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Preface
Following the completion of LiNT Focus Groups surveys and Best Practices’ examination in
the partner countries, the consortium has reached an understanding that training needs have
to be addressed and associated material has to be developed along seven modules resulting
from the distinct problem areas identified in young entrepreneurs’ literacy and numeracy
training.
Thus, the identified needs allowed for the formulation of the following training Modules:

 Module No. 1: Effective Speaking
 Module No. 2: Understanding Business Regulations
 Module No. 3: Recognizing the Main Idea (Active listening)
 Module No. 4: Financial Literacy for SMEs
 Module No. 5: Blogging is all about Literacy (Digital literacy)
 Module No. 6: Improving Writing
 Module No. 7: Computer Skills and Literacy

The material of the Module in hand will be used during the training sessions organised in
each partner country, also making use of the LiNT Learning Platform through which pilot
training participants will interact among themselves and with the programme’s trainers.
AFORMAC would like to acknowledge the contribution of Mathieu Schaefer, Sarah Beaudry,
Marie-Noelle Dufour, Xavier Braz, in the elaboration of this module.
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DECLARATION
The present module has been prepared solely for training purposes. Its text does not necessarily claim
originality, as, besides the authors’ own contribution, it is also based on material from various other sources
considered to be relevant, useful for training purposes and transferable. This is dully acknowledged in the text
in various ways. The authors however accept responsibility for any failure to fully record all such instances in
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Module Outline
The Module No. 7: “Computer Skills and Literacy” is focused on Digital Skills and Literacy and more
specifically on how to create a support for digital writings and business presentation. The learner will
discover how to present his business effectively on the internet and how to create a platform such as
a WordPress and make the first outline of a front page or landing page.
It aims to support the learner in the creation of online content and digital marketing. The module is
structured in X Sessions which are progressively leading to a fully functional web presence.
The Key points of the module are:
-

Learning about websites
Creation of a WordPress
Create an attractive front page

The general learning objectives are to improve learner’s digital literacy in the way of effective website
creation. The learner will need to follow a guide to create an online presence for this he needs to
address all different basic digital competences enforcing therefore it’s digital literacy.
On the other hand, more transversal skills are addressed through the fact that the learner needs to
gain in autonomy and responsibility as well the trainee also needs to understand the global concept
of a structured webpage such as a Wordpress: How does the different pages and outings are linked
and to analyze it’s needs and.
Reference framework: DigComp 2.0 competence areas and competences Competence area
Competences (used by UNESCO to qualify digital skills)
1. Information and 1.1 Browsing, searching and filtering data, information and digital content
data literacy
1.2 Evaluating data, information and digital content
1.3 Managing data, information and digital content
2. Communication 2.1 Interacting through digital technologies
and collaboration
2.2 Sharing through digital technologies
2.3 Engaging in citizenship through digital technologies
2.4 Collaborating through digital technologies
2.5 Netiquette
2.6 Managing digital identity
3. Digital content 3.1 Developing digital content
creation
3.2 Integrating and re-elaborating digital content
3.3 Copyright and licenses
3.4 Programming
4. Safety
4.1 Protecting devices
4.2 Protecting personal data and privacy
4.3 Protecting health and well-being
4.4 Protecting the environment
5. Problem solving
5.1 Solving technical problems
5.2 Identifying needs and technological responses
5.3 Creatively using digital technologies
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5.4 Identifying digital competence gaps
Taking as reference framework indicating the skills and competencies that will be improved through
the training, the DigComp 2.0 framework (Vuorikari et al., 2016) the following competences will be
improved:
1. Information and data literacy




1.1 Browsing, searching and filtering data, information and digital content
1.2 Evaluating data, information and digital content
1.3 Managing data, information and digital content

2. Communication and collaboration




2.1 Interacting through digital technologies
2.2 Sharing through digital technologies
2.6 Managing digital identity

3. Digital content creation




3.1 Developing digital content
3.3 Copyright and licenses
3.4 Programming



4.2 Protecting personal data and privacy

4. Safety

5. Problem solving




5.1 Solving technical problems
5.2 Identifying needs and technological responses
5.3 Creatively using digital technologies
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1. What is a website, Why wordpress
Aim of the section:
The learner will discover of what is composed a website and the WordPress platform. This is needed
for the second section where the learner will create a free Wordpress website.
Materials/ Equipment/ Resources:
Each participant needs acces to a computer and an E-Mail account. For those who already have a
concrete business idea it may be profitable to get a domain name directly otherwise they may use
free WordPress account.

Aims/ Objectives/
Learning Outcomes
Understand what is a
website

Methodology/ Content

Duration

Preparation:
Make sure that each participant has access to a computer and has an E-Mail
account.
Implementation/ Instructions:
Ask the participants to make a research on what WordPress is and let them time
to discover the universe of the CMS. Maybe you can talk about Open source tools.
Then move on with the second section. Learners may need help to understand
and get guidance.
Reflections & Debriefing:
Ask for questions and encourage learners to think about their domain name.

What is a website ?
What exactly is a website?
Websites are without doubt the most important element of the internet. A website is a collection of
web pages and related content that is identified by a common domain name and published on at
least one web server. Notable examples are wikipedia.org, google.com.
The central page of a website is called a home page. This is usually the first page you see when you
call a website up and can also be called a ‘start page’ or ‘index page’. From here onwards, the user
delves into the site’s subpages.
A digital web presence enables content such as texts, images, and videos to be displayed on the
internet. There are many reasons why business people need a representative website: to inform
potential customers about products and services, to represent the company, to enable contact with
different departments, or to distribute goods online. For private users, a website gives them the
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chance to actively take part in public affairs.
Many companies include a link to their website on their business cards or in their e-mail signature.
When this address is typed into a browser’s search field (known as the uniform resource locator,
URL), the start page of the website appears.
Most often websites are created using Content management systems:
Content like texts, images and videos can be updated using an editor, which is similar to a website
construction kit. Editorial tasks can be carried out with a CMS, even by those who aren’t the most
computer proficient.
Three essential elements for websites are: the domain name, the hosting and the CMS. Without
them, you simply won't be able to give life to the site of your dreams. They are in a way the
foundations of your future site.
The Domain Name
A domain name is the equivalent of your postal address on the Internet. It is the name that appears
after the www in the web address of your WordPress site. For example, google.com is the domain
name (NDD) associated with the google search engine.
An NDD consists of two parts:
1.
2.

A name, consisting of a set of characters.
An extension. It is also called a TLD (Top Level Domain), and is often associated with a
country (e.g. .fr, .be, .es, .ch etc.). In total, there are more than 1,000 TLDs available on
the market.

For example, in the domain name google.com, google is the name and .com is the extension.
Your domain name must be readable and pronounceable. Legibility is very important. You can tell if
your domain name is readable by imagining yourself communicating it to a relative or a future
customer.
It must also be memorable while remaining original and not too long. You should also be careful to
remain original when you choose your domain name: don't take something that is too close to a
registered trademark.
Hosting
If the domain name is considered as your postal address on the web, then let's say that the host is
your home, so to speak.
A web host is a company that stores the files that make up your site (in our case WordPress) as well as
its database so that it is accessible 24/7.
There are several types of hosting but in our example, we will use a free web host: worpress.com.
Your site will therefore have a worpress.com extension which is a way to create a free website easily.
Afterwards you will of course be able to create a website with a .com extension.

Choosing WordPress?
By opting for WP, as it is usually abbreviated, you are opting for a popular solution. According to the
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latest figures at the time of writing, WordPress powers 35.4% of sites worldwide. It dominates the
CMS (Content Management System) market. If WordPress enjoys great popularity, it is because it
allows you to set up and administer websites more simply than others, while offering more
possibilities.
Flexible and highly customizable, it is accessible and appreciated by beginners who have never
created a website.
With Wordpress, it is possible to create websites without touching a single line of code.
Whether you are a beginner blogger, an ambitious entrepreneur, an artist looking for recognition, or a
small business starting out on the Internet, Wordpress is perfect for you.
We start our WordPress site building operation in the next section.

Section summary points:
 Three essential elements for websites are: the domain name, the hosting and the CMS
 A domain name is the equivalent of your postal address on the Internet
 A domain name is composed of a name and an extension
 The hosting is the home of the website and can be free or paid
 WordPress enjoys great popularity and is the first CMS (Content Management System)
 The website we are building will be free and easy to manage
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2. Create a wordpress website
Aim of the section:
The learner will discover how to create a website using the WordPress platform. The session even
being a step by step guide encourages learners to use many computer skills and learn to get familiar
with websites and internet. It will improve their literacy trough the whole process.
This is needed for the second section where the learner will create the front landing page of its
website.
Materials/ Equipment/ Resources:
Each participant needs acces to a computer and an E-Mail account. For those who already have a
concrete business idea it may be profitable to get a domain name directly otherwise they may use
free WordPress account.

Aims/ Objectives/
Learning Outcomes
Create a free WordPress

Methodology/ Content

Duration

Preparation:
Make sure that each participant has access to a computer and has an E-Mail
account.
Implementation/ Instructions:
Let the participants follow step by step the guided creation process and let them
time to discover the universe of the CMS background before passing to session 3.
Then move on with the section. Learners may need help to understand and get
guidance.
Reflections & Debriefing:
Take the time to have a look on each other’s domain name choice before
validating the whole, ask for open questions and let the participants follow the
most by themselves without doing it for them
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Let’s start with step by step process of building a site.
Step 1: Signup to WordPress.com
First you need to sign up at WordPress.com so go to http://wordpress.com/ you would find a screen
like the below one.
Click on Get Started.

You would be redirected to a
signup page.
Fill out the signup form. The
fields you must need to provide
are E-mail Address, Username,
Password and Blog Address
(Domain name). Click on Create
Blog!
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Once validated you will be redirected to a screen like this :

There are few things which you must know – The domain name you choose would be suffixed with
WordPress.com (since you are using WordPress platform for creating free website), for example
MyWebsiteName and it will be automatically suffixed with wordpress.com so the complete domain
name (Website’s address) will be MyWebsiteName.wordpress.com.
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Select the FREE option you will then be directed to a second screen:

Select “Start with a
directed to another

site” you will then be
screen:

And end up on the managing page of you very own first blog !
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Step 2:
email
Activate

Confirm
and
Blog

Once you
are done
with step
1, you
would be
able to
see a screen like the above one, but you still need to confirm your E-mail Address. Head over to your
email and Click on Activate Blog! in order to confirm the Address. The email you get would look like
the one shown below.
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Section summary points:
 A free website can be made on wordpress.com
 The website address will be MyWebsiteName.wordpress.com
 The general process is easy but learners need to be dedicated
 The use of several digital skills and literacy skills are necessary to achieve the session
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3. Create your homepage / Landing page
Aim of the section:
The learner will discover how to create a landing page and a theme using the WordPress platform.
This is the final step leading to a functional front landing page of its website.
Materials/ Equipment/ Resources:
Each participant needs access to a compute. For those who already have a concrete business idea it
may be profitable to elaborate their logos and color scheme directly.

Aims/ Objectives/
Learning Outcomes
Create a WordPress

Methodology/ Content

Duration

Preparation:
Make sure that each participant has access to a computer and completed session
2

2hrs

Implementation/ Instructions:
Ask the participants to make a research on what WordPress is and let them time
to discover the universe of the CMS. Maybe you can talk about Open source tools.
Then move on with the section. Learners may need help to understand and get
guidance.
Reflections & Debriefing:
Take the time to have a look on each other’s work, ask for open questions and
encourage learners to continue creating their online presence further more.

1 Install a Theme on your WordPress
To customize the created WordPress in Session 2 we will take advantage of the themes gallery which
comes with WordPress.
What is a Theme?
Fundamentally, the WordPress Theme system is a way to “skin” your WordPress site. Yet, it is more
than just a “skin”. Skinning your site implies that only the design is changed. WordPress Themes can
provide much more control over the visual presentation of your content and other data on your
WordPress site, as well as behavior of certain site’s elements while interacting with visitors.
Let’s start !
You need to login into your WordPress account and then on the homepage of the Dashboard you
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need to find the Themes section as shown in the image
above:

Then you can choose among a large variety of themes, take your time to choose the one that fit’s
most to your needs. (You can always have a preview). Once selected your preferred theme just click
on “ACTIVATE”.
Great !
Would you like to see what your future page will look like? Come on, let's have a quick look to get
used to the design. On your WordPress menu, at the top left corner you have a house icon with the
name of your website, drag the mouse over it to bring up the "Go to my site" section, do a CTRL + left
click, a new tab opens and your brand new site to customize is displayed!
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2 Customize your Theme to create a landing page
Theme Settings

Go to the WordPress menu on the left, on the "Appearance" tab, then "Customize". The
theme customization page will open and we'll be able to get started.
What is mainly interesting with the WordPress theme customizer is that you have live
rendering of your changes.

On the left menu you have the different elements to modify, on the right, your site, where
you will see appearing as you go along the different modifications you will make.
For example on the Customization tab > Theme Settings > Branding. Here you will be able to
change the logo of the theme with your own. Then, you will be able to choose whether or
not you want to keep the title of your site "Site Title" and whether or not you want to display
the description phrase or slogan of your company. It's up to you to decide according to your
preferences.

Let's now move on to the choice of fonts.
To make these changes, you must go to Theme Settings > Fonts. You will first be asked to
choose the main font, the one you will use everywhere and which will be used in the text
paragraphs on your site (see image - Font 1).
In a second step, you will choose, the font that will be used for your titles. Since this font will
often be bigger than the rest of the texts on your site, you can allow yourself a little bit of
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[June 2020]

LiNT Training Material – Module No. 7: “Computer Skills and Literacy”

fantasy, it allows you to highlight titles, subtitles, important phrases, etc.. (see picture - Font
2).
Thirdly, you will choose a font that will be used for small information, for example your
footballer, captions under photos, etc. Finally, the last font will be the one that will be used
for your menu. (see picture - Font 3)
That being done, we will continue on the same page, scrolling down the menu. Here you are
confronted with the choice of font colours. As far as your main text is concerned, the ideal is
to choose black or anthracite grey.

The module after "Page Structure" allows you to modify the structure of your page, in
particular the menu bar that you can calibrate at your convenience on the left or right.
Let's move on without further ado to the changes on the "Header", the path to get there
always remains following the "Theme Settings" settings. The header of the site corresponds
to the big bar with your logo and the menu. You can test the different proposals we advise
you to choose the "Header layout" by default. You also have the possibility to add a sentence
below the main header. Then you can change the background color of the header, as well as
the color of the border, and then change the size of the header, the border. Often the best
thing is to weary of the proposals as they are.
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Let's now move on to the changes in "Navigation". Simply check or uncheck the options
provided.

An option can be the modification of the "Blog" space but since we are making a One Page,
we advise you to uncheck this option.
Now we come to the last changes to be made in the "Theme Settings", the modification of
the "Footer". You will note that you have a dynamic display which is done directly in the
footer,so no need to change the year and the name of the site. However, if you wish, you can
add more text in front or behind, and change the term "Copyright" to suit your needs. And
we're done with the aesthetic changes to the theme.
Page Template Settings
AFORMAC
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Now let's go to the next tab which is "Page Template Settings". Here you will be able to
change the appearance of the search result pages, as well as the appearance of the no result
page. Since we only have one search page, there is no need to make any changes here.
Then, the "Site Identity" section will allow you to change the external appearance of your
site. Thanks to the "Colors" tab you can change the background color of your site.

Now let's move on to changing your menu. Ideally at this point in the creation of your site,
you have already had an idea of the blocks you will keep on this template. You are under no
obligation to keep the site as is, and you can remove or add sections to this menu. It's up to
you to decide according to your needs.

Here is a list of elements found on many websites, which are the current standard (you don't
have to put them all, of course):
▪
▪
▪
▪
▪
▪
▪

Legal notice,
Map of the website,
Company logo,
Contact information,
Company identification information,
Menu to the main pages,
Links to social networks.

You now have all the skeleton of your site which is realized. We can now focus on the page
itself.
Click “Save Changes” and then you can exit the theme editing menu using the small cross in
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the upper left corner.

Home Page

Once you get to the page called "Home Page", you have a whole page filled with different
blocks representing different parts of your site.

To modify the pages of your site we advise you to use the visual editor which will allow you to follow
exactly the modifications of blocks. To do this, you have to click on the 3 small buttons on the right
side of your page modifier and then on the button called "Modify".
Here you can make all the changes you want to make in your pages.
In another module we will discuss how to write a powerful blog article and how to present your
company on your website in order to guide you in the first steps of your presence on the internet.

Section summary points:
 Choose and Install a Theme
 Find and modify the themes settings
 Make choices and take decisions
 Learn how to effectively present on the internet

4. Further reading
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Getting Started With WordPress.com:
https://wordpress.com/support/getting-started-with-wordpress-com/
You can use this guide to learn:
▪
▪
▪

How to add content, like posts and pages, to your site
How to use the Block editor
How to use the Customizer to make site wide changes, like adding a menu and setting the
home page.

Using Themes With WordPress.com: https://wordpress.org/support/article/using-themes/
You can use this guide to learn all about themes and dig deeper into the theme content

Go further with WordPress: https://www.wpbeginner.com/
Here you can find many topics related to WordPress and become a real expert

5. Assignments and exercises
Exercises and Assignment
Exercise 1: Search for a regular hosting provider on the internet and search how much it would cost to
have a domain name and hosting
Exercise 2: Create your account on WordPress
Exercise 3: Apply a theme to your WordPress and modify colour and police style in the theme settings
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6. Multiple choice test
Question 1: What is a website
Answer 1
Answer 2
Answer 3
Answer 4
Answer 5
Correct answer(s)

An address like www.erasmus+.org
A shop
A computer
A collection of web pages

All of these
1&4

Question 2: How is called the central page of a website
home page
entrance page

Answer 1
Answer 2
Answer 3
Answer 4
Answer 5
Correct answer(s)

best page
index page
start page
1&4&5

Question 3: What composes a domain name
A name, consisting of a set of characters

Answer 1
Answer 2
Answer 3
Answer 4
Answer 5
Correct answer(s)

A website
A hosting address
An extension

Google
1&4

Question 4: What is Worpress
Answer 1
Answer 2
Answer 3
Answer 4
Answer 5
Correct answer(s)

A School
A graphic design software
A CMS to manage and build websites
A text editor
A tool
3

For session 2 Learners need to send the link of their registered WordPress to the teacher. It should
have a comprehensive domain name.
For session 3 Learners need to send the link of their modified WordPress with theme to the teacher, it
should have a new template and changed police and colors eventually a logo.
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Glossary
Administrator

Custom headers

Content Management System
(CMS)
Domain Name
Default Theme
Editor
Footer
Home Page

Metadata

Open Source
Page
Sidebar

Theme

Theme Editor
Template
WordPress.com

Is a user role in wordpress. When a user installs wordpress, it creates a
new user with the username and password defined during the
installation. That first user is assigned the user role of administrator.
They can perform all actions on a wordpress website and have full
capabilities.
Is a wordpress theme feature which allows theme developers to enable
support for customization of the header image. When custom headers
support is enabled in a theme, the users can replace the default image
used in the theme’s header with their own images.
A content management system or CMS is a software that facilitates
creating, editing, organizing, and publishing content. Wordpress is a
Content Management System, that allows you to create and publish
your content on the web.
A domain name is a name used to identify a website on the internet.
Beneath the surface, websites are associated with IP addresses.
Wordpress comes with a default theme to display the front-end of the
website. This is the first theme that you see when you first install
wordpress.
In wordpress the term Editor may refer to a pre-defined user role in the
wordpress user management system.
The term Footer usually refers to the bottom section of a web page in
the web design terminology. It usually contains information like
copyright notices, links to privacy policy, credits, etc.
The term home or home page is used in web development to refer to
the the main page of a web site. It is often used in the navigation menus
and other user interface elements of the website to direct users to the
main page.
Simply speaking, metadata is information about information. For
example, think about a document on your computer. Any information
about that document, like who created it and when, would be
considered metadata for that document.
Open source is a term used to describe computer programs with their
source code available for everyone to study.
A page in wordpress usually refers to the page post type. It is one of the
default pre-defined wordpress post types.
A sidebar in wordpress is referred to a widget-ready area used by
wordpress themes to display information that is not a part of the main
content. It is not always a vertical column on the side. It can be a
horizontal rectangle below or above the content area, footer, header, or
any where in the theme.
In wordpress, a theme is a collection of templates and stylesheets used
to define the appearance and display of a wordpress powered website.
They can be changed, managed, and added from the wordpress admin
area under Appearance » Themes.
Theme editor is a simple text editor in wordpress located at Appearance
» Editor. It allows you to modify wordpress theme files from the admin
area.
In wordpress theme development, a template defines part of a web
page generated by a wordpress theme.
Wordpress.com is a propriety blog hosting service provider.
Wordpress.com is not directly related to wordpress.org which is home of
the most popular open source CMS software, wordpress.
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