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1. Introduction
Digital literacy is the ability to use digital devices, applications, and online resources 
effectively, safely, and responsibly. In today’s world, technology plays an important 

role in education, communication, entertainment, and professional life.
From smartphones and computers to online learning platforms and digital payment 

systems, technology has made everyday activities faster and more convenient. 
However, using these tools effectively requires more than basic technical knowledge. 
Individuals must also understand online safety, privacy, digital communication, and 

the importance of verifying information.

2. Importance of Digital Literacy
Digital literacy helps individuals develop essential skills for modern life. It enables 

students to research topics, access educational resources, collaborate with others, and 
present information effectively.

Key benefits include:
• Improved learning: Access to online courses, e-books, tutorials, and educational  

platforms.
• Effective communication: Using email, messaging applications, and video 

conferencing tools.
• Better problem-solving: Finding reliable information and using digital tools to 

complete tasks.
• Career development: Building computer skills required in many modern 

workplaces.
• Responsible participation: Understanding digital rights, online etiquette, and 

personal privacy.

3. Responsible Technology Use
Responsible technology use means interacting with digital devices and online 

platforms in a safe, ethical, and balanced manner. Users should respect others, protect  
personal information, avoid spreading misinformation, and follow copyright rules 

when using digital content.
It is equally important to maintain a healthy balance between screen time and offline 
activities. Thoughtful use of technology helps people benefit from digital opportunities 

while reducing potential risks.
Key principle: Technology is most valuable when it is used thoughtfully, safely, and  

with a clear purpose.
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Cyber Safety and Online Privacy
1. Understanding Cyber Safety

Cyber safety refers to the practices followed to protect computers, mobile devices, 
personal information, and online accounts from digital threats. As internet usage 

increases, cyber safety has become an essential part of responsible technology use.
Common online threats include phishing, identity theft, harmful software, online 

scams, and unauthorised access to personal accounts. Understanding these risks helps  
users make safer decisions while browsing the internet.

2. Essential Online Safety Practices

Users can protect themselves by following a few important precautions:
• Use strong passwords: Create unique passwords for different accounts and  

avoid sharing them with others.
• Enable two-factor authentication: Add an extra layer of security wherever 

possible.
• Avoid suspicious links: Do not open unexpected links or attachments from 

unknown sources.
• Protect personal information: Avoid sharing sensitive details, such as 

passwords, financial information, or home addresses, publicly.
• Keep software updated: Install updates to improve security and fix known 

vulnerabilities.
• Use secure networks: Be cautious when accessing important accounts through 

public Wi-Fi.
3. Protecting Digital Privacy

Digital privacy is the ability to control how personal information is collected, shared, 
and used online. Websites and applications may collect information such as browsing 

activity, location, and preferences.
To maintain privacy, users should review application permissions, check privacy 

settings, and think carefully before posting photographs or personal details on social 
media. Information shared online can be copied or redistributed, even after the 

original post is deleted.

4. Conclusion

Cyber safety and digital privacy are essential for a secure online experience. By 
developing good digital habits, recognising potential threats, and protecting personal 

information, individuals can use technology more confidently and responsibly.
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Digital Communication and Netiquette
1. Introduction

Digital communication is the exchange of information through electronic devices and 
online platforms. It includes emails, instant messaging, video conferencing, social 

media, and online discussion forums. These tools allow people to communicate 
quickly, share ideas, and collaborate regardless of geographical distance.

Digital communication has become an important part of education, business, and 
everyday life. However, effective online communication requires clarity, respect, and 

responsible behaviour.
2. Types of Digital Communication

• Email: Used for formal communication, sharing documents, and sending official 
messages.

• Instant messaging: Allows people to exchange text messages and files in real 
time.

• Video conferencing: Enables virtual meetings, online classes, and face-to-face 
discussions.

• Social media: Helps users share information, express opinions, and interact with 
communities.

• Online collaboration tools: Allow multiple users to work together on 
documents, presentations, and projects.

3. Meaning of Netiquette

Netiquette refers to the rules of polite and respectful behaviour while communicating 
online. Good netiquette helps prevent misunderstandings and creates a positive digital 

environment.
Important rules of netiquette include:

• Use polite and respectful language.
• Avoid offensive comments, cyberbullying, and personal attacks.

• Read messages carefully before replying.
• Do not write entire messages in capital letters, as this may appear like shouting.
• Respect other people's privacy and avoid forwarding private messages without 

permission.
• Verify information before sharing it with others.

• Use appropriate language and a professional tone in formal communication.
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Responsible Digital Communication 

4. Importance of Responsible Communication

Responsible digital communication encourages cooperation, builds trust, and reduces 
conflict. Students can use these skills to participate effectively in online classes, work 
on group assignments, and communicate professionally with teachers and classmates.

5. Conclusion

Digital communication makes sharing information easier and faster. By following 
proper netiquette, respecting others, and communicating clearly, users can create 

safer, more productive, and more respectful online interactions.
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