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DIGITAL LITERACY 
LEARNER GUIDE 1 
GETTING ONLINE 

 
 
 

Part 1  
 
Switch on your device using the óonô button as shown; this button may be located in 
different places depending on the device you are using, but it will usually look like 
this:  
 

 
 
The screen may have its own on-button that you will need to switch on.  
 

 
  

On button 

On button 
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When it has finished booting up (or loading) your computer will be ready to use. The 
screen displayed is called your óhome screenô or ódesktopô.  
 

  

HOME SCREEN 
OR DESKTOP 
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Part 2 
 
Now letôs take a quick look around your keyboard.  
 
For many online actions, you will need to press the óenterô key on your keyboard. 
This is the large key located on the right hand side and when pressed it enters 
information into your computer.  
 

 
 
When typing text, for example in an email, the óenterô key also works as a return key 
which you would press to move to the next line of your document. Press twice to add 
an extra line space.  
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The space bar is located at the bottom of the keyboard, and enters a space between 
words when you are typing.  
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The shift key will allow you to make capital letters at the start of a new sentence or 
when using a proper noun such as a name. There are 2 shift keys, one at each side 
of the keyboard. Simply hold down the shift key and press the letter you wish to 
capitalise, then let go when you have finished. You can also use the shift key to 
access the symbols shown above your numbers, for example the percentage sign is 
above the number 5; to type a percentage sign hold down the shift key and press 5.  
 

 
 
If you wish to type full words or sentences in capital letters, you can use the Caps 
Lock key; press this and all your letters will be capitals; press again to go back to 
lower case letters. When pressed, the caps lock key will light up to show it is on; this 
light disappears when you switch it off. This is a useful way to know whether the 
caps lock has been activated. 
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If you make a mistake when you are typing, there are two ways you can delete it. 
Using the ódelô key at the top right of your keyboard will delete all information in front 
of your cursor; the back space key will delete all information behind the cursor.  
 

 
 

 
  

Delete key 

Backspace key 
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You can navigate through your page by using the arrows on the right of your 
keyboard, to move the cursor up, down, left or right.  
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Part 3 
 
Now letôs look at the mouse; you use your mouse to move around on your screen 
and to access documents or programs on your computer. Move the mouse to move 
the cursor, as shown.  
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You can click the left mouse button to access programs or documents; sometimes 
you need to double-click the left mouse button, this means clicking twice in 
succession to open a document or link. 
 

 
 
  
  

Left mouse button 
 


