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Digital Skills Handbook

Introduction

In today's digital age, having strong digital skills is essential for success.
This handbook from W for Electronics will guide you through the fundamental

skills you need.

Chapter 1: Basic Computer Skills

Every digital journey starts with understanding how to use a computer

effectively.

Essential Skills

1. Turning on/off the computer properly
2. Using the mouse and keyboard

3. Navigating the desktop and file system
4. Opening and closing applications

5. Creating and organizing folders
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Chapter 2: Word Processing

Word processing is one of the most important digital skills.

Key Features to Master

- Creating new documents

- Formatting text (bold, italic, underline)
- Adjusting fonts and sizes

- Adding headers and footers

- Inserting images and tables

- Saving and exporting documents

Tips for Better Documents

1. Use consistent formatting throughout
2. Choose readable fonts

3. Use headings to organize content

4. Proofread before finalizing

5. Save regularly to avoid losing work

W FOR ELECTRONICS | www.w-electro.com



V\:l Digital Skills Handbook Page 3

Chapter 3: Email Communication

Email remains a crucial form of professional communication.

Email Best Practices

1. Use a professional email address

2. Write clear, descriptive subject lines
3. Keep messages concise and focused
4. Use proper grammar and spelling

5. Be cautious with attachments

6. Respond promptly to important emails

Email Structure

- Subject Line: Clear and specific

- Greeting: Professional and appropriate
- Body: Concise and well-organized

- Closing: Polite and professional

- Signature: Include contact information
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Chapter 4: Internet Research

The ability to find reliable information online is invaluable.

Effective Search Techniques

1. Use specific keywords

2. Use quotation marks for exact phrases
3. Filter results by date or type

4. Check multiple sources

5. Evaluate source credibility

Evaluating Sources

Ask these questions:

- Who is the author?

- When was it published?

- What is the purpose?

- Is the information verified?
- Are sources cited?
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