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1. Welcome and
course objectives &




At the end of the course, you will
understand the basics of using
computers and tablets, and know
how to do internet searches, evaluate

COUI’SG objecﬁve information, communicate online
securely, create digital content, use
social networks, parficipate in digital
citizenship, and feel included in the
digital world.
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What will you
do in the

course?

Second
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1. Take your first steps in using computers and
tablets

2.Perform Internet searches and evaluate the
information

3. Communicate online
4. Create digital content

5. Manage your digital identity and how to use
social networks

6. Participate as digital citizens
/.Feel included in the digital world!
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Session
objective

Second
Chance

At the end of the session,
you should be able to use
devices in a basic way,
understand the practical
uses of the internet, and
recognize gender
stereotypes in technology.




1. Understand the objectives and what is expected
of the course.

2. Create an environment of trust and collaboration
among all.

3. Establish agreements for a good coexistence

th'l' Wi" you during the course.

o 4.Reflect on how we use technology in our lives.
d 0 In Illh e 5.ldentify obstacles and resources to overcome

session? technological problems.

6.Learn how to use digital devices and the Internet.

/.Promote the inclusion and empowerment of
women in the digital field, overcoming gender
stereotypes.
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 What agreements do you think we
need to build a safe and entertaining

Social learning environment?
agreements - What do all of us here have to
commit to¢
Second

Chance



4. Reflection on
technology




obstacles and
resources



An Individual barrier that

Obstacle: hinders the use and full
exploitation of
technological tools.

Second
Chance
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Tools, support and

Resources to sfrategies that facilitate
overcome the acquisition and
challenges: effective use of

technological skills

Second
Chance



6. Gender
stereotypes and
inclusion of
women in the
digital world
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Gender
norms

Second
Chance

They are informal rules that dictate how we
should think and behave according to
soclety's expectations.

We internalize and learn these rules from an
early age. They can determine the toys
given to boys and girls, their behaviors, the
shapes and colors of their clothes, as well
as the roles they aspire to.
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Gender
stereotypes

Second
Chance

When gender norms make oversimplified
and often incorrect generalizations about
what women and men can do, those are
known as stereotypes.

These are beliefs or widely held
generalizations about how women and
men are and what their capabillities are.
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Gender
roles

Second
Chance

They are roles and behaviors that a
soclety considers appropriate for
women and men.

These roles are influenced by gender
norms and may determine, for
example, who takes care of children or
who works outside the home.



Let’s talk about gender
stereotypes, norms,
and roles
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Let’s talk about
inclusion of women in
the digital world
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7. First steps with
devices
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Internal components of

the computer

i

CPU
Central Processing Unit

“The brain of the computer”

Second
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RAM Memory
Random-access
memory

“Memory that loads
applications”

L

Hard Disk
storage unit

“Where data, photos,
videos, documents, efc.
are stored”



External components of the
computer

Keyboard
Text entry device

Mouse
Input device

Monitor
Display visual information

“Computer screen” “Controlling the computer”

“Writing texts”
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Which are the \/ /

components of the
computere
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Components of @
tablet

Multipurpose jack j
*— Power button
Touch screen *— Volume button
Home button
it K\ Back button
u on - %\ \]
/
¥ Microphone

Second
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9. Infroduction to
the Internet

Photo: UN Women/DWer‘vdez




Photo: UN Women/Dzilam Mendez

&7
v/



Second
Chance .

Session 2

Digital Empowerment:
Discovering Technology

w7\ @




Second
Chance 1. Nelcome

2. Connecting to the internet and
browsing

Session 2 :

. Using Google Chrome o browse
the infernet

4. Searching on Google

5. Conclusions







« Think about our experiences with

technology
« Think about the obstacles we face in the
What did we digital world and how we might get
do in the around them
previous » Reflect on gender stereotypes and the

Inclusion of women in the digital world

session?

 Understand the basics of devices

 Understand the basics of the internet
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At the end of this session, you should be

able fo:

» Independently connect a computer and @
SeSSion tablet to the Wi-Fi network.
ObjeC'ﬁveS » Use Google Chrome to browse the Internet.

« Carry out a Google search o find relevant

and accurate information.

Second
Chance



e How to connect o and browse the

internet
tht Wi" YOU e How to use Google Chrome to
learn in this browse the Internet
session? e How to find information online using

Google Search

Second
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2. Connecting to
the internet and
and browsing
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= The infernet is a network of many
computers connected around the
world.

= |t enables the exchange of

Internet information and data worldwide.

= The Internet is the basis of digital
communication and provides access
to many useful tools.

Second
Chance
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= Connecting to the intfernet establishes
a connection from a device, such as

Connec’ring a computer or tablet to the global
to the network.
internet = This can be done through wired or

wireless connections.

Second
Chance



= Wi-Fi is a wireless technology that
allows connection to the intfernet
without physical cables.
Wi-Fi « It is widely used in homes and public
places to provide Internet access 1o
mobile devices.

Second
Chance
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Hands-on: How to connect to a Wi-Fi
nhetwork

Second
Chance
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= You browse and view web pages in
an internet browser.

Wel? . Browsers, such as Chrome or Firefox,
browsmg are programs that allow you to
access websites and browse their
content.

Second
Chance
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= Unique identifiers used to access
specific websites.

Web = They consist of a domain name and

addresses an extension, such as ".com" or ".org".
= Example: Google.com,

unwomen.org.

Second
Chance
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= .com: Comercial

= .org. Organizations

= .net: Technology companies
Types of web = .gov: Government

addresses = Countries: . mx (Mexico), .cm
(Cameroon), .jm (Jamaica), .au
(Australia)

Second
Chance
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« Search engines are online tools that
allow users to search for information

on the web.
Type of - Google and Bing are the most
seadrch popular, offering functions such as

maps, news, and weather.
« Keywords are words or phrases you

type into Google or Bing to find what
you need.

engines

Second
Chance



N

e Web page: A document on the Internet
that can contain text, iImages, videos,

Difference and links to other pages.

between o

web page, . Browser. A program that allows users fo
view web pages (e.g., Chrome, Firefox).

browser, and

search e Search engine: An online tool that helps

engine users find specific web pages (e.g.,
Google, Bing).

Seconad

Chance



Public Wi-Fi:

e Avoid using public Wi-Fi unless you trust the
organization providing it. Public Wi-Fi can be

a risk, as malicious individuals might be able

Safe to see your private information. Therefore, it
Is crucial that the organization providing the

browsing tips  Wwifiis trusted.
e |f you need to use public Wi-Fi, avoid

sensitive fransactions such as online banking.

Second
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If you open a document or website on
the internet and the address bar says
'Not Secure,’ avoid opening it or ask for
assistance.

Web addresses

Safe
browsing tips

€& = (i) Not Secure | http://yourwebsite.com E

Second
Chance
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Safe
browsing tips

Second
Chance

Search engines
Use search engines such as Google or
Bing to find information. Both are safe
browsers; you just need to consider the
results. In the following activities, we will
learn how to analyze these resulfs.






4. Searching on
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« Connected 1o and browsed the

. Internet
What did we U" e;"; oo
dO in fhiS o USE oogle rome 10 prowse
. the Internet
session?

« Did a search on Google Search

Second
Chance
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. What is a password and how to

create a strong one

. Infroduction to online

communication and creatfing a
Google account

. Evaluating online information and

digital content

. Sending text, photos and videos

online

. Conclusions
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e INnfernet connection and

What did you orowsing
learn in the - Using Google Chrome to
Previous browse the Infernet

session? .
« Searching on Google

Second
Chance



Session
objectives

Second
Chance

At the end of this session, you should:

be able to create secure passwords

have a Google account of your own —
the first step in online communication

know how to evaluate what you see
and read online

be able to send texts, photos, and
videos online.



N_~/

- How to create secure and easy-
to-remember passwords.
- How 1o create a Google account

What will you and what it offers.
learn in this - How to evaluate what you see
session? and read online.

- How to send texts, photos, and
videos onilne.

Second
Chance
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Beiter safe
than sorry

&-

Digital communication allows us
to connect with friends and
family, but It also comes with
security risks.

Second
Chance



Beiter safe
than sorry

Second
Chance

It is important to protect our

devices and data with screen locks
and passwords.

A password is a series of letters and
numbers that only you know.

Anyone who does not know it will
not be able to access your phone,
Facebook account, bank account,
efc.
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Beiter safe

than sorry Do not use your name or simple
words.

&-

Avold common passwords such
as "123456" or "password".

Second
Chance




The need for
strong
passwords

Sometimes, someone may try 1o
access our personal information
without permission, even with the
Infent to steal It or cause us harm.

Strong passwords help keep our
InNformation secure.

A strong password is one that is

s, difficult fo guess.

Second
Chance




N

The need for A strong password protects
s’rrong important things like your email and

bank accounts.
passwords

&-

Second
Chance



The need for
strong
passwords

Second
Chance

With a weak password, someone
could steal your personal
InNformartion or break into your
accounts.




A screen lock is a security measure that
requires a password such as a:

The need for

e PIN (Personal Identification Number):

Sfrong a short number, like a password
passwords
e Paitern (A figure made with lines)
Second

Chance
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1. Think of a phrase that you will remember:
the lyrics of your favourite song, the title
of a book, a phrase from a movie, efc.

How to 2. Choose the first letter or the first two

Creqfe a letters of each word in the sentence.
3. Replace some letters with symbols or

S'l'rong numbers.

pCl stord 4.  Write some letters in uppercase and

some in lowercase.

4 steps

Here is an example:

Second i
Chance P
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1. Think of a phrase, such as

How to from a song, a film or a
create a proverb.

strong Example:

password

S’rep 1 of 4 “nobody is born wise”
Second

Chance
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2. Choose the first letter or the

How to first two letters of each word

create a |

strong “nobody is born wise”
assword

Sp’rep 5 Of 4 = noisbowi

Second

Chance
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3. Replace some letters with

How to symbols or numbers.
create a

Sfrong “nobody 1s born wlse”
pCISSWOI’d = nolsbow!

Step 3 of 4
Second

Chance
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4. Write some letters in

How to uppercase and some in
create a lowercase.

strong

password “Nobody 1s born wlse”
Step 4 of 4 = NoTsbow]
Second

Chance
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How 1o

create a The final password is:
stfrong

password No1sbow!

Second

Chance
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* Personal information (such as date of
birth or children’s names - easy to work
out).

Examples of

» 12345 or password (these are the most

weak common and most guessed passwords).
pCISSWOI’dS o Cat or 2023 or other common words that
are easy to guess.
Second

Chance
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Exa mples of - MyDog$Rex2022!
strong - ILoVeROck&Roll!
passwords

Second
Chance
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1. Work in pairs.

2. You have 60 seconds to
create a password.

Practical |
exercise 3. After 60 seconds, write your
password on the
whiteboard/tlip chart.
Second

Chance
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Importance
of a Google
account

Second
Chance

A Google account provides
access to many valuable
services with a single username
and password, including Gmail,
Drive, and Calendar, all at no
COst.
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&-

Step 1: Go fo:
Create a https://accounts.google.com/si
Google anin or type Sign in Google
account Account in the search engine.

Second
Chance


https://accounts.google.com/signin
https://accounts.google.com/signin

Step 1: Go to: &7

https://accounts.google.com/signin
or type Sign in Google Account in
the search engine.

Create a _
Google 7
account Sign in

Use your Google Account

Email or phone

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more about using Guest mode

=>Create account Next

Second
Chance


https://accounts.google.com/signin

&-

Step 2: Click on “Create Account”.

G

Slgn n Email or phone
G o o g I e Use your Google Account ‘ _
Forgot email?
U nt Not your computer? Use Guest mode to sign in privately.

Learn more about using Guest mode

Second
Chance



Create a
Google
account

Second
Chance

Step 3: Click on “For my personal

use .

Sign in

Use your Google Account



N_~/ 8.

Step 4: Type your first name and last
name and click on “Next".

Create a -
Google - ’
account }(ﬂ:\reate a Google e
ccount
Enter your name Last name (optional)
Second

Chance
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Step 5: Type your date of birth and
gender and click on “Next”.

&-

Create a ,.

<J
Google . | -

1. Basic information vonth < | | Day Yea
q C C o U n Enter your birthday and gender ‘
Gender v
Why we ask for birthday and gender
Second

Chance



Create a
Google
account

Second
Chance

Step 6: Create a username, which
will be your email address, and click
on “Next.” If you already have an
email address, click on “Use your
existing email” and enter your email
address.

G

ChOOSG YOUF Gmall (O g3154789@gmail.com
address

(O ga485711@gmail.com

Pick a Gmail address or create your own
(® Create your own Gmail address

Create a Gmail address
[ | @gmail.com

You can use letters, numbers & periods

Use your existing email Next



Step 7: Create a password using ’rhe&
technigue mentioned above and

write It down In a safe place so you

will not forget it.

Create a
Google G
account Create a strong o

password

Create a strong password with a mix of letters, Confirm
numbers and symbols

D Show password

Next

Second
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Step 8: Add an additional email to
recover your account or click on

“Skip”.
Create a
Google G
acCcou nt Add recovery email [

The address where Google can contact you if
there’s unusual activity in your account or if you get

locked out.

Skip

Second
Chance
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Step 9: Review the information and
click on “Next".

Create a -
Google ;’ S

t arI:)paeszreezZ%@gmail.com
account nfo R

You can use this email address to sign in later

Next

Second
Chance
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Step 10: In Privacy and Terms click

on "l agree”.
Create a 3
Google
account  Privacy and Terms
Second

Chance
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Change the f your account is in another
language of anguage, change the
your anguage with the following
account steps:

Second

Chance
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Change the

language of Step 1: Open

your https://myaccount.google.com/
account

Seconad

Chance
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Change the
language of
your @ Home

[2F Personal info

account > omassone )
&) security

22 People & sharing

Step 2: Click on “Personal Info”

Google Account Q Se

= Payments & subscriptions

@ About

Second
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Step 3: Click on “Language”.
Change the

Iq n g U q g e Of General preferences for the web
yo U r Manage settings for Google services on the web

Language N
q C C o U nf @ English (United States)
Input Tools N

Type more easily in your language

Accessibility
High-contrast colors OFF

Second
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Change the
language of
your
account

Second
Chance

Step 4: If the preferred
language is different from
yours, click on the pencil icon.

Preferred Language

English 7

United States ﬁ
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&-

Step 5: Search for the
language and then select the

Change the country.

language of

yo Ur Preferred Language

account e ¢
Second

Chance
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Once you have created an
account, we will look at each
Google application.

Exploring
Google apps @ &
Google apps
Second

Chance



Gmail

>econd -mail service.
Ch(e]%oge E-mail se



Drive

Storage of documents, images and
videos on the Internet.

Second
Chance



NP

Google Docs

Docs

Second Online word processor similar to
Chance :
Microsoft Word.
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Tool to create and edit spreadsheets. A spreadsheet organizes
Cﬁg%ogg information in rows and columns in the form of a table and allows
for calculations such as addition, subtraction, percentages, etc.



Google Slids

Slides

Coconc Tool to create slide presentations,
Chance similar to PowerPoint.



Calendar

Tool to manage events and
appointments.

Second
Chance



4. Evaluating

online information

and digital
content
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The New Yorky Times Thursday, February 23th, 2023

Chocolate cures all
dseases

Fake news

Second
Chance
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BOT

A bot is a program that performs
automated tasks on the Internet.

Some bots are good, like virtual
assistants, but others are bad and can
spread false information.



Ph

Second
Chance

IS

hing

Phishing is when someone
Impersonates another person or
company to get your personadl
Information.

Example of a phishing email: You
receive an email that says:

“Your account has been locked. Click
here to verity your identity”.



Caffishing is when someone creates @
fake profile on the internet to lure
others.

qufishing Example: Someone might use fake
photos and made-up details o
Impersonate someone else and ask
you for money.

Second
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On the internet, malicious refers to
actions or programs designed to
cause harm.

Malicious Example: Viruses can delete files from
your computer or steal your personal
Informartion.
Second

Chance



Reliable

Second
Chance

Reliable means you can trust the
Information because it comes from a
reliable source.

Example: Reliable sources include
university websites, reputable news
organizations, and government
agencies.



Disinformation is false information that
IS spread in order to mislead people.

DiSinfOl‘mCﬂ'ion Example: A fake news story claiming
that drinking lemon juice cures

cancer, with no scientific basis.

Second
Chance



False information is created to
deceive people. It includes fabricated
news, unfounded rumors and
manipulated data.

False
information 't can be spread through social
networks, websites and emails,
misinforming the public and affecting
public opinion.
Second

Chance



Warning signs indicate that
Information may not be reliable.

WC."nmg Examples include exaggerated
Signs titles, misspellings and incorrect
web addresses.

Second
Chance



Reflection
about
gender
norms and
stereotypes
online

Second . . .
CRhance Opinions or online posts



amazon
e

Your Amazon account has been locked
Dear customer,

We have locked your Amazon account because our service detected two unauthorized
devices. Our service has protected your account from someone who has accessed your
Amazon account from another devices and locations

Before someone can change your account information or order some item with your credit f
debit card hill. For your security, we have locked your &mazon account.

To continue uging your account again, we advige you to update the infomation before 24
hours or your accourt will be Permanently locked.

How do | unlock my account?

You need to verify your Amazon account and complete the data information that has been
printed on your account when you first registered.

Amazon service

Foto: Google for Education

cRecond Is what you see here real or fake?



LastPass Security Notice Inbox x

LastPass <LastPass@secure-maonitor.coms=
tome -

LastPassEXrzza

Dear LastPass User,

We wanted to alert you that, recently, our team discovered and immediately blocked suspicious activity
on our network. Some user vault data was taken including email addresses and passwords.

To be sure that your information was NOT compromised, we have built this secure web site where you
can enter your last pass login information and we can tell you if your account was one that was
compromised.,

We apologize for the inconvenience, but ultimately we believe this will better protect LastPass users.
Thank you for your understanding, and for using LastPass.

Regards,
The LastPass Team

Foto: Google for Education

cRgcond Is what you see here real or fake?



donutsqc.com

NLINE MENU SPECIAL EVENTS

cRresond Is what you see here real or fake?



eeeCO yodzfone F 9:41 AM S0% )

{ Chats Johnny Doe

online

Hi, honey! How are you? This is
someone who always
remembers you fondly from
out of the country. Guess, who
am [?

cRresond Is what you see here real or fake?



Hello James, your
FEDEX package
with tracking code
GB-6412-GHE3 is
whaiting for you to
set delivery

preferences:

aZfzc.info/
c3IsHTZBEWhYR

cRresond Is what you see here real or fake?



Naomi Surugaba [azlin@moa.gov.my] & @& A Actions

Inbox Monday, March 10, 2014 1:18 FM

Dear Beloved Friend,

| know this message will come to you as surprised but permit me of my desire to go into
business relationship with you.

| am Miss Naomi Surugaba a daughter to late Al-badari Surugaba of Libya whom was
murdered during the recent civil war in Libya in March 2011, before his death my late father
was a strong supporter and a member of late Moammar Gadhafi Government in Tripoli.
Meanwhile before the incident, my late Father came to Cotonou Benin republic with the sum of
USD4, 200,000.00 (US$4.2M) which he deposited in a Bank here in Cotonou Benin Republic
West Africa for safe keeping.

| am here seeking for an avenue to transfer the fund to you in only you're reliable and
trustworthy person to Investment the fund. | am here in Benin Republic because of the death of
my parent’'s and | want you to help me transfer the fund into your bank account for investment
purpose.

Please | will offer you 20% of the total sum of USD4.2M for your assistance. Please | wish to
transfer the fund urgently without delay into your account and also wish to relocate to your
country due to the poor condition in Benin, as to enable me continue my education as | was a
medical student before the sudden death of my parent’s. Reply to my alternative
email:missnaomisurugaba2@hotmail.com, Your immediate response would be appreciated.
Remain blessed,

Miss Naomi Surugaba.

cRresond Is what you see here real or fake?



5. Sending text, l '4
photos and videos
online
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M

WhatsApp Gmail

cRgcond Send text, photos and videos
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What did you
learn in this
session?

Second
Chance

- How to create secure and easy-

to-remember passwords.

- How 1o create a Google account

- the first steps in online
communication.

- How to evaluate information you

read or see online.

- How to send texts, photos, and

videos online.
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Session 4

Women Creators: Digital
Content Basics
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1. Welcome
2. Types of digital content
3. Creating documents in Google Docs
Session 4 4. Organizing information with

spreadsheets

O

. Creating content in Canva

6. Conclusions




1 Welcome

{ Photo: UN Women/Dzilam Mendez
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At the end of the session, you should

be able to:
» manage and create digital
. content.
Session  understand the importance of
ObjECﬁVG organizing information.

« use essential digital tools to create
documents and spreadsheets and
design visual content.

Second
Chance
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» Learn about different types of
digital content.

 Create a document in Microsoft

What will you
: - W le Docs.
do in this ord/ 9099 e Docs.
session? » Organize information in @
spreadsheet.
 Create content in Canva.
Second

Chance



2. Types of digital
confent




Documents

a LettertoMary ¥ B & ORNE (K~
Archivo Editar Ver Insertar Formato Herramientas Extensiones Ayuda ..
Q & ¢ & A % 100% ~ | Textonor.. ~ | Arial > | - + | Z~
vty b 3 b s e 8 e A 22 3 1 88 e R
= Dear Mary,

Happy Birthday! /&

Today is a very special day, and | couldn't miss the opportunity to write you a few words to
Xq m e s o celebrate not only your birthday but also our friendship. | am so happy to have you in my life and
grateful for every moment we have shared over the years.

Your joy, kindness, and energy always inspire me, and | feel fortunate to call you my friend. |

(] (]
d I qu I ieXi hope this new year brings you everything you wish for and mare because you deserve nothing
but the best.

| would love for us to celebrate together, so | want to invite you to have a coffee and enjoy some
delicious cake. It will be a special moment to share laughter and good memories, as we always
have.

| hope you accept my invitation, and we can spend an incredible time together. | can't wait to
see you and celebrate with youl

With much love,
Rosy (&

Second
Chance



Examples of
digital texi
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E-mails

Room Reservation Request for the Annual Knitting Meeting - August 24, 2024 _ & X
Recipients

Room Reservation Request for the Annhal Knitting Meeting - August 24, 2024

Dear representatives of the Cultural Center "Flying Birds”

| am writing to kindly request the reservation of one of the workshop rooms at your facilities located
in Rosas Park, for Saturday, August 24, 2024 This reservation is intended for our annual
neighborhood knitting meeting, an event we have successfully held in previous years.

On this occasion, we would like to request a total of 15 chairs, as the group has grown and we
want to accommodate all participants comfortably.

We thank you in advance for your support and the opportunity to use your facilities once again.
Last year's event was a great success, and we are confident that with your collaboration, this
edition will be equally memorakble.

| look forward to your confirmation and any additional details you may need to proceed with the
reservation.

Thank you for your attention and support. | send you my best regards.

Sincerely,
Rose Peterson
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Blogs (Internet
journals)

knitling patterns  ebooks contactus  Kknitling techniques  stories Q

A Kaleidoscope of Fun!

ALEXA LUDEMAN  story

es - and Kaleidoscope is our zi

d 3ll the textures. | had the N

Examples of
digital texi

Second
Chance



*Photos
Examples of
digital
images « Graphics or
illustrations
Second

Chance



Examples of
digital
videos

Second
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*Recipes

utorials

ravel

EASY P"’A BREAD REC"JE How to Make Pita Bread (Easy At

Home ReC|pe) | Food Wishes

s you how to make pita bread with this su..

e How does an air Fryer

10 Best Countries to Visit in Africa
- Travel Video




\_/ / Podcasts

Examples of
digital audio

make good: a
knitting podcast

Podcast » Scratch Supply Co.

Second
Chance



Respect

i = I|
)
Aretha Franklin

Examples of 2 Aguade Beber
digital audio

LS Piece of My Heart

Janis Joplin
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Voice
messages

Examples of i w
digital audio ) =
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Second
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Google Docs

* A powerful and free tool for
creating and edifing
documents online.

* You Will open Google Docs,
explore its inferface, write
and format text, and save
and share your document.
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o |. APpS:
How to open

Google Docs .9 Docs: H

Second
Chance



Basic
features of
Google Docs

Second
Chance

Q

My Document % B &

R | O 8B - &
File Edit View Insert Format Tools Extensions Help ..
S ¢ & A % 100% -~ | Normaltext ~ Arial - g - A
I I?I I Ijl-l I I? 1 I 1 :I}I I 1 lII1I I I? 1 I I?I I I::| 1 I%I I 1 ?I I Illal Illll I Illzl I IIISI I I1I4I I ILISI Illal
| B Meeting notes . Email draft (@ More
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» Type text: simply start typing in
the writing areaq.
* Bold: select the text and click

How to write on the "B" icon or use Ctrl + B.
and format . [talic: select the text and click
text on the "I" icon or use Ctrl + .

* Underline: select the text and
click the "U" icon or use Ctrl + U.

Second
Chance
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How 1o save
and share a
document

Second
Chance

* Save: Google Docs
automatically saves your work.

* Share: Click the "Share" button
INn the upper right corner.

 Enfer the email addresses of the
people you want to share with.

» Select the permissions (Viewer,
Commenter, Editor) and click
on "Send.”



4. Organizing
information with
spreadsheets



Example of
spreadsheet

Second
Chance

Lo T o e O o 1 T T T L

Quantity

B
Shopping List

Product Price
3 Paper
6 Pens
1 Masking tape
9 Paper clips

Total

20
30
15

Subtotal

60
180
15
18
273
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o |. APpS:
How to open PP

Google .

Sheets «2.DOCS: A

Sheets

Second
Chance



E Untitled spreadsheet +¢

File Edit View Insert Format Data Tools Extensions Help

BGSiC Q S g % v $ % 0 .00 123 Defaul. v — [10]
features of o o

cs - | fx

G I A B c D E F
o o g e 1 Type "@Emoqji” to insert an emoji

2
Sheefts 3

4

5

Second
Chance



How 1o enter
data in cells

Second
Chance

(o TR =N s B A

A

Number
Accounting
Text

Date

Time

B

1,523.23
$1,523.23

Hello
12/23/2025
3:05 p.m.
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How to
change the
formatting of
cells

Second
Chance

Bold
ftalic
Underline

Strikethrotgh
Red
Green
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2
How to

SUM
perform 2

: AVERAGE
basic — -
operations COUNT 0
(sum, MAX :
average) MIN
Second

Chance



5. Creahng content ‘-l
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Loginorsignupin
seconds

Use your email or another service to continue
with Canva (it’s free)!

G Continue with Google

How to log in e
o Canva 5 e

Continue another way

By continuing, you agree to Canva’s Terms of Use.
Read our Privacy Policy.

Sign up with your work email

Second
Chance



C q nv q = (Canva  pesignspotight v  Business v  Education v  Plansand pricing v Learn v O & O e
L R S e
I n II.e rfCI C e e What willyou design today?  “*m  *

Try Pro for 30 days

and basic

% Magic Studio

features

Second
Chance



Templates Styles

Labor day School Collage Bl

Capsule Collection

How to -
select Xt
templates Alnew "z [

Plus+

p,
>

Second
Chance



Photos

How To add ) . 4
text and .| =
i ma g es Videos

Second
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+ ni E;l Present |i| Share

Share this design

People with access Edit

Add people, groups, or your tea

+

How to share

q d E sig n Only you can access v
Copy link
Cx CJ )
§
Present and Present Public view Website
record link -

Second
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1. Understand the different types
of digital content.

WhCIi' did we 2. Create documents in Microsoft
| . th. Word/Google Docs.

edl'l.1 In IS 3. Organize information in
sessmn? spreadsheets.

4. Create content in Canva.

Second
Chance
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Session 5

Social Networks and
Managing your Digital Identity

N




Second
Chance

1. Welcome

2. Social network basics

3. Digital identity and online reputation

SeSSion 5 management

4. Introduction to copyright

5. Digital citizenship services in your
country

6. Conclusions




1. Welcome
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Session
objective

Second
Chance

At the end of the session, you should
be able to:

* Understand and effectively use the
main social networks

 Manage your digital identity

» Understand basic copyright
concepts

 |[denfify and access digital
citizenship services



What will you
do in this
session?

Second
Chance

. Learn about the main social networks, their

features, and how to use them effectively.

. Acquire skills to manage your digital identity

and maintain a positive online reputation.

. Learn about copyright and how to protfect

your own content on social networks.

. [denftify and access digital citizenship

services.

. Apply safe and effective practices to protect

online information.



2. Social network
basics

(
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I. Photo: UN Women/Dzilam Mendez
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« Connect with friends and family

Importance + Meet new people

of social . Stay informed
ne'l'works  Promote businesses and products
Second

Chance



@

/ Facebook

\
’ GENDER

Main social
networks

eeeee

Second Text messages, images, photos, and
Chance videos. Can help in forming communities.



Main social
networks

Second

Ch

ance

Instagram
unwomen # m Message 48 eee

3,644 posts 2M followers 511 following

UN Women
®UN WOMEN

@ unwomen

UN Women is the United Nations agency for gender equality and women's empowerment.
@ Ink.bio/unwomen

#WD2024 #NoExcuse Youth Day23 Q&A #IWD2023 Youth Day22 Day of Action

B8 POSTS 5 REELS & TAGGED

When you

Photos and videos



in

LinkedIN

GEN

%%%WV INTHE - -
« < OLYMPICS €

Main social
®UN WOMEN
networks UN Women
The UN entity for gender equality & the empowerment of women & girls.
International Affairs - New York. NEW YORK - 1M followers - 1K-5K employees

Internationa
0 Gaby follows this page

+ Follow

Second Enterprise-, business-, and
Chance employment-oriented



TikTok

unwomen @
UN Women

Follow
48 roliowing 61.2K Followers 235.1K Likes

UN entity for gender equality & women's empowerment.
#GenerationEquality

Main social =

Playlists

networks -

- 4

/f ol = y <
¢ ol g 4 =
o n o ® 4 ] J 9
( o - i %
‘ﬂ el [ r Billie Jean King &
i ] i tre in y - 7

~ C ' w z_"_:\’
S { /

> 2135

Second Short video clips
Chance



» Connect with friends and family
» Keep up with their news and share

yours
 Post photos and videos
Facebook P |
« Comment on others' posts
features and o
Uses * Follow updates from organizations and

celebrities
 Join groups and participate in events

S . -
Ch%%oc? S More than 3 billion users per month



e UN Women

Page - Nonprofit organization

Photos

EVERY YEAR,
ATLEAST

ARE
BEFORE THEY REACH
THE AGE OF 18.

& Ma Luisa V Yambao

s yummy and tried it so many times my fave.
11w Like Reply

. Afion FA

Where can you find the recipe?

Girls are subjected
to or

at the hands
of tratfickers at a rate

than boys.

11w Like Reply

—iE

Robyn Casey-Jacobs
I've made this cake from tasty a few times and always
a big hit. Best carrot cake...

11w Like Reply

EQUAL PLAY,
EQUAL PAY. @\ commm

S overnight.
tcanbea

L o long process.

cﬁ%‘i%‘g Facebook images
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« Connect with friends and

family.
Features and - Follow pages on different
uses of topics.
Instagram - Post photos and videos.

« Comment and react to others'
'@' posts.

CREFES More than 2 billion users per month
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toms_tours « Follow
Galley Head Lighthouse

psnyd302 | love lighthouses. Beautiful photo, @@ &

Jiw 1like Reply

-] 0 kettsplashdown Great gallery @
=
3

View replies (1)

@ ihm25 Wonderful P PP

224w 1like Reply

View replies (1)

@ marsmancorinne So beautiful @ &
Qv

885 likes

Instagram images

O cakes__and_desserts « Follow
Ragheb Alama « Nasini £l Donya

v S

ﬁ mahdi_teck @ O

20w 1like Reply

3 ryem_tz Omg ¢'est magnifique !

1fike Reply

—  View replies (1)

@ ranataskil @ @9 @

20w 1like Reply

Qv

219 likes
April 23, 2007

@ Add a comment



1. Go to www.facebook.com and complete
the registration form with your first name, last
name, cell phone number or emaill,
password, date of birth, and gender. Click on

Creating a Register."
2. Confirm your email address or phone number
FqcebOOk by entering the confirmation code you will

receive via email or text message.
qCCOU nll. 3. Set up your profile by adding a profile photo,
a cover photo, and filling in your basic

information (education, job, location).

4. Start using Facebook by adding contacts,
following pages, and exploring the platform.

Second
Chance


http://www.facebook.com/

Creating an
Instagram
account

Second
Chance

Go to www.instagram.com in your browser.
Register using your email address, phone
number or Facebook account.

Complete the required information and click
“Next”.

Confirm your email address or phone
number by entering the confirmation code
you will receive by email or text message.

Set up your profile by adding a profile
picture, username, biography and other
personal details. Done! Now you can start
following accounts, posting photos and
exploring Instagram.



http://www.instagram.com/

Good
practices in
social
networks

Second
Chance



« Adjust the privacy settings on your
social media profiles.

Configure your

« Control who can see your posts and

privacy personal information.
» Review and update these settings
n @ regularly.

Second
Chance



« Accept connection requests only from
family or people you know.

Be SeleCfive * Avoid sharing personal information with

with your strangers.
connections e If someone you have not seen for many

years sends you a connection request,

ask a gquestion that only you and that
person would know.
Second
Chance




Facebook
security
settings

Second
Chance

Open Settings: Click on the down arrow
(top right corner).

Select “Settings and privacy” > “Settings”.
Privacy: Left menu > “Privacy”.

Adjust who can see your future posts.
Profile and tagging: Left menu > “Profile
and tagging’.

Contirol who can post in your profile.

Profile and tagging
H OO A

Viewing and sharing

<« Settings & privacy

Who can post on your profile?
a Settings

@ Language ) Who can see what others post on your profile?

@" Privacy Checkup
Hide comments containing certain words from your profile
@ Privacy Center

i Activity log

2 Feed




Security
settings -
Instagram

Second
Chance

1. Click on "More."

2. Then click on

"Settings."

3. Click on "Account

privacy.”

4. Activate "Private

account.”
Account privacy

Private account

Account privacy

Close Friends

O ® &

Blocked

o

Hide story and live

L @

When your account is public, your profile and posts can be seen by anyone, on or off Instagram, even if they

don’t have an Instagram account.

When your account is private, only the followers you approve can see what you share, including your photos
or videos on hashtag and location pages, and your followers and following lists. Learn more
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 Your digital identity is how you
present yourself online through the
information you share and what
others share about you.

What is dig"'ql - Examples: Social media posts,
: comments, photos, and personadl
|dentity? ot

* Importance: It can influence job
opportunities, personal relationships,
and how others perceive you.

Second
Chance
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Online
reputation

Second
Chance

* |t iIs how others see you based
on what you share and what
others share about you online.

* [t represents the image you
project in the digital world.



Publications on social networks

« Example of a missed job opportunity: A
young professional lost a job offer after
the company found inappropriate posts

Online on her Facebook.
reputaﬁon  The posts included party photos and
(examples) negative comments about her previous

job. This highlights the importance of
maintaining a professional profile on All
social networks.

Second
Chance



Comments and reviews

« A woman left a very negative and
offensive review about a restaurant on
Google.

Online - Later, she found out that the
o restaurant owner was a potential
repufahon client for her consulting business.

(examples) » This incident affected her professional
relationship and taught her 1o be
more careful with her online
comments.

Second
Chance



Shared photos and videos

* A young mother shared many photos of
her children on Instagram without
properly setting her privacy settings.

Online * These photos were seen by strangers,
reputation which made her feel vulnerable.
(examples) - She learned to adjust her privacy

settings to protect her personal
information and that of her family.

Second
Chance



Video sharing

A woman shared a TikTok video
that contained a tasteless joke
. about a woman with a chronic
Online stomach condition.

repufqﬁon The video was seen by her friend,
who has the same condition, which
(examples) made her feel very hurt and upset.

Second
Chance



Trust: Be cautious about sharing images
or opinions, even with people you trust,
as relationships can change over time
and the content could potentially be

Some used against you.

pl’GCﬁCCIl flpS Sharing information: Be aware of what
others share with you and consider how
this information could affect your
reputation if it were disclosed.

Second
Chance
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» Conirol what you share: Only
share information and photos that
you do not mind being made
public.

» Configure your privacy: Adjust the
privacy settings on all your social
networks.

 Check before you post: Consider
the possible consequences
before sharing something online.

Good practices



Share with
care

] @

Second
Chance

Think before you post: Consider the possible
consequences before sharing something online.

Do not share personal information: Avoid posting
addresses, birth dates, or credit card numbers.

Protect your location: Do not share your location.

Beware of photos of children: Avoid posting photos
of children or babies.

Review photos before posting: Ensure that photos
do not reveal personal details, such as your home
address.

Know your rights: Learn about the laws that protect
you if someone uses your image without permission.



Don't:
» Share without thinking: Don't post photos

and comments without considering how
they may be perceived by others.

« Show blind trust: Don’t send photos or
sensitive information to people without
considering that your relationship with
them may change.

* Disclose other people's information: Don’t
share confidential information entrusted
fo you.

CREFES Bad practices



» Positive case: Maria always checks the
privacy settings before sharing family
photos. When someone sends her
personal or family news or photos, she
treats it as confidential information and
does not share it with anyone.

EXGmP|e$3  Negative case: Ana posted a complaint
about her job on her public profile. Her
boss saw if, which affected their working
relationship and resulted in a formall
warning.

Second
Chance



4. Intfroduction to
copyright



» Copyright is a set of laws that
protect the original creations of
authors, such as text, music, art,
and more. Example: If you create
an illustration, only you have the

thﬂ' is right to use it, sell it, or allow others
o o to use It.
copyrlghf ) - Example: If you create an
illustration, only you have the right
to use i, sell it, or allow others to
use It.

Second
Chance
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» Work protection: They prevent
others from using your work
without your permission.

Why is * Incentive to creativity: They

COPYI'IQ ht encourage the creation of new

important? works by ensuring that creators
receive recognition and
compensation.

Second

Chance
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* IMmagine you spent hours
creating a beautfiful illustration
for your product labels. Then,
you discover that someone else

Exqmple is using that same illustration to
sell their own products.

- How would you feel if this
happened?

Second
Chance
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How fo search
for and use
online content
legally

Second
Chance

» Search for images: Use tools like
Google Images and select
“Usage rights” to find images
that you can use freely, or use
sites like unsplash.com.

* Royalty-free music: Search for
music on sites like Free Music
Archive or Creative Commons.



5. Digital
citizenship services




* |t IS tThe responsible and
effective use of fechnology to

participate in society, polifics,

What is digital and government.
* This includes understanding our

opgo ( ] 7
citizenship rights and responsibilities when
using the Internet and other
digital technologies.
Second

Chance
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Why is it
important to
be an active
digital citizen?

Second
Chance

» Glves you access to
government services

* YOU can request information

* YOU can participate in
community forums and online
discussion groups.



Reflecting on
digital
citizenship

Second
Chance

In your small group, talk about the aspects
of digital citizenship that are most relevant to
you.

Obstacles: [dentify the obstacles you face in
exercising your rights as digital citizens, such
as:

» Lack of internet access
* Lack of devices
* Lack of information about government programs

Solutions: Discuss possible solutions to
overcome these obstacles.



Digital
Citizenship
Exercise
(Search CURP)

Second
Chance

Access the page: Go to the official
government site to look up your CURP
(https://www.gob.mx/curp/).

Enter your data: Fill out the form with your
full name, date of birth, state of birth, and
gender.

Verify the information: Ensure that all the
information is correct and complete.

Check your CURP: Click on “Search,” and
your CURP will appear on the screen. You
can download or print it for your records.



https://www.gob.mx/curp/
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1.Learned about the main social
networks, their features, and how to use

them.
. 2.Learned how to manage digital identity
What did we and maintain a good online reputation.
do in this 3.Learned how to protect our own digital
0 iInformation.
session?

4.Learned the basics of copyright.

5.ldentified and accessed digital
citizenship services (optional).

Second
Chance
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