[image: Logo for the TAACTIC project ICT skills for all]



Digital competences passport







Organisation declares that

NAME & SURNAME of the trainee attended a training module to improve their basic digital skills within the organisation/project/training program/…

Place, period & duration of the training
















Place & Date of issuing: 		

Signature:



	


	1.	COMPUTER ENVIRONMENT

	A: Know the computer environment (keywords: computer, hardware, software)

	Level 1
	Level 2
	Level 3

	Ability to turn the computer on and off properly.
Ability to recognize the difference between hardware and software.
Ability to recognize the computer and its components, hardware and peripherals (webcam, USB stick, external hard disk, router).
Ability to use audio systems (headphones, external speakers). 
Ability to use keyboard and mouse properly to interact with the operative system (double click, left and right button).
Ability to recognize the main commands and icons (stop, reboot, reboot with update, copy and paste...). 
Ability to recognize how to open the main programs (programs for text files, to create spreadsheets, internet browsing...).
Ability to use an internet connection already set up on the computer.
	Ability to handle the necessary updates.
Ability to set up and check the internet connection (enter password and log in, use hotspots).
Ability to find a program/application on the computer.
	Ability to personalize the desktop.
Ability to work with the recycle bin and erased files.
Ability to search, install and uninstall a programme/ application.
Ability to install external components (scanner, printer ...).



	B : Know the mobile device (keywords: computer, hardware, software)

	Level 1
	Level 2
	Level 3

	Ability to recognize the main commands and icons (hotspot and Wi-Fi), download apps, use a pressure touch system.

Ability to save and manage my contacts properly by logging into my google account.

Ability to use an internet connection already set up and saved on the device.
	Ability to set up the different system settings 
(Restart, shutdown, airplane mode, hotspot).

Ability to handle the necessary updates.

Ability to set up and check the internet connection (search for available internet connections, enter password, hotspots).
	Ability to install applications on the device.

Ability to manage Bluetooth connections.






	2. COMMUNICATION

	Use the communication systems (keywords: account, mail, Skype)

	Level 1
	Level 2
	Level 3

	Ability to explain what an account is.

Ability to use a previously created account.

Ability to use a mailbox (read, reply, forward, write, attach a file...).

Ability to use WhatsApp.
	Ability to create an account if needed. 
Ability to use communication programs and applications (google meet, skype, Zoom). 
Ability to recognize the main commands of video communication systems (microphone, camera, chat...).
	Ability to manage an account between different devices.
Ability to synchronize accounts and cloud spaces by managing their backups.
Ability to manage the main social networks safely (Facebook, Instagram...).





	3. INFO SEARCH

	Search for information (keywords: search, maps, translations)

	Level 1
	Level 2
	Level 3

	Ability to use a search engine.

Ability to use and find info on Google maps (or other similar).
Ability to use Google translate
	Ability to use a browser and understand a web page.
	Ability to create an itinerary with multiple stops, save it and print it out.
Ability to evaluate reputable information and use a reliable source (fake news).


	4.   CONTENT CREATION

	Create contents (keywords: doc, pdf, xls, jpg)

	Level 1
	Level 2
	Level 3

	Ability to create a new file and I can save it by using Microsoft Word, Google Documents, LibreOffice or similar.
Ability to retrieve the previously created file.
Ability to create a simple text document following a layout (for example I can write my curriculum vitae).
Ability to enter text or numerical data into a cell in a spreadsheet using Microsoft Excel, LibreOffice Calc or similar.
	Ability to recognize the main types of files and choose the appropriate format (docx, pdf, xls, jpg, mp3 ...).
Ability to recognize the basis of word processing (layout, copy, paste, save as, print...) using Microsoft Word, Google Documents, LibreOffice or similar.
Ability to use the basic commands of a spreadsheet (cell format, main formulas, data types, copy and moving information…).
	Ability to create a simple spreadsheet on Microsoft Excel, LibreOffice Calc or similar with basic formulas (for example creating a timesheet or an expenses control table).
Ability to create a pdf file directly by different types of tools (Web contents, Microsoft Word, Google Documents, LibreOffice, Microsoft Excel, LibreOffice Calc or similar).
Ability to convert a file (e.g. from word document to pdf).
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	5.   FILE MANAGING

	Manage files (keywords: USB, cloud)

	Level 1
	Level 2
	Level 3

	Ability to save data on PC, or mobile device or removable media.
Ability to storage media and their capacity.
	Ability to recognize the main units of digital information (KB, MB, GB and TB).
Ability to backup files on my computer.
Ability to organize files on folders.
	Ability to manage the storage of files in a cloud space as Dropbox or Google Drive.
Ability to manage zip files.
Ability to manage the access to subfolders.


	6.   SECURITY

	Cybersecurity and problem solving (keywords: digital identity, login logout, password)

	Level 1
	Level 2
	Level 3

	Ability to choose a safe password.
Ability to explain the importance of an antivirus. 
Ability to use bank systems safely (credit, debit and prepaid card).
	Ability to protect my computer (backup, antivirus, software regular updates...).
Ability to proper logout. 
Ability to find support and assistance when a technical problem occurs or when using a new device, program or application.
	Ability to explain what a digital identity is.
Ability to understand potential risks of sharing personal info online. 
Ability to recognize the main dangerous software (malware, spam, etc.).
Ability to recognize a phishing fraud.
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