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Grow with Google

Basic Digital Skills Guide

Today, digital skills are essential for almost every part of life. Knowing how to use a computer
or mobile device, like a phone or tablet, allows you to complete tasks for employers, such as
sending email, creating spreadsheets, and finding information.

But digital skills aren’t just for the workplace. Many of us use them in our everyday life, too,
when we manage our schedule, browse the Internet, and more. No matter where or how you
use digital skills, this guide will help you learn new skills, practice skills you need to refine, and
gain confidence while using digital devices.

This guide is divided into six sections, each covering a different topic. Each section is written in
easy-to-follow language and includes a vocabulary list and practice exercises.

Before beginning your first section, you'll complete a checklist to figure out the digital skills
you already have. At the end, you'll fill out the same checklist again to see how much you
learned.

Feel free to follow the guide from beginning to end. Or, review the sections that you need to
learn or practice. Refer to this guide for extra practice in the future as often as you need.

By the end of this guide, you will be able to:

e Turn on a computer and get started using it
Connect to the Internet
Use a keyboard, mouse, trackpad, or touchscreen
Use a web browser
Perform an Internet search
And use a mobile device for different activities

Let’s get started!




Table of Contents

Grow with Google Career Readiness for Re-Entry
Pre-Reading Skills Checklist

Get Started Using a Computer

Section Vocabulary

Parts of a Computer

Turn Your Computer On

Find and Open Programs

Shut Down Your Computer

Restart Your Computer

What to Do if Your Computer Goes to “Sleep”

Adjust Your Computer’s Settings
Brightness
How Long Until it Goes to “Sleep”
Accessibility

Connect to the Internet
Section Vocabulary
How to Use Wi-Fi
How to Connect to Wi-Fi and the Internet
Be Careful with Public Wi-Fi
What to Do if You Lose Your Internet Connection

The Difference Between Web- and Desktop-Based Applications

A Few Things You Can Do on the Internet
Send Email
Search for Information
Visit Websites
Fill Out Online Forms
Stream Content
Communicate and Collaborate Remotely

Control the Computer with your Keyboard, Mouse, Trackpad, or Touchscreen
Become Familiar with Your Keyboard, Mouse, Trackpad, or Touchscreen
Use Your Mouse, Trackpad, or Touchscreen to Navigate Your Computer

Mouse
Use the Right-Click Menus
Open Menus, Folders, and Applications
Close a Folder, Menu, or Application

Use a Web Browser to Go Online
Section Vocabulary
Open a Web Browser to View Web Pages on the Internet
Control Your Browser using the Toolbar and Buttons
Open the Browser Menu
Enter a Web Address or Search Terms into the Address Bar

Google

O O O 00 00 00 0 OO0 N N N O ool A -

S N N S S T
W NNNNDMDNMNDNDNDo o o OO0

T G G G §
W O N DD DdD®

ORI R S G Y
- O Vv Vv Vv 9



Add Tabs to a Browser Window

Perform a Keyword Search and Review the Search Results List

Section Vocabulary

Open a Search Engine

Enter Keywords about a Topic Into the Search Field
Review the Search Results

Filter the Results

Open a Search Result Link

Open a Search Result in a New Browser Tab

Take a Screenshot of the Web Page or Print it Out

Use a Mobile Device
Section Vocabulary
Use Your Device Like a Computer
How to Use Mobile Apps
Using Wi-Fi vs. Cellular Data
Wi-Fi
Cellular Data

How to Connect Your Device to the Internet and Test Your Connection

Common Phone Settings
Sound
Airplane Mode
Notifications and Alerts
Display
Accessibility
How to Set Up a Google Account on Your Device
How to Use Your Device's Touchscreen
How to Take a Screenshot With Your Device
A Few Things You Can Do on Your Mobile Device
Browse and Search the Internet
Send Email and Use Google Calendar
Text
Stream Videos or Listen to Podcasts or Music
Use a Camera
Use Maps
Video Conference
Following Phone Etiquette
Respond to Messages in a Timely Manner
Avoid Using Your Phone When You're Face-to-Face
Speak Quietly in Public
How to Protect Your Privacy and Security

Post-Reading Skills Checklist

Glossary

Google

21

22
22
23
23
23
23
24
24
24

25
26
26
26
27
27
27
27
27
27
27
28
28
28
28
28
29
29
29
29
30
30
30
30
30
31
31
31
31
31

32
33



Google

Pre-Reading Skills Checklist

Before you begin using this guide, fill out the following checklist to see which digital skills you already
have. If you're not sure of any of them, that'’s okay. You'll use the same checklist at the end to show
what you learned. You can also use this checklist to figure out where to spend more of your time. You
might focus on the sections where you had the fewest checks.

| What Do You Already Know About...

How to Get Started Using a Computer?

_____Turning on a computer _____ Putting a computer to “sleep”
_____Finding computer programs ____ “Waking up” a computer

_____ Opening computer programs ___Adjusting settings like brightness and
____ Shutting down a computer accessibility

Restarting a computer

Connecting to the Internet?

Connecting a device to Wi-Fi and the Being careful with public Wi-Fi

Internet Internet activities like sending email,
Troubleshooting a lost Internet connection searching for information, and streaming content

Using a Keyboard, Mouse, Trackpad, or Touchscreen?

______Using a keyboard’s arrows to scroll ______Using right-click to open a drop-down menu

______Usingamouse _____Opening and closing folders, menus, and

______Usingatrackpad applications by clicking

______Using atouchscreen __Locating applications, like a web browser on
a computer

Using a Web Browser?

Opening a web browser to view a web Typing a web address or search terms into
page the address bar
Using the toolbar and buttons on a Adding more tabs to a browser window

browser



Opening a browser menu

Performing an Internet Search?

____Opening a search engine ____Opening a search result link in a new
_____Searching the Internet by entering browser tab

keywords about a topic _____Taking a screenshot of a web page
_____ Filtering search results

_____Opening a search result link _____ Printing out a web page

Using a Mobile Device for Different Activities?

Google

_____ Downloading and use apps _____Changing my device's settings

_____ Connecting to Wi-Fi _____Using the touchscreen

_____Using cellular data _____Taking a screenshot

______Connecting to the Internet _____Afewthings | can do, like text and use my
camera

Get Started Using a Computer

This section will help you learn how to get started using a computer along with some basic computer

skills. You will learn:
e The main parts of a computer
How to turn your computer on and power it down
How to find and open computer programs
How to restart your computer
What to do if your computer goes to “sleep”
A few basic settings on your computer

Section Vocabulary

Term Definition

Computer A list of instructions that tells a computer what to do.

program

Cursor The arrow on the display that you can move with a mouse or trackpad to
perform actions.

Desktop A larger computer that you keep in one place.

computer

Display The screen on a laptop.

Keyboard Where you type on a computer; can also use the arrow keys to scroll up and

down on a page.
Keys Small buttons on a keyboard with letters, numbers, or symbols.

Laptop computer | A smaller computer that you can take anywhere.
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Mac Macintosh; an abbreviated name applied to most Apple laptops that are for
general use

PC Personal computer; the name applied to most brands of laptops that are for
general use

Ports Openings on your computer that allow you to plug in other devices like a
power cord, headphones, or a printer.

Trackpad A pad on your computer that works like a mouse to open files and links or to
select text; tap or move your finger on a trackpad to perform actions on your
computer.

Webcam A camera built into a computer that you can use on the web; commonly used

for remote meetings or video calls.

Parts of a Computer

In addition to mobile devices, this guide will focus on laptop computers, which you can take
anywhere, instead of desktop computers, which stay in one place. You can close a laptop like a book
to take it to a library, a coffee shop, or to work or school.

The screen on a laptop is called the dlsplay webcam
display. Most laptops also include a ../

webcam, which is a camera commonly

used for remote meetings or video calls.

You type on the laptop’s keyboard, k cursor

which consists of small buttons called

keys. You can also use the arrows on a

keyboard to scroll up and down on a

page. When you touch your laptop’s

trackpad, you can move your cursor, keys
which is the arrow on the screen. The

trackpad is like a mouse, which you can

use to open files and links or to select

text. N

keyboard

You may see a variety of ports on the trackpad
sides of your laptop, Ports allow you to
plug in things like your power cord, headphones, and printer.
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Turn Your Computer On

Depending on the type of computer you have, your power button may be on
the top-right, top-left, or one of the sides. To turn on your laptop, press the
power button once, then wait a few seconds for the laptop to power on.

Use the keyboard to type your username and password if you set them up ~
when you got your computer.

O]
' .

Find and Open Programs

A computer program is a list of instructions that tells a computer what to do. To perform tasks on
your computer like type in a document, send an email or watch a video, you will install or open a
program. Programs include things like:

e Web browsers, such as Google Chrome

e Games

e Digital tools that help you get things done, like Google Docs and Google Sheets.

Some programs might already be on your display. You can search for programs using your computer’s
search bar or Finder icon. Note that on a Mac, programs are listed as “applications.” You will learn more

about how to find programs and applications later in this guide.

To open a program, left-click your trackpad or mouse once or twice. More information about how to
use a trackpad and mouse is in a later section of this guide.

Shut Down Your Computer

When you're finished using your computer, it's important to shut it down properly. This ensures that
your work is saved and that you don’t harm your computer.

Use the Shut Down option under the Start menu for PCs or the Apple icon for Macs to power down
your computer. Select the status area where you see the time display on the bottom right to shut
down your Chromebook.
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If you're using your laptop at home and will be using it again soon, you can put it to “sleep” by closing
the lid instead of powering the computer all the way down. When you open it again, the display will
come up automatically, but you may be asked to again type your username and password.

Restart Your Computer

Sometimes, your computer may ask you to restart. Restarting helps a computer run more efficiently. It
also allows a computer to install important updates to keep it running smoothly. If your computer is
running slowly or having other problems, restarting is the first action you should try.

Use the Restart option under the Start menu for PCs, the Apple icon for Macs, or the status area for
Chromebooks to restart your computer. The computer will shut down and turn back on a few
moments later.

What to Do if Your Computer Goes to “Sleep”

We already discussed that you can put a computer to “sleep” by closing the lid instead of powering it
all the way down. But if you step away from your computer without closing the lid or shutting it down,
you might notice that the display turns black after a while. That also means the computer has gone to
“sleep.”

Going to “sleep” does not mean that the computer has turned off. It's just the computer’s way of
saving power when you haven't used it for a while. To “wake up” the computer, move the mouse or
trackpad or press any key on the keyboard.

Adjust Your Computer’s Settings

You can change your computer’s settings according to your needs. Some examples of settings you can
change are:

Brightness

Adjust the brightness of your display in the Settings or System Preferences menu or by searching for
the word “brightness.” Some keyboards also have keys for adjusting brightness. Move the brightness
slider to make the display brighter or less bright.

How Long Until it Goes to “Sleep”

To save power, a computer will go to “sleep” if it hasn’t been used in a certain amount of time. When
this happens, the screen will go dark. You can make the time before your computer goes to sleep
longer or shorter in the Settings or System Preferences menu.

You might also want to put your computer to sleep yourself instead of shutting it down completely. Use
the Sleep option under the Start menu for PC or the Apple icon for Mac to put your computer to sleep.
On a Chromebook, just close the lid.
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Accessibility
Computers come with a wide range of accessibility options, such as closed captioning, audio options,
and zoom features. Find these options in the Settings or System Preferences menu or search for the

word “accessibility.”

If you'd like, experiment with changing other settings.

Skills

Practice what you learned before moving on:

Turn your computer on.

Search for one program and open it.
Restart your computer.

Change one setting.

Ao~

Connect to the Internet

This section will help you learn how to connect to the Internet. People use the Internet to find and

share information, connect with other people, manage bills, and more. In this section, you will learn:
e How to use Wi-Fiand connect to it

Why you should be careful with public Wi-Fi

What to do if you lose your Internet connection

The difference between web- and desktop-based applications

A few things you can do on the Internet, like send email and collaborate remotely

Section Vocabulary

Desktop A program that runs locally on a desktop computer or laptop; doesn’t require
application an Internet connection to run.
Downloading Receiving data from the Internet on your computer.

Internet service | A company you pay that provides you access to the Internet.
provider

Basic Digital Skills Guide | 9
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Modem A device that connects your home network to the Internet.

Public Wi-Fi A Wi-Fi connection that allows a business’s customers to access the Internet
on the business’s own Wi-Fi network.

Router A device that allows all of your devices to use an Internet connection at once.

Streaming A way of playing live or recorded content through the Internet in “real time”
without downloading it to your computer.

Web-based An application that always requires an Internet connection to use it.

application

Website A collection of web pages on the Internet that revolves around a central
theme.

Wi-Fi Wireless connectivity; allows a computer or mobile device to connect to the

Internet without needing a wired connection.

Wireless network | A computer network that uses a modem and router to connect you to the
Internet.

How to Use Wi-Fi

Wi-Fi, short for wireless connectivity, allows a computer or mobile device to connect to the Internet
without needing a wired connection.

At home, most people use a modem and router to wirelessly connect to the Internet. You can
purchase these as a single device or separately (connected with a cable). A modem connects your
home network to the Internet, while a router allows all of your devices to use that connection at once.
For example, you might be searching the Internet in the

living room, while your child is playing an online game in

their bedroom.

How to Connect to Wi-Fi and the Internet ‘ \
A computer won't connect to Wi-Fi right out of the box. In ‘ ﬂ\

addition to a modem and router, you need an Internet
service provider, which is a company you pay that
provides you access to the Internet.
Finally, check to see that your wireless network is working. The process will look different depending
on your computer, but these same general steps apply:

e Under your computer’s network settings, search for nearby Wi-Fi networks.

After you get a provider, follow your router’s directions to
configure it. This includes setting up a unique name and
password for your wireless network. The modem and
router will use the wireless network to connect you to the
Internet.
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e Select the network you just named and type in your password.

Test that your Wi-Fi is working properly and that you can get on the Internet by performing an Internet
search. You will learn more about how to perform an Internet search in a future section.

You can also test your connection by checking your network status in your computer’s Settings or
Systems Preferences menu.

Be Careful with Public Wi-Fi

When you set up your home wireless network, you created a password so that only the people in your
home can use the network. But when you go to a library, coffee shop, or other public place, you often

see people working on their own or public computers. They are using a public Wi-Fi network provided
by the location to connect to the internet.

Public networks often are not secure, so it's best to only use public Wi-Fi for activities that don't
require you to log in with a username and password. When you use public Wi-Fi, there’s a greater risk
of other people gaining access to your information. Avoid accessing your personal or financial
information, such as banking, paying for something with a credit card, or accessing a healthcare portal,
while connected to public Wi-Fi. Instead, do this at home or on a secure, private network.

What to Do if You Lose Your Internet Connection

You're in the middle of reading an interesting article or filling out an online job application, and you
suddenly lose your Internet connection. Why does this happen? How do you fix it?

Sometimes, an internet connection is lost because of outages with your Internet service provider. This
could be caused by bad weather, construction, or other events. You can contact your provider for
more information.

You may also lose your internet connection when too many people are trying to access the Internet at
once (for example, many people working and going to school remotely in a house or apartment). Try
restarting your computer or router and/or modem to see if that fixes the issue. If not, contact your
internet service provider for troubleshooting.

The Difference Between Web- and Desktop-Based Applications

In a previous section, we talked about how to find and open programs. Many people use the term
“programs” and “applications” interchangeably because they mean basically the same thing.

A desktop application is a program that runs locally on a desktop computer or laptop. It must be
installed to run, usually by downloading it from the Internet. Downloading means receiving data from
the Internet on your computer. A desktop application, once downloaded, no longer requires an
internet connection to run. An example is a program you purchased to help you do your taxes.
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A web-based application always requires an Internet connection to use, for example, a social media
site where you connect with others online or a web browser for accessing a website. If you have a
Google account, many web-based applications allow you to sign in using your account credentials.

A Few Things You Can Do on the Internet

Connecting to the Internet opens up a whole new world. In ten minutes, you can virtually visit a
museum in Rome, send an email message to your friend across the ocean, and order a product from
another country. Here are just some of the things you can do when you connect:

Send Email

One of the most common activities people do on the Internet is use a program like Gmail to send
email. That's because email is a fast and efficient way of communicating. You can send a message to
someone across the country (or even the world), which they will usually receive in seconds. You can
create a free Google account to start a Gmail account.

Search for Information

Many people also use the Internet to search for information. You can research ancient Egypt for an
academic paper, look up the phone number of your favorite restaurant, or search for the closest
branch of your bank. You will learn how to perform your own internet search in a future section.

Visit Websites

You can use the Internet to visit your favorite websites. A website is a collection of web pages on the
Internet that revolves around a central theme. Think of the website as being a whole book with
individual web pages. You can find websites about social media, travel, job listings, and more. If you
have a favorite magazine, store, celebrity, museum or company, you can most likely find a website you
dedicated to them.

Fill Out Online Forms

Before computers, you would need to send completed surveys, job applications, and product order
forms through the mail. Now, you can fill out forms online and submit them immediately, with the
individual or company who organized the form receiving them right away. You can also

create your own forms for others to fill out using an application like Google Forms.

Stream Content D>
-

Streaming is playing any live or recorded content via the Internet in “real time” without '

downloading it to your computer. When you're watching TV shows, movies, news, or

video-sharing websites like YouTube or listening to music or podcasts online, you are

streaming content.


https://accounts.google.com/signup/v2/webcreateaccount?hl=en&flowName=GlifWebSignIn&flowEntry=SignUp
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Communicate and Collaborate Remotely

The Internet gives you the ability to communicate and collaborate remotely through video
conferencing tools like Google Meet and Zoom. With these tools, users can work together, take
classes, or just “visit” family and friends, all without leaving their house.

Practice what you learned before moving on:

1. Connect your device to the Internet.
2. \Visit your favorite website or one you may have heard about.

Control the Computer with
your Keyboard, Mouse,
Trackpad, or Touchscreen

This section will show you what you can do on
your computer using a keyboard, mouse,
trackpad, or touchscreen. You will learn:
e What a keyboard, mouse, trackpad, and
touchscreen allow you to do
e How to navigate your computer using a
mouse, trackpad, or touchscreen
e How to right-click to open a drop-down
menu
e How to open and close folders, menus, and
applications by clicking

Basic Digital Skills Guide | 13
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Icon A unique picture for each program or application on your computer.

Keyboard Where you type on a computer; can also use the arrow keys to scroll up and
down on a page.

Mouse A device that allows you to open files, menus, and applications, to move files,
and to scroll.

Touchscreen A special computer screen that allows you to navigate a device with your
fingers; not all computers have a touchscreen display.

Trackpad A pad on your computer that works like a mouse to open files and links or to
select text; tap or move your finger on a trackpad to perform actions on your
computer.

Become Familiar with Your Keyboard, Mouse, Trackpad, or Touchscreen

When you start working on a computer, first familiarize yourself with the keyboard, mouse, trackpad,

and/or touchscreen.

Use a Keyboard to...

Use a Mouse to...

Use a Trackpad to...

Use a Touchscreen
to...

Type keywords into a
search field, or use the
arrow keys to scroll up
and down on a page.

Open files, menus and
applications, move
files, and scroll.

Open files and links or
select text; tap or move
your finger on a
trackpad to perform
these actions.

Navigate a device with
your fingers directly on
the screen; not all
computers have a
touchscreen display.

Use Your Mouse, Trackpad, or Touchscreen to Navigate Your Computer

Mouse

Your mouse generally has a “right-click” and “left-click” button. Left-clicking with the mouse opens a
link, application, or a file. You can also left-click to drag items on the screen, select text, and scroll up
and down pages. Right-clicking with the mouse opens a drop down menu about the item you are

clicking.

Basic Digital Skills Guide | 14
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Here’s how to perform some basic actions using a mouse:

Use a Mouse

Click Drag and Drop Scroll Right-click
(to open) (to move) (to read) (to open a menu)
Open a link, file, or Move afileto a Move up ordownin = Openamenuabouta
menu: folder or attach it to a file or web page: file, link, or image:
] Position the cursor an email: Click the Move the cursor to Move the cursor over
over the object. object you want to the far right to the object. Press the
select. Keep the left display the button on the right side
button pressed navigation bar. of the mouse.
down.

To openiit, click it Move the mouse to To scroll the page, To select an item from
by pressing the guide the object to click the dark the menu, move the
button on the left the new location, square on the bar. cursor over the item
side of the mouse such as a folder. Hold the left button = you want, then click it
once or twice. Release the left down, and move by pressing the left
button to drop the the mouse. button on the mouse.
2 object in the new BNy
" spot.

Open image in new ta
Save image as..
14 ol 26 I Copy Image

Copy image address

Search Google for image

Folder

Inspect
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Trackpad
Here's how to perform some basic actions using a trackpad. Your trackpad may have small differences.
Experiment with the trackpad to get more familiar with your device.

Use a Trackpad

Click Drag and Drop Scroll Right-click
(to open) (to move) (to read) (to open a menu)
Move the cursor: Drag a file into a Move up or down a Open a right-click
Gently glide one folder: Move the page: Tap the open menu: Press down
finger on the cursor to the file, tap  page with two fingers, = with two fingers at
! trackpad surface. and hold down. Move  hold down, then move = the same time.
your finger to move them up or down to
the file. scroll.

To “click,” move the Or, use two fingers: To zoom in or out To select an option
cursor over an object Keep the first finger =~ when you're scrolling, from the menu, move
and tap the trackpad. pressed on the pinch inward or the cursor over the
object, then use a outward with two option.
second finger to fingers. G

move it. ey
Paste

h |

T

To “double-click,” tap

twice. T_O drop”, lift your Tap the trackpad to
finger(s) to release .
) select the option.
the object.

Basic Digital Skills Guide | 16
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Touchscreen
Here’s how to perform some basic actions using a touchscreen:

Use a Touchscreen

Click (Tap) Double-click

Drag and Drop

(Double-tap)

Start a program or
open a file:

Tap on the icon twice
in quick succession
with your finger.

Select a button or
item in a menu:

Tap on the
touchscreen once
with your finger.

Use the Right-Click Menus

Choose from a list of menu options by right-clicking a link, file, or part of a document. The menu may

Move a file or icon to Move a file to a folder:

another point on the
screen:

Put a finger on the file
or icon and slide your
finger to drag.

Touch the file and
slide it to another
folder. Then, lift your
finger off the screen.

be different depending on what you click. For example, right-clicking on different items like an image

or plain text opens the following menus:

Right-click an image on a website

Right-click selected text in a document

| (I K cu Ciie
Open link in new tab B comw Clri+t
ﬂ Piaste Clri+y

Open link in new window

Open link in incognito window

Ch Paste withou forrmatting es

Explore ‘Open i+t Shift
Save link as... Define 'Tpen’ Ciri+Shift+Y
Copy link address B commant T+ Al

Open image in new tab
Save image as...

Copy image

Copy image address

Search Google for image

Suas] aols
® Save to Keep nolepad
O Link Chri+H

Select all malchng el
Upidale Heading & 1o match

% Clear formatting irl+

Basic Digital Skills Guide |
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Open Menus, Folders, and Applications

Now that you are familiar with clicking, you can click to open menus, folders, or applications. Your
computer already has some applications installed. Each application has a unique picture, called an
icon.

To open an application, move your cursor over its icon, and click it. Use the same method to open
menus or folders. To find the applications installed on your computer, review the following table:

Locate and open applications installed on your computer.

Applications used a lot, such as Google Chrome, may have an icon on

HECIALLTS Display the display. Click on the icon to open the application on your computer.

Select the Launcher in the bottom-left corner of your screen. Choose an
app to open or search for one. To see all of your apps, click on the arrow
Chromebook Launcher 4t the top of the Launcher.

Guide your cursor to the bottom or side of the display to reveal the
Launchpad. Click an icon from the Launchpad to open it.

Launchpad
P
Click the Start menu, then click Programs to open the installed
Start menu applications. Click an icon to open an application.

Close a Folder, Menu, or Application

To use your mouse to close any application, folder or menu, click the “X” button'= 2 *1 in the top right

of the window. On Mac computers, the “close” button appears as a red dot | ® =@ on the left side of
the toolbar.

Practice what you learned before moving on:

1. Open an application on your computer.
2. Right-click to open a menu.
3. Close the application.
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Use a Web Browser to Go Online

£
A web browser, such as Google Chrome, is an application on your .70
computer that lets you access information on the Internet. In this ,\
section, you will learn how to:

e Open a web browser to view web pages on the Internet

e Use the browser’s toolbar and menus B \ N
e Enter a web address or search terms into the address bar

e Add tabs to a browser window

Section Vocabulary

Term Definition

Browser tab A tab that indicates an open web page; you can navigate between multiple
web pages by clicking on their browser tabs.

Keywords Words or phrases that describe content; use them as internet search terms.

Toolbar A strip or group of icons, such as back and forward buttons, a refresh button,
and a web address field; web browsers include a toolbar in each open window.

Web address The location of a specific web page; also called a URL.

Web address bar | A text field near the top of a browser window that shows the web address of
the current web page.

Web browser An application on your computer that allows you to access information on the
Internet.

Open a Web Browser to View Web Pages on the Internet

Every computer comes with a default web browser installed, such as Google Chrome. Open the web
browser by clicking its icon.

Control Your Browser using the Toolbar and Buttons

Browsers function in similar ways, even though they do not look identical. One feature common to all
browsers is the toolbar at the top of the browser window. Use this area to type a web address in the
web address bar or to open the “browser” menu.

Use the toolbar buttons to close or resize the window. The buttons may look different based on what
browser and computer you use. The following image shows a Chrome browser on a Mac.
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L _BON G Google X  +
& .\. C (v @& google.com i .
Close, minimize, or Click the three dots to open the browser menu in
resize the window Chrome. It may look different for other browsers.

The following image shows a Chrome browser on a PC:

& Google X + — O X

< > C (@lgeadlecom * Minimize, resize, and close buttons may look different / !
depending on your browser.

Other common toolbar and menu functions include the following:

Click the “back” button to return to the previous web page.
e Click the “refresh” button to reload your current web page.

Click the “resize” button to maximize or resize the browser window.
On Macs this button appears on the left side and is yellow.

Click the “X” button to exit the page and close the browser window.

On Macs, the “close” button is red and appears on the left side of the toolbar.

Open the Browser Menu

Most browsers also include a menu. In Chrome, this appears as three dots on the far right side of the
window. Open the browser menu to select actions like these from a menu :

— wr e Click New Tab to open a new tab on the browser
New Window 2N window, then use the mouse to select the tab you want
New Incognito Window SRN to VieW.

History >

1 Downloads XL

e Click New Window to open a new browser window.

Bookmarks >

1
— o e Press - or + to zoom in and magnify the page or zoom
cast.. out to reduce its size.

Find... %F

More Tools >

- — e Click Copy after selecting text or images you want to
make a copy of.

Settings ®,

Help >

e Click Paste to add the copied content to a new email,
doc, or file.
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Enter a Web Address or Search Terms into the Address Bar

The web address bar appears at the top of the browser window. Each web page on the Internet has a
unigue web address, which tells the computer its specific location. You may have seen a web address
referred to as a URL.

To view a website, click in the address bar field, and type in the web address for the site (such as

www.google.com).

You can also type keywords relating to a topic into this field. Keywords are words or phrases that
describe content. When you press Enter, the computer will search for the keywords and return a list of
websites that closely match. You will learn more about keywords in a future section.

Skills

Practice what you learned before moving on:

Open your web browser.

Type keywords into the web address bar. Example Keywords: skills personal best

Press Enter and review the results.

Click the Back button in the browser toolbar.

Click the Forward button in the toolbar to return to your search results.

Type different keywords about a topic into the search field. Example Keywords: job skills
resume

8. Press Enter and review the new results.

Noown =

Add Tabs to a Browser Window

Using multiple tabs in a web browser allows you to open several websites without cluttering your
screen. To open a new tab in your browser, click the “plus” or “new tab” button. This will give you
multiple browser tabs, which show the titles of the open pages. Click on each tab to view the specific
web page.

( NON G learn to budget - Google S¢ X & My Drive - Google Drive X New Tab X | +
< C 0O @& gdogle.com/search?sou... Y .
The active tab displays Click on atab to Click the new tab button to add

the web page you see. view that web page. another tab to the browser.
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Skills

Practice what you learned before moving on:

Open a new tab in your browser.

Click the web address bar and type a website. For example: www.google.com.
Press Enter to open the website.

Click each tab in the browser toolbar to view the web page it is open to.

Open another web page in a new tab.

ok wbdh =

Perform a Keyword Search and Review the Search Results List

People search the Internet for many reasons, including the following:
Researching a project they are working on

Looking for a job

Searching for training opportunities

Finding a phone number and address for a business

Getting a recipe for dinner

In this section, you will learn how to:

Open a search engine

Search the internet by entering keywords about a topic into the search engine
Review and filter your search results

Open a search result link

Open a search result link in a new browser tab

Take a screenshot of a web page or print it out

Section Vocabulary

Term Definition

Keywords Words or phrases that describe content; use them as internet search terms.

Screenshot An image you can create showing exactly what you're seeing on your display
to view, edit, or share it later.

Search engine A computer program for searching for web pages about a topic; returns a list
of web pages and more based on popularity and closeness to the search
terms.

Search result The return from an internet search; consists of the title, web address (URL),

and a short description.
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A search engine searches for web pages about a topic. To search the Internet with a search engine,
such as Google Search, open a new tab in your browser. Type the name of the search engine you wish
to use in the address bar, and type .com after the name (such as google.com). Press Enter.

[ NON G Google X +

<& cC o

@ google.com

To open the search engine web page, type the name
of the search engine and add .com to the end.
Press Enter.

To search with Google,
type a search term here
and press Enter

Enter Keywords about a Topic Into the
Search Field

To search the Internet when you don't have a specific
website in mind, you can use keywords. Keywords are
words or phrases that describe content.

Type keywords into the search field and press Enter. The
search engine will return a list of web pages, images,
videos, and more based on popularity and how closely
they match your keywords.

Review the Search Results

The search engine displays the results in a list that
includes a description of each entry and a link you can
click to visit the web page. The most popular results and
those that match your keywords the most closely
appear at the top of the list.

Click the link at the bottom of the page to see more
results. These results may not be as popular or useful as
your first page of results.

Filter the Results

oogle

4
[} G soft skills - Google Search x  +
< C (0 @& google. 17ei=XxYs-YIPNI fZqKBI&q... Y ®:
Go gle soft skills X ¢
Q Al [ Books [ Images [ News [ Videos i More Settings  Tools

This is the first

search result
in the list. Itis &

the MOST
popular result.

Each search
resulthas a
title, web
address, and
description of
the page.

Click the title

About 303,000,000 results (0.85 seconds) Filter the results to view a
specific type of result, such as

Dictionary only images.

Search for a word Q

© soft skills

noun

personal attributes that enable someone to interact effectively and harmoniously with other people.
Definitions from Oxford Languages Feedback

v Translations and more definitions

WW. com> Job

wi
Soft Skills: What Are They? - The Balance Careers

Soft skills are non-technical skills that relate to how you work. They include how you interact ...
Definition and Examples of Soft Skills. Table of Contents. Expand.

Top Soft Skills Employers... - Hard Skills vs. Soft Skills - Transferable Skills

ing> Basics  }

WWW. com> Job
List of Top Soft Skills Employers Value With Examples

Soft skills are the interpersonal attributes you need to succeed in the workplace. They are how
you work with and relate to others—in other words, people skills.

What Are Soft Skills? - Communication - Critical Thinking - Leadership

ing> Resumes  }

www.indeed.com > ...» Resumes & Cover Letters ~ }

to open the = 5ot Skills: Definitions and Examples | Indeed.com

webpage. Or,
right click
and open the
link in a new
tab or
browser
window.

Jan 17,2021 — Soft skills are any skill or quality that can be classified as a personality trait or
habit. skills and ion skills are more ...

en.wikipedia.org » wiki » Soft_skills

Soft skills - Wikipedia

After desi and ing a ire, experts

"Soft skills are important job-related skills that involve little or no ..
History - Concept - Education - Future Labor Market

a new tentative

Most search engines also let you filter the results to view only a certain type of result, like images or
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videos. To filter, click one of the filters on the search results page.

Skills

Practice what you learned before moving on:

Open a search engine, for example, www.google.com.

Enter keywords about a topic into the search field,

Press Enter to return a list of websites matching your search terms.
Review the search results.

Filter to “Videos” at the top of the results page.

Click “All” to remove the filter.

Click one of the links to open it.

NooswN s

Open a Search Result Link

A search result consists of the title of the web page, the web address (or URL), and a short
description of the content on the web page. To open a search result, move your cursor over the title,
which usually shows up in blue. Click on the title to open the website. Move your cursor over the
“back” button in the web browser toolbar to return to the results page or the search engine.

Open a Search Result in a New Browser Tab

To keep the search results page open continuously, open a search result in a new tab. Move your
cursor over the title of a search result and right-click it. Select “open link in new tab” from the
drop-down menu. Move your cursor to the new tab and click it to view the web page. To return to the
search results page, click the tab for it.

Practice what you learned before moving on:

Open a search engine website, for example, www.google.com.
Enter keywords about a topic into the search field.

Press Enter to return a list of websites matching your search terms.
Identify a link that you want to open in a new tab.

Right-click the link and select “open link in new tab.”

o wd

Take a Screenshot of the Web Page or Print it Out

Sometimes, you might want to save the information you saw on a web page for a future use. To do this,
you can take a screenshot of it.
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A screenshot captures exactly what you're seeing on your display to view, edit, or share it later. You
can perform an internet search to look up how to take a screenshot depending on what type of
computer you have. Enter keywords like “screenshot” and “Chromebook” in your search engine.

You may also choose to print out the information. Be sure your printer is connected to your computer
and find the “Print” option in the browser menu.

Use a Mobile Device

A mobile device, such as a smartphone or tablet, is a computer that’s
small enough to hold and operate in your hand. They are very popular
because of their portability and convenience. In this section, you will
learn:

How to use your mobile device like a computer

What mobile apps are and how to use them

The difference between using Wi-Fi and cellular data

How to connect your device to the Internet and test that it's
connected

How to use common phone settings

How to set up a Google account on your device

How to use your device'’s touchscreen

How to take a screenshot with your device

Things you can do with your device, such as browse the Internet and send email
Phone etiquette tips

How to protect your privacy and security

As you work through this section, you may notice small differences between your device and what is
shown. Experiment with your device to get more familiar with it.
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Section Vocabulary

Cellular data Data that allows you to connect to the Internet through your cell phone signal.
Mobile apps Applications that are installed and used on a mobile device.
Mobile device A computer, such as a smartphone or tablet, that’s small enough to hold and

operate in your hand.

Screenshot An image you can create showing exactly what you're seeing on your display
to view, edit, or share it later.

Streaming A way of playing live or recorded content through the Internet in “real time”
without downloading it to your computer.

Texting Typing and sending an electronic message to someone on another mobile
device.
Touchscreen A special computer screen that allows you to navigate a device with your

fingers; not all computers have a touchscreen display.

Wi-Fi Wireless connectivity; allows a computer or mobile device to connect to the
Internet without needing a wired connection.

Use Your Device Like a Computer

e 9

Even though it's small, a mobile device “is” a computer. Depending on your device, you can use it to do
many of the same things you would on a computer, like check and send email and browse the Internet.

And if you're logged into your Google account on a mobile device, you can see the same Calendar
appointments and Gmail messages that you would see on your computer. You can even create an
appointment on your phone and edit it on your computer (and vice versa).

How to Use Mobile Apps

As discussed earlier, desktop- and web-based applications are programs that run either on the
Internet or locally on your computer. Mobile apps are applications that are installed and used on a
mobile device.

Your mobile device comes with a set of apps already installed. Most devices also have an app store
where you can look for and install apps. For example, Android phones have the Google Play Store.

After you download an app, you will see its icon on the display. Click on the icon to run the app.
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Using Wi-Fi vs. Cellular Data

Wi-Fi
In a previous section, we discussed how to use Wi-Fi to connect to the Internet. Wi-Fi allows a
computer or mobile device to connect to the Internet without needing a wired connection.

If you're in a public place like a library, you can connect to their Wi-Fi if they offer it. Just remember
that public Wi-Fi isn't secure so you need to be careful when using it.

Cellular Data

Cellular data allows you to connect to the Internet through your cell phone signal. People often use
cellular data when they’re not at home or in a public place where Wi-Fi is not offered or if they have a
weak Wi-Fi signal.

Note that if you don’t have an unlimited cellular data plan, you should monitor your plan to make sure
you don't get charged for overusing cellular data.

How to Connect Your Device to the Internet and Test Your Connection

In order to use your home Wi-Fi to connect to the Internet, you'll still need a modem and/or router and
an internet service provider. You will also need to set up a wireless network.

Depending on your device, you'll usually find a network option in the Settings or Systems Preferences
menu. Click the Wi-Fi network you set up and enter your password.

To connect to the Internet with cellular data, follow the instructions that come with your device to
install its SIM card.

Check that your device is connected to the Internet by visiting a website using a web browser.

Common Phone Settings

Change your phone’s settings in the Settings menu. Common settings include the following:

Sound
e Choose what sound plays when your phone rings or you get a notification.
e Make sounds louder or softer.
e Silence notifications when you don’t want to be disturbed.

Airplane Mode
e Turn off wireless connections and calls while in flight.
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Notifications and Alerts
e Choose if or how often you wish to receive app notifications or other notifications and alerts.

Display
e Set display options like screen color and night mode.
e Adjust brightness.

Accessibility
e Turn on settings for vision, hearing, and motor/cognition impairments.

How to Set Up a Google Account on Your Device

If you already have a Google account that you set up on your computer, you can set up an account on
your mobile device to access your email, calendar, and more. This also allows you to access apps from
the Google Play Store.

If you don’t yet have a Google account, you can set one up under your device’s Settings app. Tap
Accounts, then Add Account. Follow the instructions to create an account.

How to Use Your Device’s Touchscreen

Mobile devices use a touchscreen display, which allows you to navigate with your fingers instead of
with a trackpad, mouse, or keyboard. You can use your fingers to type in passwords and keywords,
move files, and more.

A few common gestures you might use on your device’s touchscreen include:

Definition and What You Might Use It For

Pinching Touching the screen with two spread fingers at the same time,
AR then bringing the fingers together; used to zoom in on
~l' information on the screen.
l T
T
Scrolling Touching and holding your finger on the screen, then moving in

the direction of the scroll; used for moving up and down in a list,

(=1
i etc.
U
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Swiping Touching the screen with a finger, sliding finger across
AR screen, and then lifting up; used to unlock device or move
from screen to screen.

\
\
\ V
Tapping Touching the screen briefly with one or more fingers; used
to launch an app, select an option from a menu, and more.
—_—

How to Take a Screenshot With Your Device
A screenshot captures exactly what you're seeing on your display so you can view, edit, or share it.

Depending on your device, you can perform an internet search or go to your device’s support site for
instructions on how to take a screenshot.

To view, edit, or share it later, open your device’s Photos app to find the screenshot in the Library. Then,
tap Share or Edit.

A Few Things You Can Do on Your Mobile Device

Mobile devices are small enough to hold and operate in your hand. But that doesn’t make them any
less useful than a computer. Most mobile devices allow you to:

Browse and Search the Internet

Mobile devices come with a default web browser, such as Google Chrome, which allow you to browse
and search the Internet. Click on the browser app to visit your favorite websites or use keywords to
search.

Send Email and Use Google Calendar

Once you add your Google account to your device, you can use Gmail to send and receive email and
Google Calendar to check and edit your schedule. Depending on your phone, you may already have
Gmail and Calendar apps installed. If not, download them where you get apps.



Text

Many people find texting more convenient than making a phone call. When
you text, you type and send an electronic message to someone on another
mobile device. Usually, the other person receives your text message in
seconds, and then they can respond. You can use your phone’s Messages
app to send a text message to someone else using their phone number.

Stream Videos or Listen to Podcasts or Music

Mobile devices make it easy to stream videos or listen to podcasts or music outside of the home.
Streaming is playing any live or recorded content via the Internet in “real time” without downloading it
to your computer.

You might use your device to watch videos on a bus or listen to music while you're working or
exercising. Ports on the sides or bottom of many devices allow you to plug in headphones so you don’t
disturb others, or you might use wireless headphones that connect to the phone via Bluetooth.

Use a Camera

Many people use the camera on their device to take
pictures. For example, you might snap a photo of your
friends together, a pretty flower in a garden, or even
something you want to sell on the Internet.

When you want to take a picture, the Camera app turns
your device into a viewfinder. Then, once your subject
looks the way you want it, you can tap on the Shutter icon
to take the picture.

Use Maps

Sometimes, you may need a little help getting to where you
need to go. A map app like Google Maps can help. It provides directions to your destination and even
uses real-time traffic information to find the best route.

Video Conference

Just like on a regular computer, you can communicate and collaborate remotely through video
conferencing tools like Google Meet and Zoom on a mobile device. Video conferencing tools allow you
to attend work meetings or interviews or just connect with family and friends.
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Following Phone Etiquette

Because using mobile devices is now so common, there are etiquette tips to follow when using them.
Here are just a few:

Respond to Messages in a Timely Manner

People will leave you messages on your device in a variety of ways, usually by
email, voice mail, or text message. You don't have to respond immediately if
you're busy, but responding in a timely manner shows courtesy and that the
message is important to you.

Avoid Using Your Phone When You're Face-to-Face

When you're in a face-to-face social situation like having dinner with someone,
avoid using your phone unless you're sharing something with them or you have an emergency that
requires using your phone.

Speak Quietly in Public

If you must take a phone call in a public place, do your best to find a spot where you won't disturb
others. Speak quietly so that others can’t hear your conversation.

How to Protect Your Privacy and Security

Many people use their mobile device more than their home computer. They may purchase something
online, take photos, or check banking statements on their phone. Because of this usage, it's important
to protect your privacy and security. Here are some ways to do that:

e Only install apps from your phone’s app store, which regularly scans apps to make sure they're
safe for your device.

e Limit what you give apps permission to access. Many will ask to access things like your location
and camera, but some might also ask for your contacts or profile information. If you're not
comfortable giving apps access to this information, search for another app that requires less
access.

e Secure your lock screen with a password. It is an extra step every time you use your device, but
it protects your phone from someone accessing it if you lose it.
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Skills

Practice what you learned before moving on:

Connect your device to Wi-Fi.

Download an app.

Change one setting on your device.

Set up a new or existing Google account on your device.

Practice doing something on your device like sending email or using the camera.

o wn =

Post-Reading Skills Checklist

Now that you've read through the guide and practiced some of the skills, use this checklist to see what
digital skills you've learned. Remember...you can go back to reread and practice skills as much as you
need.

| What Do You Already Know Abot...

How to Get Started Using a Computer?

_____Turning on a computer _____ Putting a computer to “sleep”
_____Finding computer programs ____“Waking up” a computer
____Opening computer programs __Adjusting settings like brightness and
_____ Shutting down a computer accessibility

Restarting a computer

Connecting to the Internet?

Connecting a device to Wi-Fi and the Being careful with public Wi-Fi

Internet Internet activities like sending email,

Troubleshooting a lost Internet connection searching for information, and streaming content

Using a Keyboard, Mouse, Trackpad, or Touchscreen?

______Using a keyboard’s arrows to scroll _____Usingright-click to open a drop-down menu

_____Usingamouse _____Opening and closing folders, menus, and

_____Usingatrackpad applications by clicking

______Using atouchscreen __ Locating applications, like a web browser on
a computer

Using a Web Browser?
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Opening a web browser to view a web

page

Using the toolbar and buttons on a

browser

Google

Typing a web address or search terms into
the address bar

Adding more tabs to a browser window

Opening a browser menu

Opening a search engine

Searching the Internet by entering
keywords about a topic

Performing an Internet Search?

Opening a search result link in a new
browser tab

Taking a screenshot of a web page

Filtering search results

Opening a search result link

___ Downloading and use apps
_____Connecting to Wi-Fi
_____Using cellular data
____Connecting to the Internet

Glossary

Printing out a web page

Using a Mobile Device for Different Activities?

Changing my device’s settings
Using the touchscreen
Taking a screenshot

A few things | can do, like text and use my
camera

Term Definition

Browser tab

Cellular data

Computer
program

Cursor

Desktop
application

Desktop
computer

Display
Downloading

lcon

A tab that indicates an open web page; you can navigate between multiple
web pages by clicking on their browser tabs.

Data that allows you to connect to the Internet through your cell phone signal.

A list of instructions that tells a computer what to do.

The arrow on the display that you can move with a mouse or trackpad to
perform actions.

A program that runs locally on a desktop computer or laptop; doesn’t require
an Internet connection to run.

A computer that stays in one place.

The screen on a laptop.
Receiving data from the Internet on your computer.

A unique picture for each program or application on your computer.



Internet service
provider
Keyboard

Keys

Keywords
Laptop computer

Mac

Mobile apps

Mobile device

Modem

Mouse

PC

Ports

Public Wi-Fi

Router

Screenshot

Search engine

Search result

Streaming

Texting

Toolbar

Touchscreen

Google

A company you pay that provides you access to the Internet.

Where you type on a computer; can also use the arrow keys to scroll up and
down on a page.

Small buttons on a keyboard with letters, numbers, or symbols.

Words or phrases that describe content. Use them as Internet search terms.
A computer that you can take anywhere.

Macintosh; an abbreviated name applied to most Apple laptops that are for
general use

Applications that are installed and used on a mobile device.

A computer, such as a smartphone or tablet, that’s small enough to hold and
operate in your hand.

A device that connects your home network to the Internet.

A device that allows you to open files, menus, and applications, to move files,
and to scroll.

Personal computer; the name applied to most brands of laptops that are for
general use

Openings on your computer that allow you to plug in other devices like a
power cord, headphones, or a printer.

A Wi-Fi connection that allows a business’s customers to access the Internet
on the business’s own Wi-Fi network.

A device that allows all of your devices to use an Internet connection at once.

An image you can create showing exactly what you're seeing on your display
to view, edit, or share it later.

A computer program for searching for web pages about a topic; returns a list
of web pages and more based on popularity and closeness to the search
terms.

The return from an internet search; consists of the title, web address (URL),
and a short description.

A way of playing live or recorded content through the Internet in “real time”
without downloading it to your computer.

Typing and sending an electronic message to someone on another mobile
device.

A strip or group of icons, such as back and forward buttons, a refresh button,
and a web address field; web browsers include a toolbar in each open window.

A special computer screen that allows you to navigate a device with your
fingers; not all computers have a touchscreen display.



Trackpad

Web address

Web address bar

Web-based

application

Web browser

Webcam

Website

Wi-Fi

Wireless network

Google

A pad on your computer that works like a mouse to open files and links or to
select text; tap or move your finger on a trackpad to perform actions on your
computer.

The location of a specific web page; also called a URL.

A text field near the top of a browser window that shows the web address of
the current web page.

An application that always requires an Internet connection to use it.

An application on your computer that allows you to access information on the
Internet.

A camera on a computer that you can use on the web; commonly used for
remote meetings or video calls.

A collection of web pages on the Internet that revolves around a central
theme.

Wireless connectivity; allows a computer or mobile device to connect to the
Internet without needing a wired connection.

A computer network that uses a modem and router to connect you to the
Internet.
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