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Introduction 
As our world becomes more reliant on being able to use digital technology, we are 
faced with new challenges and opportunities.  It is becoming increasingly 
important that we embrace digital technology in order to communicate with family 
and friends, perform tasks at work and complete further education and training.  In 
fact, many of us have to learn new digital technologies to keep up with and 
communicate with our children and grandchildren! 

Use Digital Technology is Competency D in the Ontario Adult Literacy 
Curriculum Framework (OALCF).  This competency is not restricted to using a 
computer but also includes using cell phones, automated bank machines and digital 
cameras. 

When we use digital technology, we also use other competencies.  For instance, 
we: 

• use icons (Find and Use Information) to navigate a web page. 
• write emails to coworkers (Communicate Ideas and Information). 
• use calculations (Understand and Use Numbers) in a Excel worksheet to 

total columns of numbers. 

To assist you to develop and use digital technology skills, we have developed ten 
‘How-to’ Sheets. 

 

Levels of Use Digital Technology 
You will want to know that you are becoming more competent using digital 
technology while you learn how to text, upload pictures to your Facebook page or 
set up a Twitter account.  One way to see your progress is through the OALCF 
Levels.  Each ‘How-to’ Sheet has a blue box with ‘D.’ followed by a number (e.g. 
D.2).  The ‘D’ stands for the competency Use Digital Technology and the number 
stands for the level.  The higher the number, the more complex the task. 

Use Digital Technology is the only competency addressed in the Sheets. 
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Facebook 101           
 
The internet is growing and expanding at such a rapid rate, it can be difficult to 
keep up-to-date on the most recent social networking sites.  Facebook is one of the 
most commonly-used sites on the web and is fairly easy to manoeuvre once you 
get the hang of it.  Setting up an account is simple and fast, making your family 
and friends only fingertips away.  

1. Go to www.facebook.com               
 

2. Fill out the required information in the “Sign Up” box located on the main 
page.  

 
3. Click “Sign Up”.  

 
4. Follow the instructions on the screen through the steps below: 

 
Step 1: Find Friends; can be done through Hotmail, Gmail, etc. 
 
Step 2: Profile Information; fill in your education, relationships, 
favourite thing. 
 
Step 3: Profile Picture; done by taking one with a webcam hooked up 
to your computer or by finding a file in a previous existing folder. 

 
5. Verify your account by going to your email service and clicking on the “Get 

Started” button in your inbox.  
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Facebook 201           
 
Once you’ve activated your Facebook account, you will gain access to the many 
features it has to offer, such as finding old friends, posting on other user’s walls, 
commenting and posting links, videos and much more. 
 

1. The search bar is located in the top center of the screen.  If you want to find 
someone or something in particular you can locate it through the search bar. 
Search results are narrowed down by adding your own location information. 
  

2. You can go back to check on your profile’s features at any time by clicking 
on “Your Name” in the top right hand corner of the screen.  

 
3. In the top left corner, there are three symbols beside the Facebook emblem. 

The symbol showing two people are your friend requests.  The conversation 
bubbles represent your inbox and can also be used to send direct messages.  
The globe is your notifications and shows you when someone has interacted 
with you, for example, a tag in a picture, a comment on your wall, etc.  
 

4. The main news feed, which is the home page, will have all the updates from 
friends, liked pages and groups.  Comments can be added on anything by 
pushing “enter”. 

 
5. Facebook has added new features such as “subscribing” to people’s pages. 

You can control who views what on your page by clicking the downward 
pointing arrow in the top right hand corner and selecting “Privacy Settings” 
and following the on screen instructions.  

 

 

D.2 
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Skype             
Skype is an easy way for families or friends living in different cities to talk for 
free.  One of its features offers the opportunity to see one another face-to-face.  For 
an additional cost, Skype can also be used to make phone calls or send text-
messages to cell phones.  With just a few easy steps, your computer can become 
your personal telephone.  

To get started, go to www.skype.com.      

1. Click “create account” in the top right-hand corner of the screen.  
 

2. Input the required information and follow the onscreen instructions.  
 

3. The next page will ask if you want to buy “Skype Credit”.  This 
allows you use your computer to call other telephones or send text 
messages.  It’s optional and can be skipped if desired.  

 

4. The next page will take you to a download screen.  If the download 
does not start automatically, the on-screen instructions will help you. 
Make sure before you download the program that you are 
downloading the version that is compatible with your operating 
system (OS), whether it’s a Mac or a PC.  

 

5. After the download finishes, depending on your OS, the program will 
walk you through the instructions for saving to your applications 
folder.  

 

6. Once you’re ready to start using Skype, input your “Skype Name” and 
password to sign in.  From here you can add your contacts, use the 
phone or video to call others.  
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Texting             
 
Texting is a quick, easy and affordable way to send messages from your cell phone 
to family and friends without racking up a hefty phone bill.  Although phones have 
different layouts depending on the brand, the basics of texting are the same 
universally.  
 
If you own a Blackberry, you have the option of regular texting. 
 

1. Select the address book from your list of applications.  “Applications” is the 
term used for the different functions of your cell phone. 
 

2. Scroll over to the name you wish to text and click the Blackberry 
symbol/menu button. 
 

3. You can either SMS, which is a regular text message or MMS which allows 
you to send texts as email. 
 

 
 

4. After you’ve finished your message, click the menu button and select send.  
 

5. To use BlackBerry Messaging(BBM):  
 
1. Go to the main menu and select “Instant Messaging” from the list of 

applications. 
 

2. Select Blackberry Messenger. 

D.2 
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3. If you are adding a contact by scanning their barcode, select “Invite 
Contact” under the Contacts tab.  Select “scan a person’s barcode” from 
the page on the screen and take a picture of the barcode you wish to scan.  
You can find your own bar code by clicking your display name at the top 
of the page.  
 

4. If you are adding a contact using their pin number, email or name, follow 
the same directions as the step above but select “Enter a person’s email, 
PIN or name” instead. 
  

5. You can start a conversation with any of your contacts by clicking their 
name.  It will take you directly to a new window and you can begin 
sending your message.  
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Abbreviations           
 
As if texting wasn’t an easy enough way to communicate with others, there are 
abbreviations for many common phrases.  
 
LOL – Laugh Out Loud – used if something is funny.  
BRB – Be Right Back – leaving the computer or conversation momentarily.  
ROFL – Rolling On Floor Laughing – another example of expressing humor.  
IKR – I Know Right?   
IDK – I Don’t Know  
BTW – By The Way 
IMO – In My Opinion  
TBH – To Be Honest 
OMW- On My Way  
GT- Good Times 
OMG – Oh My God  
 
The chart on the next page offers further examples of abbreviations and symbols.  
This chart is courtesy of the Kingston Whig Standard of April 24, 2012. 
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Twitter             
 
There are a lot of applications on social networking sites such as Facebook, but 
Twitter has taken the simple idea of the status update and has made it easy to 
communicate your thoughts to your social circle.  Setting up an account is easy and 
fast:  
 

1. Go to www.twitter.com. 
  

 
 

2. Enter the required information in the boxes displayed on the home page 
and click “sign up”.  

 
3. Follow the on-screen tutorial.  You can “follow” pages of interest to you, 

and connect with friends through email services such as Hotmail, Gmail 
or Yahoo by clicking “search contacts”. 

 
4. To use all of the features on the website, you must confirm your account. 

Check your email inbox for a conformation email from Twitter, and click 
on the link provided.  If there is no email, wait a few minutes and check 
back or request it be re-sent on Twitter.  This option can be found in the 
yellow drop-down menu at the top of the screen. 
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Twitter Extras           
 
Once you’ve activated your Twitter account, you will gain access to the many 
features it has to offer.  These features include tweeting, hashtags, and keeping up-
to-date on all your favourite celebrities, family and friends.  If you want more 
guides to help you get started, go to Youtube and search “How to use Twitter” or 
“Twitter Tutorial – Getting Started”. 
 

1. After you’re confirmed, you’re ready to start “tweeting”!  You can write 
up to 140 characters into the box under the “What’s Happening” heading. 

 
2. To mention another profile in your tweet, insert the “@” symbol before 

the name and they will be notified. (ex. @LLEO).  
 

 
 

3. A hashtag is another way to “tag” something in your tweets and find out 
who else on Twitter is posting about the same thing you are.  After 
you’ve written your tweet, insert the “#” symbol followed by a trend 
relating to your post.  For example, the Twitter How-to Sheet really 
helped me become familiar with the site!  #thanks LLEO. 

 
4. There are three options you can choose from to interact with another 

person’s tweet.  “Retweeting” is posting another person’s tweet on your 
profile.  “Favouriting” saves the tweet on your profile, and replying 
allows you to comment directly on the tweet.  These can be found under 
the tweet by moving the cursor over the post.  

 
5. The sidebar on the right hand side of the screen is designed to make 

setting up your profile as easy as possible.  Click on any of the headings 
such as “Upload a profile picture” or “Write a short bio” and follow the 
onscreen instructions to personalize your account.  

 

D.2 
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6. If you have a Smartphone, you can access your Twitter account from 

your mobile phone.  If it is not already programmed, select “download a 
twitter application to your phone” from the sidebar on the right hand side 
of the homepage and follow the onscreen instructions.  
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Uploading/Sending a Picture       
 
They say a picture is worth a thousand words.  Well, now uploading pictures you 
take on your phone is easy and fast.  
 
Uploading a picture to Facebook: 
 

1. Take a picture or select one from your picture library.  To do this, select the 
camera application from the main menu.  Now, hit the menu button and 
select view pictures. 
 

2. After choosing your desired photo, move the cursor over the picture so it is 
highlighted. 
 

3. Click the menu button. 
 

4. Highlight Send or Share.  
 

5. Open the pop-up menu by clicking the trackpad/trackball and select “Send to 
Facebook”. 
 

 
 

6. To send a picture as a text: 
 
1. Follow the same first four steps as above. 
2. Select Send as MMS.  
3. You can either select a contact from your address book or enter a number    
you will only be using once.  
4. Select your desired size of the photo (Original 2048X1536 is standard and 
will work for the majority).  
5. Select Okay. 
6. Enter the message you wish to send along with the picture. 
7. Click the trackpad/trackball and select Send. 
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Youtube            
One of the greatest things about the internet is its ability to house almost any 
information you might need, including songs and videos from years past, all 
available at your fingertips for free.  Youtube has become one of the newest and 
most popular web sensations, since you can find music, funny videos and even 
some full-length films in its directory.  Here are a few simple steps to follow to 
create your own Youtube account:  

Go to www.youtube.com.                     

 
1. From here there are two options: 

 - Use the website freely without creating an account  

 OR 

 - Select “create account” from the top right hand corner.  

Opening an account allows you to create playlists, see your viewing history 
and keep a collection of your favourite videos.  Youtube also creates a 
“personal subscription” for you, so it remembers what things you find 
interesting and suggests new things for you to try.  

3.  If you’ve decided to start an account, follow the onscreen instructions.  

 4.  You may notice that the sign-up page asks you to input a “Google 
 email”.  This is because the same company that owns Youtube also owns `
 Google, so with your Youtube account you also get Gmail and Google 
accounts (Google’s email and new form of Facebook).  

 5.  Google has a convenient dashboard at the top of its page to allow you to
 move easily between its multiple domains.  Once signed up for one, you can 
 use all that Google has to offer.  
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Creating a Netflix® Account       
 
Watching your favourite TV shows online is now simple and pain-free using 
websites like Netflix.  Often free-streaming sites house viruses, but Netflix 
provides you with the first month free followed by safe and unlimited access to 
movies and TV shows for only 8 dollars a month.  
 
1. Go to www.netflix.com. 

 
 
2. Enter your information in the box with the heading Start Your 1 Month Free 
Trial.  
 
3. Enter your credit card number and information and click Start Membership.  
 
4. After you’ve started your membership, you are able to customize your account 
by rating TV shows and movies that you have already seen so Netflix can suggest 
other shows and movies you may like.  
 
5. You can search the site through the Genre tabs to browse through unseen shows 
or use the search bar in the top right corner of the page to find your current 
favourites.  
 
6. You can cancel your subscription at any time through the website without any 
extra charges.  Your credit card is only billed once at the end of every month. 
 
Helpful tips:  
 
-When streaming shows online, depending on how poor your internet connection 
is, there may be lagging or sudden stops in the stream.  To correct this, just leave 
your show paused for 5 minutes and come back.  
 
-Other websites that take up a lot of memory such as Facebook or Youtube can 
contribute to a stream running slowly.  If you close these pages, it will limit the 
amount of memory your computer needs to use and allow it to run more smoothly.  
This should help your streaming pace.  
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