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ESSENTIAL COMPUTER SKILLS
-------------------------
Basic Computer Operations:
- Turning on/off computer properly
- Using mouse and keyboard
- Understanding desktop and taskbar
- Managing files and folders
- Installing/uninstalling software
- Basic troubleshooting

File Management:
- Creating, saving, and organizing files
- Understanding file extensions
- Using search functions
- Backing up important files
- Sharing files safely

Operating Systems:
- Windows basics
- macOS fundamentals
- Mobile operating systems
- Software updates
- System preferences

INTERNET AND EMAIL
------------------
Internet Basics:
- Web browsers (Chrome, Firefox, Safari)
- URL structure and navigation
- Search engines and techniques
- Bookmarking and favorites
- Download and upload files

Email Fundamentals:
- Creating email accounts
- Composing professional emails
- Email etiquette
- Managing inbox and folders
- Attachments and file sharing
- Email security

Email Best Practices:
- Clear subject lines
- Professional tone
- Proper greetings and closings
- Proofreading before sending
- Managing email signatures
- Avoiding spam and phishing

MICROSOFT OFFICE SUITE
-----------------------
Microsoft Word:
- Creating and formatting documents
- Using templates
- Headers, footers, and page numbers
- Tables and lists
- Spell check and grammar
- Track changes and comments

Microsoft Excel:
- Creating spreadsheets
- Basic formulas (SUM, AVERAGE, COUNT)
- Data formatting
- Charts and graphs
- Filtering and sorting data
- Pivot tables (basic)

Microsoft PowerPoint:
- Creating presentations
- Design templates and themes
- Adding text, images, and media
- Slide transitions and animations
- Presenter view
- Exporting to PDF

GOOGLE WORKSPACE
----------------
Google Docs:
- Creating and sharing documents
- Real-time collaboration
- Version history
- Comments and suggestions
- Google Drive integration

Google Sheets:
- Spreadsheet creation
- Basic functions
- Data visualization
- Sharing and permissions
- Import/export data

Google Slides:
- Presentation creation
- Collaborative editing
- Template library
- Embedding media
- Presentation sharing

Other Google Tools:
- Gmail for business
- Google Calendar
- Google Forms
- Google Meet
- Google Sites

SOCIAL MEDIA FOR BUSINESS
-------------------------
LinkedIn:
- Professional profile creation
- Networking strategies
- Job searching
- Company research
- Content sharing
- LinkedIn Learning

Facebook for Business:
- Business page creation
- Content planning
- Audience engagement
- Basic advertising
- Analytics and insights

Twitter/X:
- Professional tweeting
- Hashtag usage
- Following industry leaders
- Engaging with content
- Building followers

Instagram:
- Visual storytelling
- Hashtag strategies
- Stories and reels
- Business account features
- Influencer collaboration

ONLINE COMMUNICATION
--------------------
Video Conferencing:
- Zoom basics
- Microsoft Teams
- Google Meet
- Skype for Business
- Meeting etiquette

Messaging Platforms:
- WhatsApp Business
- Slack
- Microsoft Teams chat
- Telegram
- Professional messaging

Online Collaboration:
- Shared documents
- Project management tools
- File sharing platforms
- Virtual whiteboards
- Team communication

DIGITAL SECURITY
-----------------
Password Security:
- Creating strong passwords
- Using password managers
- Two-factor authentication
- Avoiding password reuse
- Regular password updates

Online Safety:
- Recognizing phishing attempts
- Safe browsing practices
- Avoiding malware
- Protecting personal information
- Secure wifi usage

Data Protection:
- Regular backups
- Cloud storage security
- Privacy settings
- Secure file sharing
- Data encryption basics

ONLINE LEARNING
---------------
Learning Platforms:
- Coursera
- edX
- Udemy
- Khan Academy
- LinkedIn Learning
- YouTube Education

Study Strategies:
- Setting learning goals
- Creating study schedules
- Taking effective notes
- Practice and repetition
- Seeking help and feedback

Digital Literacy:
- Evaluating online sources
- Fact-checking information
- Understanding digital media
- Online research skills
- Critical thinking online

JOB SEARCH ONLINE
-----------------
Job Search Platforms:
- Indeed
- LinkedIn Jobs
- PNet
- Careers24
- Jobs.co.za
- Company websites

Online Applications:
- Creating digital CVs
- Online application forms
- Portfolio websites
- Video interviews
- Follow-up strategies

Professional Online Presence:
- LinkedIn optimization
- Personal branding
- Online portfolio
- Professional photos
- Network building

PRACTICAL EXERCISES
-------------------
Week 1: Basic Computer Skills
- Practice file management
- Set up email account
- Create first document

Week 2: Internet and Research
- Advanced search techniques
- Bookmark useful sites
- Practice email etiquette

Week 3: Office Applications
- Create resume in Word
- Build budget in Excel
- Make presentation in PowerPoint

Week 4: Google Workspace
- Set up Google account
- Create shared document
- Schedule meeting in Calendar

Week 5: Social Media Setup
- Create LinkedIn profile
- Connect with professionals
- Share relevant content

Week 6: Online Learning
- Enroll in online course
- Complete first module
- Apply new skills

TROUBLESHOOTING COMMON ISSUES
-----------------------------
Computer Running Slow:
- Check available storage
- Close unnecessary programs
- Restart computer
- Run antivirus scan

Internet Connection Problems:
- Check wifi connection
- Restart router
- Clear browser cache
- Contact ISP if needed

Software Issues:
- Update software
- Restart application
- Check for compatibility
- Reinstall if necessary

RESOURCES FOR FURTHER LEARNING
------------------------------
Free Online Courses:
- Google Digital Skills
- Microsoft Learn
- Coursera (audit courses)
- Khan Academy
- YouTube tutorials

Local Resources:
- Community colleges
- Libraries with computer access
- Adult education centers
- Workplace training programs

STAYING UPDATED
---------------
Technology Changes Fast:
- Follow tech news websites
- Join online communities
- Attend virtual conferences
- Take regular skill assessments
- Practice new features

Digital Trends to Watch:
- Artificial Intelligence
- Remote work tools
- Mobile-first design
- Voice technology
- Automation

FINAL TIPS
----------
- Practice regularly
- Don’t be afraid to experiment
- Ask for help when needed
- Keep learning continuously
- Stay curious about new technologies
- Focus on practical applications
- Build digital confidence gradually

Remember: Digital skills are essential in today’s job market. 
Start with basics and build gradually!
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