is to use compressed air to make it work again. 

The fifth rule is the last one, but definitely not the least one. It is about you and your digital 
skills. There is no other way that to make sure that you need to constantly upgrade your skills. 
Technology changes at such a fast pace, that even your basic skills need to be updated 
regularly. As a good example you can think of the noise problem described above. Some years 
ago it could mean that your hard drive was failing. This is because in the past all hard drives 
contained mechanical components that in order to work would keep spinning at a high rate. 
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The technology has changed and more and more computers are now equipped with so-called 
SSD drives that are not only much more efficient, but they do not contain mechanical parts, 
making them running perfectly quiet. If you have one of such disks, you will not hear if that 
was your hard drive falling apart. Again, you do not need to possess expert-level knowledge, 
but having an overall understanding of the technology would be very beneficial to you in all 
problem-solving tasks you might come across. 

 

2.4. Safety 

Safety is definitely a very broad subject when it comes to technology. More and more threats 
are waiting for those who are unaware, and what is actually quite frightening, various attacks 
are more sophisticated and though through than ever before. Some of the attacks are being 
prepared for literally months before they take place. The attackers today make efforts that 
can for example be focussed on studying the way your friends are talking to you, only to later 
take over their Internet accounts and act on their behalf instead. 

It is very difficult to create a list that would contain any number of points that, once applied, 
will guarantee that you can be safe in all the surrounding technologies. This is just impossible 
and you need to be aware of that. There are a few ideas that will help you be safer, but it is 
a constant effort that can never be labelled as “done”. 

First of all, make sure that you keep your operating system and all the application up to date 
to mitigate the risks that they contain some security threats. It was covered earlier in this 
module. You should also avoid installing any applications that come from untrusted sources, 
as these might contain a malicious code that is capable of making harm to your computer. 

There are various threats that you need to be aware of, but vast majority focus on bringing 
some kind of benefit to the attacker. The first virus was created just to prove that it was 
possible, but today in most cases the attacker is looking for stealing your identity or your 
money. It can be a very nice weather application that you installed, but in reality it is sending 
everything what you type on your keyboard to the attacker. As a result, if you are using online 
banking, your credentials might be compromised this way, so the attacker can get access to 
your account. 

In order to prevent and minimise the risk of getting infected, you need to make sure that your 
computer is protected by a recognised and up-to-date antivirus system. They are built in a 
way that they keep constantly running in the background trying to identify all the threats and 
preventing you from running suspicious files. Antivirus software is also updating itself at 
regular intervals to make sure that you are protected also against newly discovered threats. 
While it is obviously not a guarantee that having an antivirus software will keep you safe, it is 
definitely a good security measure to be implemented. 
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There is also quite a new trend that is called ransomware. As a result of infection by 
a ransomware, all your data is getting encrypted and you are asked to pay in order to get the 
unlock key, and, as a result of that, your data back. The encryption is done using very strong 
algorithms, making it impossible to decrypt your data without the key if we are considering 
the computing power we have access to today. In that case, the only reasonable solution 
would be to perform regular backups of all your data. There are free solutions that can help 
you with this task, the most popular being the Aomei Backupper (www.aomei.com) and 
Veeam Endpoint Backup (www.veeam.com). If your computer is infected and your data gets 
encrypted, you can restore all your data that you have in your backup. It is important, 
however, to keep the backup in inaccessible location. To be more precise, it is not wise to 
store the backup on a separate hard disk that is always connected to your computer, as the 
ransomware is going to encrypt all the data, including your backup. What you should do 
instead is to make your backup for example to a portable hard disk, that, once the backup is 
done, can be unplugged and stored separately. Other solution is to keep your valuable data 
stored also on alternative media. For example, if you have a collection of your photos, you can 
transfer them to DVD disks or store them separately on another portable hard disk. Generally 
speaking, it is advised to keep your valuable data in alternative locations that you have access 
to. 

Another aspect is the online security that should be always kept in mind. Under no 
circumstances you should share your credentials with anyone. Really, anyone. Even if this is 
a family member that you trust, your credentials should be known only to you. It is not that 
one of your family members might have got bad intentions, but as they might not be as 
security aware as you are, they might get tricked by someone else, and therefore the attacker 
can get your credentials through h unaware people you shared your credentials with. In case 
you have a considerable amount of various logins and passwords to remember, you can use a 
specially designed password managers to keep them safe. Ideally you should not be using the 
same password for more than one thing. This is because even big companies investing serious 
money in their security infrastructure suffer occasionally from data leaks. As a result of that, if 
your password from one service is compromised and you are using it in other places as well, 
you are under a serious risk. 

When we talk about digital literacy in security, it is not always about your computer. Just look 
around. Today we have keyless cars that do not need to be started with the traditional key put 
into the ignition switch. Even despite the fact that these modern car keys are using 
sophisticated encryption mechanisms, it is possible for the attacker to steal the signal that 
your car key is generating, open your car and drive away by replicating the signal (thus 
mimicking as if you were actually in the car). Another example might be a simple hotel 
booking. Under no circumstances you should give your credit card details with your security 
code, nor have it photocopied. Even if the hotel is not going to steal from you, such data can be 
easily taken away by an angry employee that is leaving, putting you at risk of losing your 
money. An extra care should also be taken while using ATMs. Your PIN code might be 
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overlooked by someone, who can then later use it along with your card to access your 
account. 

Having said all of that, you do not need to get paranoid. Clearly, there are many security 
threats out there, but if you are sober-minded, you should be fine. 

 

3. EXERCISES AND QUIZZES  

1. Excel 
 

This task is to show learners why Excel is so important and why they should learn how to use 
it.  

• Give each learner a sheet of paper and a pen. Ask them to write down jobs in which 
they think Excel is used. Then write down all the professions on the board and think 
about their correctness together. 

• After the discussion, give the learners 3-5 professions and ask them to assess jointly 
whether these are occupations in which Excel is used. Choose the professions in which 
you use and in which you do not use Excel 

• Think together in which works could excel be useful? If you find a profession, think 
about how Excel would improve the work in it. 

 

2. PowerPoint  
 

This exercise aims to increase the skill of making a presentation among learners of the course. 

At the beginning, tell the learners why the presentation is important. 

Your task will be to prepare a presentation on which errors will be found. The learners' task is 
to capture them. 

After the presentation, you will discuss the mistakes together and suggest ways to solve them. 
If the learners do not find all the mistakes then you will present them. 

 

3. Word 

The task is to familiarize learners of the course with keyboard shortcuts that appear in Word. 
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Your task will be to distribute cards on which there are keyboard shortcuts on one side and 
explanation of their actions on the other. The learners' task will be to draw an arrow leading 
from the shortcut to the correct use.  

 

4. Search in internet  

This task aims to show how important is the ability to correctly search for information on the 
Internet. 

Start by dividing learners into 4 teams. Each team will receive one online search engine: 
Google, Bing, Yahoo and DuckDuckGo. 

Each of the teams will have to prepare a short presentation of your browser. Then, together, 
you'll try to find differences between them and choose the best one. 

The next task will be to present the techniques of proper information retrieval by the teacher. 

 

5. Safety in the internet 

This task is to increase the awareness of learners about the dangers of using the Internet and 
in particular social media. 

Give small cards to the learners. Each of them will exchange information that he publishes on 
social media: photos, posts, favourite places, movies, etc. Then, make them imagine that they 
place such information on the advertising column on the market of the city in which they live. 
Then add the information that they will never be able to see this card again, no matter what 
they wrote and put on it. Then discuss the responsibility that is bearing on you and your 
future because of the information that almost everyone has access to. 

Source: https://edukacjamedialna.edu.pl/lekcje/abc-bezpieczenstwa-w-sieci/ 

 

4. CURRICULUM OUTLINE 

 

Recommended 
Time Learning Activities  Materials Resource 

25 minutes Excel • a sheet of paper and 
a pen 

Section 2.2 
Annex1 
Annex 1a 
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Recommended 
Time Learning Activities  Materials Resource 

60 minutes PowerPoint • PowerPoint 
presentation 

• Projector 
• Computer / laptop 

with appropriate 
software 

Section 2.2 
Annex 2 
Annex 2a 

15 minutes Word • Cards with 
keyboard shortcuts 

• Pen 

Section 2.2 
Annex 3 
Annex 3a 

20 minutes Search in internet • Computer / laptop 
with appropriate 
software and 
connected to 
internet 

Section 2.2 
Annex 4 
Annex 4a 

30 minutes Safety in the internet • Small cards Section 2.5 
Annex 5 

Assessment (to verify the increase of knowledge) Use Annex 6   

Feedback of learners Throughout the course, users should 
be able to ask questions at any time. 

 

5. FURTHER READING AND FURTHER DEVELOPMENT 

The problems raised in this module are very current. However, this is just a tip of the iceberg. 
The module is designed to present the simplest IT issues, popular programs and threats to 
people who have not previously had contact with the Internet. The aim of the module is to 
attract the audience with the topic, so that he would like to expand his knowledge thanks to 
available courses or on his own, using the knowledge resources available on the Internet. 

Examples of online courses (notice, not all are free!): 

• https://www.goskills.com/Course/Excel - excel, word and much more 
• https://support.office.com/en-us/article/excel-for-windows-training-9bc05390-e94c-46af-

a5b3-d7c22f6990bb - a free guide on how to use excel 
• https://www.youtube.com/watch?v=q1CMxb90g7c - a short guide on how to use PowerPoint 

 

https://www.goskills.com/Course/Excel
https://support.office.com/en-us/article/excel-for-windows-training-9bc05390-e94c-46af-a5b3-d7c22f6990bb
https://support.office.com/en-us/article/excel-for-windows-training-9bc05390-e94c-46af-a5b3-d7c22f6990bb
https://www.youtube.com/watch?v=q1CMxb90g7c
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Free programs for creating presentations: 

• https://www.emaze.com/ 
• https://prezi.com/ 
• https://www.canva.com 

These are just a few sample courses, remember that you can find many more on the Internet. 
The knowledge gained from this module about safe internet search can now be used in 
practice. Follow the safety rules and the internet will allow you to explore knowledge. 

6. ANNEXES 
 
Module 5-Annex 1  
Module 5-Annex 1a – Exercise: Do they use Excel 
Module 5-Annex 2 – Coral reef and climate change 
Module 5-Annex 2a – Errors in the presentation on individual slides 
Module 5-Annex 3 
Module 5-Annex 3a – Shortcuts word 
Module 5-Annex 4 
Module 5-Annex 4a – Search in the internet 
Module 5-Annex 5 
Module 5-Annex 6 – Test 

https://www.emaze.com/
https://prezi.com/
https://www.canva.com/
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MODULE 5 

LET’S MANAGE YOUR COMPREHENSION ABILITIES - PRACTICAL 
RECOMMENDATIONS FOR PERSONAL DEVELOPMENT  



Excel 



Overview: 

What is Excel?  
Business uses of Excel. 
Where Excel is used? 
Summary 

 



What is Excel?  
• Excel is tool for creating spreadsheets, preparing 

tables, reports and for performing calculation. 
This program has so many functions that various 
professions use it differently. Excel is a basic tool 
for accountants, financial analysts and a large part 
of office workers. It is invaluable when creating 
reports, summaries or charts.  
 



What is Excel? 



What is Excel? 

• Excel can be used successfully not only in 
business. You can use it to plan your day, 
finances, you can prepare a shopping list or 
even plan meals for the whole week. This 
program is widely used. 
 



Business uses of Excel 
1. Business Analysis 
2. People Management 
3. Managing Operations 
4. Performance Reporting 
5. Office Administration 
6. Strategic Analysis 
7. Project Management 
8. Managing Programs 
9. Contract Administration 
10. Account Management 

 
 
 
 
 
 
 
 
 
 



Exercise: In which jobs  Excel 
is used?  



Examples of Business uses of 
Excel 



Exercise: Do they use 
excel? 

 

Instruction: 
1. Evaluate whether this profession 

uses excel or not 
2. Describe how this work uses excel 
3. Consider whether in occupations 

that do not use Excel, do you see 
any application for it? 

 



Exercise: How can you use 
Excel in your private life? 



Summary 
1. Excel is tool for creating spreadsheets, preparing tables, reports and for 

performing calculation. 

2. It is part of the Microsoft Office suite. 

3. It is a basic program for working in the office. 

4. Allows you to work with several people on one sheet. 

5. It can be used at work as well as in private life. 

6. Excel increases work efficiency, especially in the financial sector. 

7. Knowing this program increases your chances of finding a job. 



Are their any Questions? 



Bibliography: 
• https://mallory.com.au/cm/ms-excel-uses-business-

workplace/ 
• https://www.goskills.com/Excel/Articles/Jobs-require-Excel 
• http://www.e-komers.pl/jak-uzywac-excela-do-zarzadzania-

codziennym-zyciem/ 
• https://study.com/articles/jobs_requiring_excel_skills.html 
• https://www.investintech.com/resources/blog/archives/7410

-7-ideal-jobs-for-excel-users.html 
 

https://mallory.com.au/cm/ms-excel-uses-business-workplace/
https://mallory.com.au/cm/ms-excel-uses-business-workplace/
https://www.goskills.com/Excel/Articles/Jobs-require-Excel
http://www.e-komers.pl/jak-uzywac-excela-do-zarzadzania-codziennym-zyciem/
http://www.e-komers.pl/jak-uzywac-excela-do-zarzadzania-codziennym-zyciem/
https://study.com/articles/jobs_requiring_excel_skills.html
https://www.investintech.com/resources/blog/archives/7410-7-ideal-jobs-for-excel-users.html
https://www.investintech.com/resources/blog/archives/7410-7-ideal-jobs-for-excel-users.html
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MODULE 5-ANNEX 1A – EXERCISE: DO THEY USE EXCEL 
 
Template for the exercise: "Do they use Excel?". 

Name of the profession Is there use Excel? How? 

1.     

  

2.     

  

3.   

    

4. 
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5. 

      
 



Coral reef and climate change. 
The presentation was made by: John Smith 



∗ „Coral reefs are large underwater structures 
composed of the skeletons of colonial marine 
invertebrates called coral” - 
https://www.livescience.com/40276-coral-reefs.html 

What is a coral reef??? 



What is the effect of increased 
water temperature on coral reef 

extinction? 



Coral reef 

BEFORE  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

∗ Source: 
https://static1.squarespace.com/static/5a5906400abd0406785519dd/t/5b7b180
a6d2a7356c60f4ea0/1534801892350/Bank_BeforeAfter_American%2BSamoa-
Before_RichardVevers.jpg?format=500w 

After 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

∗ Source: 
https://static1.squarespace.com/static/5a5906400abd0406785519dd/t/5b7b180
a6d2a7356c60f4ea2/1534793869085/Bank_BeforeAfter_American%2BSamoa-
After_RichardVevers.jpg?format=500w 



What can I do to 
protect coral reefs? 



Organizations 
currently working 
on coral reefs: 

∗ Coral Cay 
∗ Counterpart International[1] 
∗ U.S. Coral Reef Task Force (CRTF) 
∗ National Coral Reef Institute (NCRI) 
∗ US Department of Commerce’s National Oceanic 

and Atmospheric Administration (NOAA): Coral 
Reef Conservation Program (CRCP) 

∗ National Center for Coral Reef Research (NCORE) 
∗ Reef Ball 
∗ Southeast Florida Coral Reef Initiative (SEFCRI) 
∗ Foundation of the peoples of the South Pacific 
∗ WorldFishCenter: promotes 

sustainable mariculture techniques to grow 
reef organismsas tridacnidae 

∗ Coral Restoration Foundation (CRF) : Adopt a 
Coral 

∗ Organizations which promote interest, provide 
knowledge bases about coral reef survival, and 
promote activities to protect and restore coral 
reefs: 

∗ Coral Triangle Knowledge Network 
∗ Australian Coral Reef Society 
∗ Biosphere Foundation[2] 
∗ Chagos Conservation Trust 
∗ Conservation Society of Pohnpei 
∗ Coral Cay Conservation 
∗ Coral Reef Care 
∗ Coral Reef Alliance (CORAL) Coral Reef Alliance 

(CORAL) 
∗ Coral Reef Targeted Research and Capacity 

Building for Management 
∗ Coral Restoration Foundation 
∗ Coral Triangle Initiative 
∗ Cousteau Society 
∗ Crusoe Reef Society 
∗ CEDAM International 
∗ Earthwatch 
∗ Environmental Defense Fund 
∗ Environmental Solutions International 
∗ Friends of Saba Marine Park 
∗ Global Coral Reef Alliance (GCRA) Global Coral 

Reef Alliance (GCRA) 
∗ Global Coral Reef Monitoring Network[3] 

∗ Great Barrier Reef Marine Park Authority 
∗ Green Fins 
∗ ICRAN Mesoamerican Reef Alliance 
∗ International Coral Reef Initiative (ICRI)[4] 
∗ International Marinelife Alliance 
∗ International Society for Reef Studies 
∗ Intercoast Network 
∗ Japanese Coral Reef Society [5] 
∗ Kosrae Conservation and Safety Organization 
∗ Marine Conservation Group 
∗ Marine Conservation Society 
∗ Mesoamerican Reef Tourism Initiative (MARTI) 
∗ NSF Moorea Coral Reef Long-term Ecological 

Research site[6] 
∗ Nature Conservancy 
∗ Ocean Voice International 
∗ Project AWARE 
∗ Planetary Coral Reef Foundation[7] 
∗ Practical Action[8] 
∗ Project Reefkeeper 
∗ ReefBase 
∗ Reef Check 
∗ Reef Relief[9] 
∗ Reefwatch 
∗ Save Our Seas Foundation[10] 
∗ Seacology 
∗ Seamarc Pvt. Ltd.[11] 
∗ SECORE 
∗ Singapore Underwater Federation 
∗ Society for Andaman and Nicobar Ecology 
∗ Tubbataha Foundation 
∗ Wildlife Conservation International 
∗ WWF 

 

https://web.archive.org/web/20080516071952/http:/www.coralcay.org/expeditions/marine/fj1/
https://en.wikipedia.org/wiki/Counterpart_International
https://en.wikipedia.org/wiki/Coral_reef_organizations
http://www.nova.edu/ncri
https://en.wikipedia.org/w/index.php?title=Coral_Reef_Conservation_Program&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=Coral_Reef_Conservation_Program&action=edit&redlink=1
https://en.wikipedia.org/wiki/Reef_Ball
https://web.archive.org/web/20080820193233/http:/www.fspi.org.fj/programs.htm
https://en.wikipedia.org/w/index.php?title=WorldFishCenter&action=edit&redlink=1
https://en.wikipedia.org/wiki/Mariculture
https://en.wikipedia.org/wiki/Organisms
https://en.wikipedia.org/wiki/Tridacnidae
http://www.coralrestoration.org/
http://www.coralrestoration.org/
http://www.ctknetwork.org/
https://en.wikipedia.org/w/index.php?title=Australian_Coral_Reef_Society&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=Biosphere_Foundation&action=edit&redlink=1
https://en.wikipedia.org/wiki/Coral_reef_organizations
https://en.wikipedia.org/w/index.php?title=Chagos_Conservation_Trust&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=Conservation_Society_of_Pohnpei&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=Coral_Cay_Conservation&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=Coral_Reef_Care&action=edit&redlink=1
https://en.wikipedia.org/wiki/Coral_Reef_Alliance
http://www.coral.org/
http://www.coral.org/
https://en.wikipedia.org/w/index.php?title=Coral_Reef_Targeted_Research_and_Capacity_Building_for_Management&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=Coral_Reef_Targeted_Research_and_Capacity_Building_for_Management&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=Coral_Restoration_Foundation&action=edit&redlink=1
https://en.wikipedia.org/wiki/Coral_Triangle_Initiative
https://en.wikipedia.org/wiki/Cousteau_Society
https://en.wikipedia.org/w/index.php?title=Crusoe_Reef_Society&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=CEDAM_International&action=edit&redlink=1
https://en.wikipedia.org/wiki/Earthwatch_Institute
https://en.wikipedia.org/wiki/Environmental_Defense_Fund
https://en.wikipedia.org/w/index.php?title=Environmental_Solutions_International&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=Friends_of_Saba_Marine_Park&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=Global_Coral_Reef_Alliance&action=edit&redlink=1
http://globalcoral.org/
http://globalcoral.org/
https://en.wikipedia.org/w/index.php?title=Global_Coral_Reef_Monitoring_Network&action=edit&redlink=1
https://en.wikipedia.org/wiki/Coral_reef_organizations
https://en.wikipedia.org/wiki/Great_Barrier_Reef_Marine_Park_Authority
https://en.wikipedia.org/wiki/Green_Fins
https://en.wikipedia.org/w/index.php?title=ICRAN_Mesoamerican_Reef_Alliance&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=International_Coral_Reef_Initiative_(ICRI)&action=edit&redlink=1
https://en.wikipedia.org/wiki/Coral_reef_organizations
https://en.wikipedia.org/wiki/International_Marinelife_Alliance
https://en.wikipedia.org/wiki/International_Society_for_Reef_Studies
https://en.wikipedia.org/w/index.php?title=Intercoast_Network&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=Japanese_Coral_Reef_Society&action=edit&redlink=1
https://en.wikipedia.org/wiki/Coral_reef_organizations
https://en.wikipedia.org/w/index.php?title=Kosrae_Conservation_and_Safety_Organization&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=Marine_Conservation_Group&action=edit&redlink=1
https://en.wikipedia.org/wiki/Marine_Conservation_Society
https://en.wikipedia.org/w/index.php?title=Mesoamerican_Reef_Tourism_Initiative&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=NSF_Moorea_Coral_Reef_Long-term_Ecological_Research_site&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=NSF_Moorea_Coral_Reef_Long-term_Ecological_Research_site&action=edit&redlink=1
https://en.wikipedia.org/wiki/Coral_reef_organizations
https://en.wikipedia.org/wiki/Nature_Conservancy
https://en.wikipedia.org/w/index.php?title=Ocean_Voice_International&action=edit&redlink=1
https://en.wikipedia.org/wiki/Project_AWARE
https://en.wikipedia.org/w/index.php?title=Planetary_Coral_Reef_Foundation&action=edit&redlink=1
https://en.wikipedia.org/wiki/Coral_reef_organizations
https://en.wikipedia.org/wiki/Practical_Action
https://en.wikipedia.org/wiki/Coral_reef_organizations
https://en.wikipedia.org/w/index.php?title=Project_Reefkeeper&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=ReefBase&action=edit&redlink=1
https://en.wikipedia.org/wiki/Reef_Check
https://en.wikipedia.org/w/index.php?title=Reef_Relief&action=edit&redlink=1
https://en.wikipedia.org/wiki/Coral_reef_organizations
https://en.wikipedia.org/w/index.php?title=Reefwatch&action=edit&redlink=1
https://en.wikipedia.org/w/index.php?title=Save_Our_Seas_Foundation&action=edit&redlink=1
https://en.wikipedia.org/wiki/Coral_reef_organizations
https://en.wikipedia.org/wiki/Seacology
https://en.wikipedia.org/w/index.php?title=Seamarc_Pvt._Ltd.&action=edit&redlink=1
https://en.wikipedia.org/wiki/Coral_reef_organizations
https://en.wikipedia.org/wiki/SECORE
https://en.wikipedia.org/w/index.php?title=Singapore_Underwater_Federation&action=edit&redlink=1
https://en.wikipedia.org/wiki/Society_for_Andaman_and_Nicobar_Ecology
https://en.wikipedia.org/w/index.php?title=Tubbataha_Foundation&action=edit&redlink=1
https://en.wikipedia.org/wiki/Wildlife_Conservation_International
https://en.wikipedia.org/wiki/World_Wide_Fund_for_Nature


Thanks for your attention!  
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MODULE 5-ANNEX 2A - ERRORS IN THE PRESENTATION ON INDIVIDUAL SLIDES 
 
Examples of errors on individual slides: 

Slide 1 - Unreadable font. Tip: Try to use only one font. 

Slide 2 - Too many question marks. The text is invisible on the background of this photo Tip: 
Use a different colour. 

Slide 3 - Part of the text disappears on a white background. Tip: Move the text so that all 
words are clearly visible. 

Slide 4 - Different size of fonts, in one case the font inclined in the other not, in one same 
upper case in the second uppercase and lowercase letters. Different sizes of photos, not the 
same size. Do not place emoticons in a slide that deals with serious topics.  

Slide 5 - Different background layout than in other slides. Tip: Try to make the background 
consistent. 

Slide 6 - You need to apply a different slide layout so that you can see the names of the 
organization. You can also divide it into 2 slides. 

Slide 7 – No mistakes. 

 





MODULE 5 

LET’S MANAGE YOUR COMPREHENSION ABILITIES - PRACTICAL 
RECOMMENDATIONS FOR PERSONAL DEVELOPMENT  



Word 



Overview: 

• What are shortcuts? 
• Examples of the most commonly used 

keyboard shortcuts. 
• Task: match the shortcuts to definitions. 



What are „shortcuts”? 

• Shortcuts these are combinations of 2 or more 
keys that perform specific operations to speed 
up the work. Different programs have different 
keyboard shortcuts. This presentation will 
present the most commonly used keyboard 
shortcuts in Microsoft Word. 



Ctrl + A 

• Ctrl + A – select all 
• This shortcut allows you to select all text in a 

document 
• You will see that you have used it correctly 

when the text is highlighted 
 
 
 



Ctrl + A  



Ctrl + C 

• Ctrl + C – copy 
• With this shortcut you can quickly copy the 

selected text 
• To use it, select the text you want to copy and 

then use the Ctrl + C shortcut 



Ctrl + V 

• Ctrl + V – paste 
• Using this shortcut you can paste the 

previously copied text 
• Using it with the Ctrl + C shortcut, you can 

copy and paste a piece of text 



Ctrl + C 
• Highlight the text and press 

Ctrl + C 
 
 

Ctrl + V 
• Select the place where you 

want to paste the text and 
press Ctrl + V 
 
 



Ctrl + S 
• Ctrl + S – save 
• You can use this shortcut when you want to 

quickly save the file 
• When saving the file for the first time, you will 

have to choose the place where to save it 
(desktop, documents, etc.) 



Ctrl + Z 

• Ctrl + Z – undo 
• Using this shortcut you will be able to undo 

the last changes made to the file 
 



Ctrl + B 

• Ctrl + B – bold 
• This shortcut is used when you want to bold 

the text 
 



Ctrl + I 

• Ctrl + I – italic 
• This key shortcut is used when you want to 

write text in italics 
 



Ctrl + U 

• Ctrl + U – underline 
• This keyboard shortcut is used when you want 

to underline a piece of text 



Ctrl + E 

• Ctrl + E – centers paragraph text 
• Using this shortcut, we move the text to the 

center of the screen 
 



Ctrl + P 

• Ctrl + P – print 
• This shortcut is used when you want to print 

the text 



Task: match the shortcuts to 
definitions 

 



Bibliography: 

• https://support.office.com/en-
us/article/keyboard-shortcuts-for-microsoft-
word-on-windows-95ef89dd-7142-4b50-afb2-
f762f663ceb2 

• https://www.computerhope.com/shortcut/word.
htm 
 

https://support.office.com/en-us/article/keyboard-shortcuts-for-microsoft-word-on-windows-95ef89dd-7142-4b50-afb2-f762f663ceb2
https://support.office.com/en-us/article/keyboard-shortcuts-for-microsoft-word-on-windows-95ef89dd-7142-4b50-afb2-f762f663ceb2
https://support.office.com/en-us/article/keyboard-shortcuts-for-microsoft-word-on-windows-95ef89dd-7142-4b50-afb2-f762f663ceb2
https://support.office.com/en-us/article/keyboard-shortcuts-for-microsoft-word-on-windows-95ef89dd-7142-4b50-afb2-f762f663ceb2
https://www.computerhope.com/shortcut/word.htm
https://www.computerhope.com/shortcut/word.htm
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MODULE 5-ANNEX 3A - SHORTCUTS_WORD 
 
Exercise: Match the keyboard shortcut to its meaning. 

Ctrl + A         undo  

Ctrl + C         bold 

Ctrl + V         paste 

Ctrl + S         select all 

Ctrl + Z         save  

Ctrl + B         underline  

Ctrl + I         centers text  

Ctrl + U         copy 

Ctrl + E         print  

Ctrl + P         italic 





MODULE 5 

LET’S MANAGE YOUR COMPREHENSION ABILITIES - PRACTICAL 
RECOMMENDATIONS FOR PERSONAL DEVELOPMENT  



  
Search in the internet 

 



Overview: 
• Exercise 1: Describe your search engine. 
• Pros and cons: 

– Google 
– Yahoo 
– Bing 
– DuckDuckGo 

• How to search effectively on the internet.  
 



Exercise 1: Describe your search 
engine 

1. Search for information about your browser (pros and cons) 
 

2. Examples of features: 
a) Safety 
b) Appearance 
c) Search speed 
d) Number of results found 
e) Intuitive operation 
f) Help in formulating the query content 
g) Privacy policy 
h) Available mobile version 
i) Other (when it was founded, by whom etc.) 

 
3. Write down the features on the received sheet 

 



Exercise 1: Describe your search 
engine. 
4. Each of group presents its results 

 
5. Choosing the best one 

 



How to search effectively on the 
internet – GOOGLE  
• A short guide on how 

to use the capabilities 
of the most popular 
search engine - 
Google. 
 



How to find information 
better? 

Use Google operators! 



Popular Google operators 
• If you are looking for a phrase that consists of a few words, use the 

quotation mark (example: ”English breakfast”); 
 

• If you're looking for a word that has many different meanings, put a 
"-" in front of the meaning you want to skip (example: Chinatown -
film); 
 

• If you want to limit the search, to a specific domain, you should use 
the operator – „site:” (example: Decent site:cwep.eu); 
 



Popular Google operators 
• The "filetype:" operator allows you to search for files in a specific 

format, eg PDF, you can combine it with another operator, eg "site:" 
to increase the search precision (example site:cwep.eu filetype:pdf); 
 

• The "define:" operator allows you to search for a definition of a 
word or phrase (example: define:global warming) 
 

• Last operator presented here is "weather„. It is designed to show the 
current weather (example: weather:Rzeszow) 
 



Popular Google operators 

• If you are interested in the subject of operators 
and professional search in Google, we refer 
you to the page where there are many more: 

• https://ahrefs.com/blog/google-advanced-
search-operators/ 
 



Bibliography: 
• https://ahrefs.com/blog/google-advanced-search-

operators/ 
 

• https://mobirank.pl/2015/03/29/jak-skutecznie-
wyszukiwac-w-google/ 
 

• https://mobiletry.com/blog/jak-wyszukiwac-informacje-
w-google 
 

https://ahrefs.com/blog/google-advanced-search-operators/
https://ahrefs.com/blog/google-advanced-search-operators/
https://mobirank.pl/2015/03/29/jak-skutecznie-wyszukiwac-w-google/
https://mobirank.pl/2015/03/29/jak-skutecznie-wyszukiwac-w-google/
https://mobiletry.com/blog/jak-wyszukiwac-informacje-w-google
https://mobiletry.com/blog/jak-wyszukiwac-informacje-w-google
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MODULE 5-ANNEX 4A – SEARCH IN THE INTERNET 
 
Exercise: List the pros and cons of the given search engine 
 

Google 
Pros Cons 
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MODULE 5-ANNEX 4A – SEARCH IN THE INTERNET 
 
Exercise: List the pros and cons of the given search engine 

Yahoo 
Pros Cons 
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MODULE 5-ANNEX 4A – SEARCH IN THE INTERNET 
 
Exercise: List the pros and cons of the given search engine 

Bing 
Pros Cons 
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MODULE 5-ANNEX 4A – SEARCH IN THE INTERNET 
 
Exercise: List the pros and cons of the given search engine 

DuckDuckGo 
Pros Cons 

  

  

  

  

  

  

  

 





MODULE 5 

LET’S MANAGE YOUR COMPREHENSION ABILITIES - PRACTICAL 
RECOMMENDATIONS FOR PERSONAL DEVELOPMENT  



Safety in the internet 



Overview: 

• Exercise1: What information do I make 
public? 

• What are the threats on the Internet? 
• Discussion 



Exercise 1: What information do I 
make public? 

• Write on sheets: 
 
– The photo you recently put on social media 

 
– What public information you provide? 



What if this information was here? 



 
What are the threats on the 

Internet? 
 • Computer virus 

• Password saved in the browser 
• Stalking 
• Hackers 
• Stealing personal information 

 



How to increase your security 
online? 

• Keep your software updated 
• Install an antivirus program 
• Do not share your confidential data 
• Use difficult, meaningless passwords 

 
 



Discussion  

What should I change in my online 
behavior to be more secure? 



Bibliography: 

• https://www.komputerswiat.pl/artykuly/redakc
yjne/20-najwiekszych-zagrozen-
internetowych-poznaj-je/kbke4kb 
 

https://www.komputerswiat.pl/artykuly/redakcyjne/20-najwiekszych-zagrozen-internetowych-poznaj-je/kbke4kb
https://www.komputerswiat.pl/artykuly/redakcyjne/20-najwiekszych-zagrozen-internetowych-poznaj-je/kbke4kb
https://www.komputerswiat.pl/artykuly/redakcyjne/20-najwiekszych-zagrozen-internetowych-poznaj-je/kbke4kb
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MODULE 2 – ANNEX 1. INITIAL TEST 
This is a test evaluating the knowledge acquired in this module. Remember that this is a 
multiple choice test. Good luck! 
 
TEST: 

1. The web browser is: 
a. Firefox 
b. Google Chrome 
c. Excel 
d. PowerPoint 

2. Bing, Yahoo, Google are example of: 
a. Search engines 
b. Web browser 
c. Microsoft Office Products 
d. Games 

3. Is it safe to download files from the internet without knowing the source of their 
origin? 

a. Yes 
b. No 

4. Which shortcut will you use if you want to copy something? 
a. CTRL + V 
b. CTRL + A 
c. CTRL + C 
d. Alt + F4 

5. How to create a uppercase letter in Microsoft Word? 
a. You must press the Caps Lock key 
b. You must use the Shift key 
c. You must use the Alt key 
d. You cannot create uppercase letters in Word 

6. Mastering Microsoft Word will allow you to create: 
a. CV 
b. Presentation 
c. Text for the book 
d. Text document 

7. In what profession you will for sure find using Microsoft Excel? 
a. Office worker 
b. Stewardesses 
c. Business analyst 
d. Construction worker 
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8. What format Microsoft Excel files have? 
a. xlsx 
b. docx 
c. xls 
d. pptx 

9. PowerPoint is a program dedicated for: 
a. learning programming 
b. creating text documents 
c. creating a presentation 
d. word translation 

10. You can create a presentation using 
a. Emaze 
b. Prezi 
c. PowerPoint 
d. Excel 

11. You can communicate on the internet by using: 
a. Messenger 
b. Skype 
c. Word 
d. Excel 

12. Which phrase defines various types of programs used to operate computers and 
related devices: 

a. Hardware 
b. Software 
c. Windows 
d. Microsoft Word 

13. To increase your safety on the internet, you should: 
a. have updated programs / applications 
b. have an anti-virus 
c. use simple passwords to remember, for example: your name + date of birth or 

name of your dog 
d. do not open emails of unknown origin 
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ANSWER SHEET 
1. a,b 

2. a 

3. b 

4. c 

5. a,b 

6. a,d 

7. a,c 

8. a,c 

9. c 

10. a,b,c 

11. a,b 

12. b 

13. a,b,d 



The European Commission support for the production of this publication does not constitute an 
endorsement of the contents which reflects the views only of the authors, and the Commission 
cannot be held responsible for any use which may be made of the information contained therein.
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