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1. Introduction – aims and objectives of IO2 
 

The main aim and objectives of IO2 are: 

 To define benchmarks and indicators for the e-Skills Charter for Grands (Digital 

Framework) against which the acquired skills will be recognized, monitored, assessed 

and validated. 

 Design the Digital Framework with in-built benchmarks and indicators which will help us 

to: 

   - Teach essential digital skills to grandparents that will enable active aging, 

participation and access to the e-world. 

   - Involve grandchildren in order to share their digital competences and support their 

grandparents to keep in touch with the e-world. 

 

2. Survey Results from IO1 – Digital inclusion for seniors 
 
This section will include some brief comments related to the results of survey conducted in IO1 
mainly in relation to the seniors’ digital needs, on which the e-Charter for Grands – Framework 
will be based on 
 
 

Based on the requirements of the DIAL project and following the results of the Intellectual 

Output 1, a survey among seniors citizens was organized in all four partner countries. The main 

purposes of the survey on ‘seniors needs’ were: 

 To  investigate the current knowledge of seniors’ digital needs 

 To identify the seniors’ digital needs in order to develop a comprehensive digital 

programme based on intergenerational learning  
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For the purposes of the survey a simple questionnaire was prepared with mainly close-ended 

questions. The questionnaire was provided both online (http://survey.dialproject.net/#) as well 

as on-paper. It was divided into five sections: 

 Section I: Demographical data for seniors 

 Section II: Computer Essentials 

 Section III: Hardware 

 Section IV: Communication & Collaboration  

 Section V: Internet  

 

From Section I to V the questions are divided into two parts the first part is to examine the 

seniors current knowledge in digital field and the second part is to identify their digital needs.  

The   results of the survey provided the consortium with evidence-based data to support the 

development of the e-Charter for Grands (Digital Framework & Syllabus) targeting the digital 

needs of seniors. Its learning outcomes will ensure close monitoring for the digital acquisition. 

The development of the DIAL Framework & Syllabus is built on the following insights:  

 

Section I: Demographical data for seniors 

1,004 seniors were covered by the statistical survey from Cyprus, Latvia, Portugal and Turkey. 

606 of the seniors were female, 398 were male. More than the half of participants was status is 

retired or employees.  

The following table shows the number of participants, who have access to personal mobile 

phone, to a computer, use social media, have an e-mail account etc. 

 

 

 

 

 

 

 

 

http://survey.dialproject.net/
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Personal Computer  578 

Personal Mobile Phone 892 

Use of social media  597 

E-mail account 577 

Facebook account 517 

Whatsapp account 384 

Viber account 213 

Skype account 302 

Twitter account 170 

If their grandchildren are willing to teach them some 
basic skills regarding the Internet, Computer, Mobile 
Phone etc.  

533 

If seniors communicate with their grandchildren 
through social media/e-mail 176 

Table 1: Demographical data 

 

 

Section II:  Computer Essentials 

The second section of the survey included questions to identify  the seniors digital needs in the 

‘Computer Essentials’ module. This module provides information on different aspects relating to 

ICT computers, devices and software such as Word Processing, files and folders and print/scan 

documents. The majority of participants are willing to improve their overall digital skills (789 

participants) and they are able to open and save documents, print/scan documents, how to 

download and open downloaded files from the computer.  

 

 

 

 

 

 

 

Table 2: ‘Computer Essentials’ module seniors’ digital needs  

‘I would like to improve my overall digital skills 789 

‘I would like to learn how to open and save Word 
document’ 

565 

‘I would like to learn how to open and save PDF 
document’ 

541 

‘I would like to learn how to create/delete/rename a 
folder’ 

525 

‘I would like to learn how to print/scan documents to 
the computer’ 

529 

‘I would like to learn how to download and open 
downloaded files from the computer’ 

567 
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Section III: Hardware 

Seniors citizens were asked to indicate their digital skills in the ‘Hardware’ module which 

contains basic practical topics about mobile phones, general IT hardware (cabling) and 

networking. The most of participants would like to learn more about mobile phones for example 

how to take photos/videos etc.  

  

 

  

 

Table 2: ‘Hardware’ module seniors’ digital needs 

 

Section IV: Communication and Collaboration  

The third section of the survey is about ‘Communication and Collaboration’ module which 

includes social media networks and general communication skills. Facebook (672 participants) 

and Viber (518 participants) social media platforms are the most popular.  

 

 

 

 

Table 3: ‘Communication and collaboration’ module  seniors’ digital needs 

  

‘I would like to lean more how to use mobile phone’  767 

‘I would like to learn how to take video with mobile 
phone’ 

631 

‘I would like to learn how to take picture with mobile 
phone’ 

627 

‘I would like to learn how to connect to Wi-Fi’ 565 

‘I would like to learn more about Facebook use’ 672 

‘I would like to learn more about Twitter use’ 438 

‘I would like to learn more about Whatsapp use’ 508 

‘ I would like to learn more about Skype usage’ 484 
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Section V: Internet 

The final section of the survey includes basic aspects and topics related to ‘Internet’ module 

such as e-mail concepts (create/delete/send an e-mail etc), personal - online security (create 

strong passwords etc.) and web-based Information (how to find/filter information etc.) Most of 

the participants are interested to learn how to find information online (742 seniors) and to learn 

more about web page navigation/opening (700 seniors). 

 

 

 

 

 

 

 

 

 

Table 3: ‘Internet’ module  seniors’ digital needs 

  

‘I would like to learn to know how to find 
information online’ 

742 

‘I would like to learn more about web page 
navigation/opening’ 

700 

‘I would like to learn how to complete  online forms 
(e-banking, tax, any other)’ 

645 

‘I would like to learn how to create my e-mail 
account’ 

635 

‘I would like to learn how to shop online (ticket 
master, eBay, Amazon’ 

576 

‘I would like to learn how to create strong 
passwords’ 

292 

‘I would like to learn how to use Moodle’ 347 
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3. e-Charter for Grands – Digital Framework & Syllabus 
 

In this section the methodology adopted for the development of the e-Charter for Grands 
Digital Framework will be analysed, a clarification of terms will be given and the framework of 
the 4 most needed digital skills/competences will be analysed by the partners. Each partner will 
analysed one type of competences (i.e. Computer Essential, Communication & Collaboration, 
Hardware, Internet etc.) as identified in the survey. The analysis will include: framework, 
syllabus, teaching material. Please see below a brief explanation of the methodology to be 
adopted here. 
 
 

Methodology-Framework Description 

The proposed Framework-Syllabus was based on the requirements of the project and the 4 

following aspects: 

1. Intellectual Output 1: the analysis of questionnaires distributed to seniors for Intellectual 

Output 1 and the identification of their digital skills and needs. 

2. DIGCOMP : A framework for Developing and Understanding Digital Competence in Europe 

(Table 1)  

3. Expertise/experience and knowledge of the consortium in the area 
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Table 5: DIAL Digital Competences Modules  

 

Competences Explanation Related to 

DIAL survey 

DIAL Modules Proposed 

Partner 

Information and 

data literacy 

Browsing, searching and filtering data, information and digital content  

Evaluating data, information and digital content  

Managing data, information and digital content  

Internet  MODULE 1: 

Internet  

Examples: 

 E-mail  

P3 

Communication 

and 

collaboration 

Interacting through digital technologies  

Sharing through digital technologies 

Engaging in citizenship through digital technologies 

Collaborating through digital technologies 

Netiquette 

Managing digital identity  

 

 

 

 

Communication 

and Collaboration  

MODULE 2: 

Communication and collaboration  

Examples: 

 Social media Platforms 

(e.g. Facebook, Twitter, 

Whatsapp, Viber)  

 Skype   

P1 
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Digital content 

creation 

Developing digital content  

Integrating and re-elaborating digital content 

Copyright and licenses  

Programming  

Computer Essential  MODULE 3: 

Computer Essentials 

Examples: 

 MS Office (e.g. Word) 

 Computer Essential (e.g. 

print/scan, 

create/delete/rename 

folder/document) 

 

P2 

Safety Protecting devices 

Protecting personal data and privacy  

Protecting health and well-being  

Protecting the environment  

Internet  MODULE 4: 

Internet  

Examples: 

 Personal Security (e.g. 
strong passwords)  

P3 

Problem solving Solving technical problems  

Identifying needs and technological responses  

Creatively using digital technologies 

Identifying digital competence gaps  

Hardware  MODULE 5: 

Hardware  

Examples: 

 How to use mobile phone 

 How to connect to WiFi   

P4 
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Main topics of DIAL digital competences/modules: 

 

 

  

• Internet concepts  

• Web browsing  

• E-mail 
Module 1: Internet 

• General IT Hardware 

• Mobile phones 

• Network 
Module 2: Hardware topics  

• General communication skills  

• Security 

• Social media communication  

Module 3: Communication and 
Collaboration topics 

• Desktop, Icons, Using Windows 

• Working with text and printing  

• Introducing files and folders  

Module 4: Computer 
Essentials topics  
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The DIAL Digital Framework-Syllabus is divided into broad sections, called “MODULES” (i.e. 

Computer Essential, Communication & Collaboration, Hardware, Internet etc.). Each Module 

covers a specific set of knowledge/skills/competences/attitudes to be acquired by the senior 

(i.e. Use of social media sides safely). Each MODULE comprises of several aspects (TOPICS) 

which are analysed in more detail in order for the framework of each Digital Competence to be 

fully explained. 

In order to ensure consistency and compatibility between the above Digital Competences, as 

well as compliance with the European Recommendations as presented in the DIGCOMP 

Framework, it is proposed to combine the 5 categories used in the DIGCOMP together with the 

categories used in the DIAL survey which introduced more practical perspective in the digital 

acquisition of seniors. Table 1 shows the 5 Digital Competences, as presented in the DIGCOMP 

Framework and the analysis of each area is given below the table. 

 

Component 1: Module Title – the name of the Competence 

Component 2: Main Objective– which provides the overall objective of what the ICT trainer aim 

to achieve and the learner aim to learn 

Component 3: Topics which refers to the specific chapters that the ICT trainer aims to teach and 

which specific topics the senior aim to learn 

Component 4: Learning Outcomes – which indicate the specific skills that the adult will be able 

to do, learn or know (i.e. understand what is email, etc).  
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3.1 Module 1: Internet   

3.1.1 General Description 

 

The proposed module in the framework was based on Intellectual Output 1 survey results. 

The content of questionnaires is divided into four main modules Internet, Hardware, 

Communication & Collaboration and Computer Essentials. This module provides 

information about the ‘Internet’ such as personal security how to be secure, data 

management how to find information online or studying online and e-mail how to create 

an e-mail account and how to compose an e-mail. 

More specifically, seniors should have knowledge of: creating strong passwords, what to 

post and not to post online, applying privacy settings, searching/evaluating/managing 

online information, creating an e-mail account, sending/receiving/deleting an e-mail etc.  

 

3.1.2 Main Objective  

 

The main aim of ‘Internet’ Digital Competence is to familiarize seniors citizens with the 

basic terminology related to the topic. In more detail, this module aims to provide aspects 

of the Internet with regard to personal security, Web-based Information and e-mail 

concepts.  

Topic 1: Internet Concepts  

Short description: Internet Concepts topic contains materials that will support a senior 

citizen to understand the basic definitions and concepts of Internet. The four basic 

learning outcomes are to understand the terms Internet, WWW, e-mail, common web 

browsers, online activities, and the dangers of using unprotected networks. 

Topic 2: Web browsing 

Short description: The main goal of this topic is to provide all necessary information about 

the web navigation, searching online information, online learning and the dangers of 

online shopping. 

Topic 3: E-mail 

Short description: The main goal of this topic is to present to the seniors how to create an 

e-mail account. Seniors will be able to compose/reply/delete an e-mail, attached and 

download a file, create and use contacts and understand the possibility of receiving scam 

and spam emails. 
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3.3.3 Module 1: Internet Framework/Syllabus  

 

 

Module 1: Internet   
 
Main Objective: This module provides information on different aspects of Internet with regard to 
Internet Concepts, Web Browsing and E-mail. 
 

TOPICS: LEARNING OUTCOMES: 

Internet Concepts   3.1.1 Understand the terms Internet, WWW, E-mail   
3.1.2 Understand the common web browsers   
3.1.3 Understand online activities such as: information searching, 
shopping, learning, publishing, entertainment, communication  
3.1.4 Understand the dangers of using unprotected networks 

Web Browsing   3.2.1 Understand how to open and close a web browser 
3.2.2  Understand how to navigate and manipulate browser history, 
bookmarks   
3.2.3  Understand how to save/download content to a computer 
3.2.4 Understand the dangers downloading content from untrusted 
sources   
3.2.5 Understand how to search for online information  
3.2.6 Understand the importance of critically evaluating/filtering 
online information 
3.2.7 Understanding and using various informative sites such as 
online newspapers, online libraries  
3.2.8 Understanding the concept and dangers of online shopping 

• Create and manage strong passwords 
• Using the credit card online   

3.2.9 Understanding and using multimedia and content websites 
such as YouTube  
3.2.10 Surfing the web in Private mode 

E-mail 3.3.1 Understanding e-mail concepts  
3.3.2 Understand how to create account 
3.3.3 Understand how to compose an e-mail  
3.3.4 Understand how to send an e-mail  
3.3.5 Understand how to reply/forward an e-mail 
3.3.6 Understand how to delete an e-mail 
3.3.4 Understand how to attach and download a file   
3.3.5 Understand how to create and use contacts  
3.3.6 Understand how to search through your e-mails  
3.3.7 Understand the possibility of receiving fraudulent (scam) and 

unsolicited (spam) e-mail. Be aware of the possibility of an e-mail 

virus 
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3.2 Module 2: Hardware   

3.2.1 General Description  

 

‘Hardware’ module provides necessary information about the computer hardware. 
Seniors will understand what are the main components of a computer, how to connect 
them together and how to use the correct accessories for their model and type of 
computer. The module includes understanding about the mobile phones as well with 
focus on smartphones. It will give basic information on how to take pictures and videos 
and how to be able to share them with family and friends. It will provide useful 
information on phone accessories and their usage. After covering the hardware basic 
information, the module will focus on Network and its main features like: What type of 
networks exist? What is the difference between Wi-Fi and cable network and how the 
World Wide Web (www) works. After completing the module the seniors will be able to 
communicate with their friends and family without any help from third party.  

 

3.2.2 Main Objective  

 

‘Hardware’ is an important module to help seniors citizens understand the basic practical 

aspects about mobile phones, general IT hardware (cabling) and networking. In addition, it 

is very important for seniors to teach them how to create pictures and videos and how to 

share them with friends and family and to explain them the different types of networks. 

 

Topic 1: General IT hardware 

Short description: Introduction to the hardware digital competence, main computer 

parts, how to turn on and off your computer and cabling. 

Topic 2: Mobile phones 

Short description: Getting to know your phone - how to turn it on and off, How to take 

pictures and videos with it, how to share them with your friends and family and the 

accessories that you can use with it to make the use more comfortable 

Topic 3: Network 

Short description: What types of network exist? What is wireless network and is it faster 

that the cable network? How the World Wide Web (www) works? 
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3.2.3 Module 2: Hardware Framework/Syllabus  

  

Module 2: Hardware  

 

Main Objective: ‘Hardware’ is an important module to help seniors citizens understand the 

basic practical aspects about mobile phones, general IT hardware (cabling) and 

networking. In addition, it is very important for seniors to teach them how to create 

pictures and videos and how to share them with friends and family and to explain them 

the different types of networks. 

TOPICS: LEARNING OUTCOMES: 

General IT hardware 3.2.1 General hardware information (CPU, RAM, 

Motherboard, Persistent Storage.) 

3.2.2 Running an IT hardware (Turning on and off) 

3.2.3 Understanding the differences between desktop 

computer, portable computer and mobile devices 

3.2.4 Learning about available accessories for computers 

(keyboard, mouse, camera etc.) 

Mobile phones 3.2.1 General mobile hardware information 

3.2.2 How to turn on and off  mobile phones  

3.2.3 How to take pictures and videos with mobile phone 

3.2.4 How  to transfer data between mobile phones and 

computers 

3.2.5 Understanding the principles of mobile accessories 

(charger, data cable, headphones, wireless accessories) 

Network 3.2.1 Understanding the general principles of networking 

3.2.2 Learning the network hardware devices and their 

principles 

3.2.3 Learning about the network types 

3.2.4 Understanding the work of world wide web (internet) 
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3.3 Module 3: Communication and Collaboration   
 

3.3.1 General Description  

 

This module provides all necessary materials in order to teach a senior citizen the basic 

concepts of internet communication, more specifically concentrating on social media.  The 

materials contain information about the concept of social media communication, its range 

and forms. Security section contains materials about internet safety, for instance, securing 

social media accounts, managing account private settings, recognition of fake news and 

virus-contained messages. The social media section provides materials about specific 

social media (Facebook, Whatsapp, Skype,Viber)  activities, for instance, account creation, 

messaging, engagement opportunities, data sharing, contact searching and blocking and 

other basic skills that are necessary to facilitate senior citizen digital integration via 

internet communication. 

3.3.2 Main Objective  

 

This module provides learning materials to ensure senior citizens with the following skill 

apprehension: basic internet communication skills, social media usage skills, social media 

security and social media communication skills (such as Facebook, Whatsapp, Skype and 

Viber).  

Topic 1: General communication skills 

Short description: Contains material that will help a senior citizen understand the concept 

of social media, what are the types of social platforms, their purposes & target 

auditoriums, as well as the usage of formal/informal language in internet communication. 

The materials will ensure that a senior citizen will learn to  create/delete social media 

accounts;  write a comments on a blog, website or forum; share pictures online; 

understand the concept on how to chat with friends and family online; do a phone or 

video call on the computer or on a mobile device. 

Topic 2: Security  

Short description: Contains material that will help a senior citizen secure a social media 

account;  set security e-mails in case of forgetting social media account passwords; 

recognize fake news/photos or accounts online as well as recognize virus-related posts; 

understand the concept of closed social media groups. 

 

 



 

 This project has been funded with support from the European Commission. This communication reflects 

the views only of the author, and the Commission cannot be held responsible for any use which may be 

made of the information contained therein. Submission Number: 2017-1-LV01-KA204-035455 

. 

Topic 3:  Social media communication   

Short description: Contains material that will help a senior citizen understand how to 

operate with such social media as Facebook, Whatsapp, Skype and Viber.  Materials 

contain information about account creation/deletion, online engagement, messaging 

options, privacy options, data sharing, activity log and notification settings, contact 

research/blockage, data archiving etc. 
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3.3.3. Module 3: Communication and Collaboration Framework/Syllabus  

 

Module 3: Communication and Collaboration 
 

Main Objective: This module aims to offer learning material to ensure senior citizens with the 
following skill apprehension: basic internet communication skills, social media usage skills, social 
media security and social media platforms (such as Facebook, Whatsapp, Skype and Viber). 

TOPICS: LEARNING OUTCOMES: 

3.1 Communication concepts  1.1.1 Understanding of the concept of social media (social media, 
purposes & target auditoriums, formal/informal communication 
types). 
1.1.2 Social media types and platforms (Facebook, Twitter, Skype, 
Viber, WhatsApp)  
1.1.3 Understanding of how to create/delete social media accounts 
(in mentioned social media, as well as any other blog/platform 
online). 
1.1.4 Understand how to write a comment on a blog, website or 
forum. 
1.1.5.   Sharing pictures and videos with friends and family online.  
1.1.6 Understand the concept on how to chat with friends and 
family online. 
1.1.7 Understand how to do a phone or video call on the computer 
or on a mobile device. 

3.2 Security 1.2.1 Understand how to secure a social media account 
(publications that are seen by public/by friends, sharing availability 
options, downloadable pictures, tagging, who can see one’s posts). 
1.2.2 Understand how to set security e-mails in case of forgetting 
social media account passwords. 
1.2.3 Understand how to recognize fake news/photos or accounts 
online. 
1.2.4. Understand how to recognize virus-related posts. 
1.2.5. Understand the concept of closed social media groups. 
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3.3 Social media platforms  Facebook  
1.3.1 Understand how to search for people. 
1.3.2 Understand how to add/remove friends from account. 
1.3.3 Understand how to write/delete a comment of an article, 
blog, pictures. 
1.3.4 Understand the difference between groups, business pages 
and private accounts. 
1.3.5 Understand the use of “Activity log” in order to control posts 
a person is tagged in or mentioned. 
1.3.6 Understand the use of “Notifications” tool. 
1.3.7 Understand how to write/send a private message. 
1.3.8 Understand how to write/send a group message. 
1.3.9 Understand how to write a post on a personal wall/in a group 
with text/photos/videos/links. 
1.3.10 Understand how a Facebook business page works (how the 
page invites to like the page, the appearance of sponsored posts, 
cookie concept). 
1.3.11 Understand how to like/share/comment/report a post. 
 
Whatsapp  
1.3.12  Understand how to invite contacts to use WhatsApp 
1.3.13 Understand how to send and receive messages (including 
the difference between ‘read’, ‘delivered’ and ‘sent’ statuses). 
1.3.14   Understand how to set up a group. 
1.3.15 Understand how to write/send a private message. 
1.3.16   Understand how to write/send a group message. 
1.3.17   Understand how to send and manage photos. 
1.3.18 Understand how to backup and archive messages. 
1.3.19 Understand how to edit notification and privacy settings 

(including public/private options and blocking). 
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 Skype  
1.3.20 Understand how to create a Skype account. 
1.3.21 Understand how to log in Skype with phone/with Windows. 
1.3.22 Understand how to import/export/block contacts. 
1.3.23 Understand how to chat without calling. 
1.3.24 Understand how to chat with calling. 
1.3.25 Understand how to exchange files via Skype. 
1.3.26 Understand how to start/end a call. 
1.3.27 Understand how to turn on/off video option during a call. 
1.3.28 Understand how to change status of one’s profile (active, 
away, do not disturb etc). 
1.3.29 Understand how to write/send a private message. 
1.3.30 Understand how to write/send a group message. 
1.3.31 Understand how to check if the video/microphone works 
fine (Echo test call). 
Viber 
1.3.32 Understand how to create Viber account. 
1.3.33 Understand how to invite contacts to use Viber. 
1.3.34 Understand how to send and receive messages (including 
the difference between ‘read’, ‘delivered’ and ‘sent’ statuses). 
1.3.35   Understand how to set up a group. 
1.3.36 Understand how to write/send a private message. 
1.3.37   Understand how to write/send a group message. 
1.3.38    Understand how to send and manage photos. 
1.3.39 Understand how to backup and archive messages. 
1.3.40 Understand how to edit notification and privacy settings 
(including public/private options and blocking). 
1.3.41 Understand how to edit notification and privacy settings 
(including public/private options and blocking). 
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3.4 Module 4: Computer Essentials   

3.4.1 General Description  

 

At the end of this module learners will be able to: 

-          Work effectively on the computer desktop using icons, windows. 

-          Adjust the main operating system settings and use built-in help features. 

-          Create a simple document and print an output. 

-         Know about the main concepts of file management and be able to efficiently 
organize files and folders. 

3.4.2 Main Objective  

 

With this module we intend to give the seniors the tools to enable them to understand 

key concepts relating to ICT, computers and software. 

Topic 1: Desktop, Icons and using windows 

Short description: The main goal of this topic is to present and make the senior 

participants comfortable with the desktop of a computer and its icons as well as the 

different parts of a window. They will have access to materials related to the purpose of 

the desktop and the task bar, the identification and use of common icons as well as the 

use of a shortcut and all information to work with a window. 

Topic 2: Working with text and printing 

Short description: The main goal of this topic is to teach seniors how to use a text 

application and print a document. They will be able to open, close a word processing 

application, enter text into a document, copy, move text within a document, between 

open documents and save and name a document, as well as install, uninstall a printer, set 

a default printer from an installed printer list, print a document from a word processing 

application and view, pause, restart and cancel a print job. 

Topic 3: Introducing files and folders 

Short description: The main goal of this topic is to introduce all information related to files and 

folders. They will have access to the hierarchical structure of files and folders and their properties, 

changing view to display files and folders, identifying common file types, open a file, folder, drive 

and create, rename, search a file or folder. They will also be able to select individual, adjacent, 

nonadjacent files, folders, sort files, copy, move files, folders between folders, drives and delete 

files, folders to the recycle bin/wastebasket/ trash and restore to original location. 
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3.4.3 Module 4: Computer Essentials Framework/Syllabus  

 

Module 4: Computer Essentials  

Main Objective: With this module we intend to give the seniors the tools to enable them to understand 

key concepts relating to ICT, computers and software. 

TOPICS: LEARNING OUTCOMES: 

1.1. Desktop, Icons and using windows  1.1.1. Outline the purpose of the desktop and the task bar 
1.1.2. Identify common icons like those representing: files, 
folders, applications, printers, drives and shortcuts/aliases, 
recycle bin/trash/wastebasket 1.1.3. Select and move icons 
1.1.4. Create, rename, move, a shortcut 
1.1.5. Identify the different parts of a window: title bar, menu 
bar, toolbar, ribbon, status bar, scroll bar 
1.1.6. Open, collapse, expand, restore down, maximize, resize, 
move and close a window 
1.1.7. Switch between open windows 

1.2. Working with text   1.2.1. Open, close files/documents/Word Processing application 
1.2.2. Enter text into a document 
1.2.3. Copy, move text within a document, between open 
documents.  
1.2.4. Install, uninstall a program/printer/scanner.  
1.2.5. Print/scan documents 
1.2.6. Set a default printer from an installed printer list 
1.2.7. View, pause, restart and cancel a print job 

1.3. Introducing files and folders  1.3.1. Understand how an operating system organizes files, 
folders, files in a hierarchical structure. Navigate between drives, 
folders, sub-folders, files. 
1.3.2. Display file, folder properties like: name, size, location 
1.3.3. Change view to display files and folders like: files, icons, 
list and details 
1.3.4. Identify common file types like: word processing, 
spreadsheet, presentation, portable document format, image, 
audio, video, compressed, executable files. 
1.3.5. Open a file, folder, drive 
1.3.6. Create a folder 
1.3.7. Rename a file, folder 
1.3.8. Search for files by properties 
1.3.9. View list of recently used files 
1.3.10. Select individual, adjacent, non-adjacent files, folders 
1.3.11. Sort files in ascending, descending order by name, size, 
type, date modified 
1.3.12. Copy, move files, folders between folders, drives 
1.3.13. Delete files, folders to the recycle bin/wastebasket/ trash 
and restore to original location 
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Next Steps  
 

Intellectual Output 3: Grands Learning Platform (Moodle)  

 

  


