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Overview of Module 8: Digital Literacy 
“Running water never passes by a hole.” 

The proverb should be written in a local vernacular based on the project locations. 
 

Module 8 Objectives 
 
By the end of the module, participants will be able to: 
 
 Identify ways to create an online presence such as via email and social media 

platforms such as Facebook, WhatsApp, YouTube, etc. 
 Determine ways in which to present one’s skills, experience and interest online 
 Analyze people’s online presence to identify successful elements and strategies of 

online presentation  
 Identify ways to use an online presence in finding work and growing ones’ 

business 
 Become aware of safety practices when online to protect against hackers, 

scammers, etc. 
 Recognize when cyberbullying, including shaming and attacking, is taking place 
 Take a proactive stance against cyberbullying 
 Use critical thinking skills to analyze online resources (who is posting, why, source 

of information, etc.)   
 Evaluate the quality of sources of information 
 Search effectively for online resources 
 Use online resources to find work and further businesses 

 
Module and Activity Timings 

Activity Time 

Session 1: Creating Your Own Online Presence                                    4 hours 45 minutes 
1: Introduction to Digital Literacy and Online Presence (including Self-
Assessment) 

25 min 

2: Types of Online Presence 1 hr 30 min 
3: Steps to Creating an Online Presence 1 hr 35 min 
4: Communicating by Email in the Workplace 1 hr 15 min 
Session 2: Digital Citizenship      3 hours 5 minutes 
5: Safety and Security  1 hr 35 min 
6: Cyberbullying, Trolling and Cyber Predators 1 hr  
7: General Guidance on Being a Cyber Citizen 30 min 
Session 3: Finding Online Resources 2 hours 45 minutes 
8: Questioning Online Information 45 min 
9: Improving Your Internet Searches 1 hr 15 min  
10: Module 8 Review 45 min 

Total Time: 10 hours 35 
minutes 



Module 8: Digital Literacy   Trainer’s Manual - Sample 
 

Work Ready Now | The Youth Activity | Liberia   Page 8 

 
Written Documentation 

 
This is a list of all the written tasks that participants must complete. The trainer will place 
a check mark on the submitted documents and follow up on those without a check mark. 

 
 Pre-Module Self-Assessment 

 Worksheet 8.1: Proper Emails   

 Worksheet 8.2: Email in the Workplace 

 Worksheet 8.3: Do You Act Like a Cyberbully? 

 Post-Module Self-Assessment 

 Module Quiz 

 Writing Space 

 
Handouts 

 
 8.1: Different Types of Social Media 

 8.2: Building Your Online Presence    

 8.3: How to Keep a Positive Online Reputation for Work and Starting a Business 

 8.4: Email Tips 

 8.5: Identity Theft, Cyber Scams, and Online Shopping Risks 

 8.6: Safety and Security Online  

 8.7: Cyberbullying, Trolling, and Cyber Predators 

 8.8: General Guidance on How to Be a Cyber Citizen  

 8.9: How to Use Search Modifiers 

 Post-Module Self-Assessment 

 Module Quiz 

 Writing Space 
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Trainer Tools 
 

 8A: My Online Reputation Is at Stake   

 8B: Scenarios for Online Safety and Security 

 
Materials and Preparation  

Module 8  
 
 Basic training materials: flipchart paper, markers, tape, A4 paper 

 Other materials: Computers/tablets/smartphones – participants may need to use their 
own devices and you will group them, ball (or small object that can be tossed) 

 
Session 1 
 Find an object (such as a ball) that can be tossed from person to person. 

 Review main concepts from previous module. 

 Identify the number of computers available and determine group sizes based on the 
number available. 

 Make sure all computers are turned on and ready to use. 

 Review Handout 8.2: Building Your Online Presence. 

 Make copies of the Trainer Tool 8A: My Online Reputation is at Stake for each 
participant. 

 Review Handout 8.3: How to Keep a Positive Online Reputation for Work and 
Starting a Business. 

 Prepare 4-6 ‘tags’ or photographs that may not look appropriate to an employer, but 
are common among youth. You will need these to post in some participants’ online 
profile. 

 

Session 2 

 Prepare copies of the Trainer Tool 8B: Scenarios for Online Safety and Security for 
each group or write the scenarios on flipcharts or the board. 

 Prepare 3 flipcharts, the first one with the title “Social Media – Mary’s story”, the 
second one will read “Cyber scams – John’s story” and the third one, “Online 
Shopping – Andrew’s story.” Divide each flipchart in 2 columns with the titles: “risks” 
and “safety and security Activity Tools.” 

 Find a ball or object to toss. 
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Session 3 

 Identify the number of computers available and determine group sizes based on the 
number available. 

 Make sure all computers are turned on and ready to use. 

 

 
 

Session 3: Finding Online Resources 
 

Key Topics 
 

 Information: is it true or false? 
 Strategies to determine the most reliable information  
 How to search online resources 
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Activity 8: Questioning Online Information 

 

Objectives: By the end of the activity, participants will be able to: 
a. Recognize that information found on the internet is not always true. 
b. Use critical thinking skills to analyze online resources (who is posting, why, source 

of information, etc.). 
 Time Required: 45 minutes 

 Methodology: reflection, small group work, large group discussion

 

Materials: flipchart paper, markers, tape, computers 
Preparation: 
 Identify the number of computers available and determine group sizes based on 

the number available. 
 Make sure all computers are turned on and ready to use. 

 

Steps: 
 

1. Welcome participants to Session 3: Finding Online Resources. Explain that now they 
are familiar with having an online presence and how to be safe, we are going to 
focus on finding and analyzing resources we find online.  
 
Ask participants to consider a time that they read something online that they were 
sure was untrue, or when someone told them about something they read online that 
seemed unbelievable: What made you question its truthfulness or validity? Had you 
seen contradicting information somewhere else online? Write responses on 
flipchart.           

(10 min) 
 

2. Next, ask participants to think about a time when they read more than one report 
about something that had taken place, and the reports presented the event/activity 
differently.  
 
Example: a football match where one report says that the visiting team was 
aggressive from the kick off keeping the home team and their crowd from getting 
involved, while another report says that the home team chose to stay back and play 
cautiously, choosing to prevent being scored on.  

 
Ask them to write it down in their Handbooks.  

(5 min) 
 

3. In groups of 2-3, participants identify a recent event that is likely to have been 
reported by more than one online media outlet.  
 
Instruct each group to find websites that describe that event in different ways. 
Encourage groups to discuss why seemingly ‘factual’ reports might be notably 
different.  
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(15 min) 
 

4. Summarize the discussions and highlight the following points:  
   

a. Written information, just like oral information, is not necessarily true or 
correct, even if it is found on the internet or a popular website. 

b. The perspective of the person/company posting the information will influence 
(and sometimes bias) both the way they present the information and the 
information itself. 

c. Getting information from more than one source allows you to triangulate, or 
validate the information by checking several different sources. 

(10 min) 
 

5. Invite participants to again reflect on their own experiences, noting that the amazing 
access to information on the internet must be tempered by a healthy understanding 
that some information may not be correct or complete.     

(5 min) 
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Activity 9: Improving Your Internet Searches 
 

 

Objectives: By the end of the activity, participants will be able to: 
a. Search effectively for online resources. 
b. Use online resources to find work and further businesses. 

 Time Required: 1 hour 15 minutes 

 Methodology: small group work, role play, large group discussion

 

Materials: flipchart paper, markers, tape, computers 
Preparation: 
 Identify the number of computers available and determine group sizes based on 

the number available. 
 Make sure all computers are turned on and ready to use. 
 Put the instructors for small group tasks on a flipchart. 
 Review Handout 8.9: How to Use Search Modifiers. 

 

Steps: 
 

1. Ask participants to share their experiences related to searching for information on 
the internet: What website did they use? How did they decide what words to type in 
to carry out the search?         

(5 min) 
 

2. Ask participants to think how they would search for information about starting a 
bottled water company in their town.  
 
Each person should write down the website(s) they would use, and what word(s) or 
phrase they would use to start the search.  

(5 min) 
 

3. Ask participants to work in pairs:  
 

a. First, compare their planned searches.  
b. Then actually carry out those searches on different computers.  
c. Reflect with their partner: Were the search results and links similar, or did the 

different words change the results of the search? 
                                      (10 min) 

 
4. Back in the large group, ask participants to briefly share their observations about the 

task, and about carrying out the same task but in different ways.    
(5 min) 

 
5. Ask whether anyone understands and can explain how search engine websites such 

as Google, Yahoo, Bing and the like actually work:  
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a. How do they go from the words entered in the search bar to a series of (many, 
many) links related to that topic?  

b. How does a link to a specific website appear in the list—is Google (or 
whatever search engine) ‘smart’ enough to know about every website, or 
might it be that the websites somehow ‘attract’ Google’s attention when 
certain words are entered?    

 
Remind participants that a search engine is “…a computer program that searches 
documents, especially on the World Wide Web, for a specified word or words and 
provides a list of documents in which they are found…”1  

       (10 min) 
 

6. Recalling the differences between how participants search for information about the 
bottled water company, introduce the concept of ‘search modifiers.’  
 
Using search modifiers allows a user to narrow the results of a search by asking the 
search engine to focus on or limit its search to specific parameters. It is a method of 
carrying out an ‘advanced search’ on a topic.      

(5 min) 
 

7. Explain that in the same way that adding certain words to a search leads to more 
precise information, search modifiers can lead to more desired results. Ask 
participants to turn to Handout 8.9: How to Use Search Modifiers for an 
introduction to options for carrying out an advanced search.    
  

(10 min) 
 

8. Show the flip chart with the task. Have participants do the following: 
 

a. Review the website link for the handout.   
b. Try using various search modifiers for finding work or providing ideas on 

starting and growing a business 
c. Observe the changing results of similar searches. 
  

Trainer Tip 

Depending on their computer abilities and how comfortable the youth are with 
internet use, you can choose to focus on fewer search modifiers than the ones 
listed in the handout. 

 
(10 min) 

 
9. Back in the large group, ask participants how being able to do an improved search 

can help with finding work or starting and growing a business.     
(5 min) 

 
                                                           
1 Definition taken from the Merriam-Webster dictionary online at: https://www.merriam-
webster.com/dictionary/search%20engine 
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10. Summarize the session by asking participants to share notable observations about 
finding and trusting information found on the internet, strategies for improving 
searches carried out by users, and ways that website owners direct search results 
towards their websites.        

 (10 min) 
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Handout 8.9: How to Use Search Modifiers 
 
Here are the “top 4” search modifiers for carrying out advanced internet searches on Google.2  
 

1. “Query” … quotation marks, or “query” will instruct Google to look for only the exact match 
of your query, also known as exact match search. 

 
2. Query + query … using “+” within search will make sure both your queries appear within 

each result. 
 

3. Query … the subtract modifier will remove any query you don’t want in the search results. 
 

4. Query OR query … allows you to search for multiple terms. 
 
Let’s see how these modifiers can help us on our online searches, whether it is to look for a job, to 
start your own business, or for personal or educational purposes. To help on this process, here is a 
search example for Sebastian. He is looking for a job as an accounting clerk and writes the following 
in the google search engine: accounting clerk jobs Liberia. Here is what he finds through his search 
on Google: 
 

 
 
                                                           
2 http://searchengineland.com/top-10-search-modifiers-why-they-matter-what-they-are-how-to-use-them-
173343, retrieved October 28, 2015. 
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However, he wants to find job advertisements for youth who have no or little experience. This is 
where the “query” search option comes handy.  
 
 

1. “Query” … quotation marks, or “query” will instruct Google to look for only the 
exact match of your query, also known as exact match search. 

 
 
Sebastian types in accounting clerk jobs “no experience” and the first results in his search shows jobs 
where the word “no experience” is included in the description.  
 

 
 
Sebastian also wants to broaden his job opportunities and starts looking in different cities. He uses 
the query + query and types accounting clerk jobs Accra + Tamale. The search results show job 
positions in both cities.  
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2. Query + query … using “+” within search will make sure both your queries appear 
within each result. 

 
 
 

 
 
Sebastian is also interested in checking accounting clerk opportunities that require less than 5 years 
of experience. He uses –query and writes accounting clerk jobs Ghana -5 years experience. The first 
results show job opportunities that fulfill that criteria. 
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3. –query … the subtract modifier will remove any query you don’t want in the search 

results. 
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Finally, he wants to open up his possibilities and searches also for administrative positions using 
query OR query. He writes accounting clerk OR administrative assistant Liberia. 

4. Query OR query … allows you to search for multiple terms. 

 

 

 

 


