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Intfroduction

The Digital Skills for Life (DSL) guide is a

collection of booklets that is designed to help
you learn essential digital skills for daily . .
living. It offers step-by-step instructionsand [ : Be Safe, Smart & Kind Online
quick tips that empowers you to navigate the ; Safeguard against cyber threats; Protect personal
digital landscape confidently and safely. information; Develop a positive online presence.

ssssssssssssss

It is designed for anyone who wants to
pick up essential digital skills for daily living.

The DSL skills are grouped into 5 competency Communicate Transact

Explore

0

areas as shown in the diagram. Information ‘ Online Online

Learning Outcomes: Online i o Connect Carry out
’ Search, view & with others o B online

This guidebook focuses on the and retrieve online. transactions.

‘Set up and Use Smart Devices’ information online.

competency, where you m

will learn:

e Able to set up and personalise a
mobile device.

¢ Able to secure mobile device and accounts.

e Able to practise self-care by managing
screen fime.

Set up & Use Smart Devices

Set up and operate the basic hardware and
software functions of your mobile device.

The guidebook is based on common software icons and mobile device settings.
Please note that certain features may differ across different mobile devices and models. 2



Hardware Features Of Mobile Devices

This image is a broad guideline on where the buttons and switches are usually
located. Please note this may differ across different mobile devices and models.

Ring/Silent ——

Volume Up/Down ——

Earpiece Jack

Receiver and
Output Speaker

—— Camera

Sleep/Wake button
On/off mobile device

—— Home Button

Charging Point



Secure and Lock Mobile Device
Set Passcode - With Face ID
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0 Select Settings o Select Turn Passcode On o Set Passcode 5
O
Find and tap the S
" X " .p { Back FaceID & Passcode Set Passcode Cancel —
Settings” icon. T
TrueDepth camera provides an additional g
level of security by verifying that you're )
looking at iPhone before authenticating. —
Se|eCt Face lD & Attention detection may not work with some D
PGSSCOde sunglasses. 8
(V)
Settings Attention-Aware Features C
Enter a passcode
@ iPhone will check for attention before
General dimming the display, expanding a O O O O O O
notification when locked or lowering the
Control Centre volume of some alerts.
Display & Brightness Turn Passcode On -‘Q"-
B Home Screen Change Passcode
Accessibility Passcode Options
Require Passcode Immediately
Wallpaper T
€ siri & Search %n o
Voice Dial
‘ﬁ'ij‘ sl
&4 Face D &Passcode 't’ Music Voice Control is always enabled.
Emergency SOS Al L OW ACCESS WHEN | OCKED:




e Set Passcode

Custom Alphanumeric Code

Custom Numeric Code

4-Digit Numeric Code -

%

Cancel

Create a pin that is complex but
easy for you to remember.

Tips: Do not use something obvious
like 1234 or your birth date X.



Set Face ID

0 Select Settings ° Select Set Up Face ID ° Select Get Started
Find and tap the
4 “Settings” icon. ¢{ Back Face ID & Passcode
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Select Face ID &
Passcode
USE FACE ID FOR:
Settings
a iPhone Unlock
General

iTunes & App Store
Control Centre
Wallet & Apple Pay

B
3

Display & Brightness
Password AutoFill

Home Screen
iPhone can recognise the unique, three-
dimensional features of your face to allow

© @

Accessibility secure access to apps and payments. About How to Set Up Face ID
Face ID & Privacy... . - .
Wall First, position your face in the
allpaper T camera frame. Then move your
Siri & Search D Set Up Face ID :j};h head in a circle to show all the
) Sl &uoearc \_/ angles of your face.
Face ID & Passcode Sa- ATTENTION
(QD_‘ Get Started
@ Emergency SOS Require Attention for Face ID




Move your head slowly to ©
complete the circle.

Face ID is Now Set Up )

\ I| ‘

Gently move your head to
complete the circle.

Tap “Continue” to repeat for
a second time.

Tap “Done”.



Recognise Common Software Icons & Adjust Phone Settings
Sounds - Set Ringtone & Mobile Device Vibration

0 Select Settings e Select Ringtone o Select Vibration
Find and tap the
“Settings” icon. { Settings Sounds & Haptics < Back Ringtone
SOUNDS AND HAPTIC PATTERNS
Vibration DefR4lt
Select Sounds & Ringtone Refleoifn %
Haptics Y
Text Tone Note STORE
Settings New Voicemail Tri-tone Tone Store

Notifications j New Mail None Download All Purchased Tones

This will download all ringtones and alerts

Sounds & Haptics .-E". Sent Mall Swoosh U hae e noihe

‘chewveron@hotmail.com” account.
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Focus Calendar Alerts Chord

RINGTONES
Screen Time Reminder Alerts Chord

v Reflection (Default)
(21 General Keyboard Feedback Sound Apex
Control Centre Lock Sound O Beacon
Display & Brightness Bulletin

RING / SILENT MODE SWITCH
By The Seaside

Home Screen

Play Haptics in Ring Mode




Notes

° Select Vibration

<{ Ringtone  Vibration

Synchronised (Default) -‘!1"- V4

STANDARD

Accent

Alert

Heartbeat

Quick

Rapid

SO.S.

Staccato

Symphony

CUSTOM




0 Select Settings

Find and tap the

% “Settings” icon.

0 Select General

Settings

®

General

@

Control Centre
Display & Brightness
Home Screen

Accessibility

Ee®a 6

Wallpaper
Siri & Search

Face ID & Passcode

P
r u‘

Emergency SOS

Screen Personalisation - Change Display Language

Select Language &
Region

° Select Add Language

< Settings General

iPhone Storage

Background App Refresh

Date & Time
Keyboard

Fonts

{ Back Language & Region

PREFERRED LANGUAGES

English

Add Language...

Language & Region :ﬁ;‘\
S

Dictionary
VPN & Device Management

Legal & Regulatory

e

Apps and websites will use the first
language in this list that they support.

Region Malaysia
Calendar Gregorian
Temperature °C
Measurement System Metric
First Day of Week Monday
Date Format 19/08/2023
Number Format 1,234,567.89
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o Select Language a Select Primary Language
ﬁ

Select Language Q Search Cancel

Q Search Mo Cancel

(7

IPHONE LANGUAGES

Bahasa Melayu
Malay

IPHONE LANGUAGES

Bahasa Melayu .
Malay R NEBY4

Chinese, Simplified
Btk | ,
Chinese, Simplified English (Australia)
English (Australia)
English (Australia) _ .
English (Australia) English (India)
English (India)

English (India)

English (India) ZEEPRN
Would you like to use Malay as your
A7 EEh
%EEEPK primary language?
Chinese, Traditional
N Mal
EREX (FE) kit

Chinese, Traditional (Hong Kong)

Use English (UK)(-]"f;h
HARE J
Japanese Cancel




Screen Personalisation - Set Keyboard Preferences

%
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0 Select Settings Q Select Keyboard ° Select Keyboards o)
C
. (©)
Find and tap the c
“Settings” icon. < Settings General < General Keyboards %
' %)
=
iPhone Storage ©
a Select General 9 Keyboards s I
Background App Refresh 055)
. C
Souligk Text Replacement S
- Date & Time Q
@ Genera @_, One-Handed Keyboard Off 5
Control Centre Keyboard :ﬁ;h é
| (@)
Display & Brightness T%D Fonts Smart Punctuation { Q ‘2
| ' P o
B Home Screen Language & Region Auto-Correction @) g
Accessibility Dictionary Enable Caps Lock «© 8
, p— Q
Wallpaper Slide to Type « g
VPN & Device Management i . pr— (@)
© siri & Search Space Confirmation S
(O]
— . ’ (%4
Character Preview .;
1| Face ID & Passcode Legal & Regulatory O
B8 Emergency SOS "" Shortcut @)
Trancfer ar Recet iPhnne Double-tapping the space bar will insert a

12
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Select Add New
Keyboard

{ Keyboards Keyboards Edit

English (Singapore)
Malay
Chinese, Simplified — Pinyin

Emoiji

Add New Keyboard... -‘Q".

e Add New Keyboard

*

Cancel  Add New Keyboard

Q Search

slo

SUGGESTED KEYBOARDS
English (UK)

Malay

Chinese, Simplified
Tamil

Japanese

English (Japan)

OTHER IPHONE KEYBOARDS

Ainu (Katakana)

Albanian

i




Screen Personalisation - Adjust Screen Display, Font Size & Brightness 73
-
3
a Select Settings ° Select Light or Dark e Select Text Size )
, Mode S
Find and tap the =
h  “Settings” icon. , —
¢{ Back Display & Brightness ¢{ Back Display & Brightness g
. T
Select Display & <
i APPEARANCE APPEARANCE o35
Brightness
n
9:41 9:41 g
Settings 9O
(O)
() General T%} g
Light Dark Light Dark
Control Centre j , ‘%
o N o N
Display & Brightness - {':7_‘ . c
‘{b—a Automatic O Automatic @) g
@ Home Screen &
Options Light Until Sunset Options Light Until Sunset (@)
Accessibility Lq'i
2]
Wallpaper Text Size Text Size ;ﬁ;\ g
S S
n Siri & Search Bold Text Bold Text &
) Face ID & Passcode
BRIGHTNESS BRIGHTNESS
@ Emergency SOS
e -8: e: -e-

14
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e Adjust Text Size

< Back Text Size

Apps that support Dynamic Type will
adjust to your preferred reading size
below.

Larger sizes are available in

c Adjust Brightness

¢{ Back Display & Brightness

Text Size

Bold Text

BRIGHTNESS

Accessibility Settings.

L

Automatically adapt iPhone display based
on ambient lighting conditions to make
colours appear consistent in different
environments.

True Tone

Night Shift ~ 10:00 PM to 7:00 AM

Auto-Lock 30 seconds

Raise to Wake O




Set, Edit or Delete an Alarm

a Select Clock o Set Alarm ° Edit or Delete an Alarm

m 129 .
.~y Find onq tap the
8 4 “Clock” icon. Cancel Add Alarm

7 ¢ 5

Done

Alarm
° Add Alarm & Sleep | Wake Up

8 O O CHANGE
W AM %

Edit

Alarm

Tomorrow Morning

== Sleep | Wake Up

8 : OOAM CHANGE

Tomorrow Morning

Repeat Weekdays

Label Morning Alarm

Delete

. ng Alarm, every weekday
Sound Uplift

Sre ) 3:30am

Alarm

9:00am

Alarm

Other

3:30am

Alarm

9:00am

Alarm
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Create & Edit Events in Calendar

a Select Calendar e Add an Event
Monday Find and tap the o o
-
" " M 2023 4
/‘ Calendar” icon. ay Q Q +'[},,' Cancel New Event
M T W T F S u
. . 1 2 3 4 5 6 7
e View List of Events . . ‘
8 9 10 M 12 13 14 ®
< May 2023 @ L St 15 16 17 18 19 20 21
M T W T S S L
1 2 3 4 5 6 7 B 23 24 25 26 27 28 All-day
8 9 10 M 12 13 14 29 3.0 3.1 Starts 22/05/2023 6:00 PM
%5 16 17 18 19 20 21 Ends 22May 2023 7:00 PM
a 23 24 25 26 27 28 Travel Time None ¢
29 30 31
= i the i'm
No Events .
qgw e r ty u i o p
No Events T e e e e S
a s d f g h | k |
4> Z X Cc Vb nm &
123 space return

17



%
(@))
£
=
A
o Edit an Event e Delete an Event O
C
(©)
o - - :
nAgy SLLTLL 2 | ancel Edit Event <{ May Event Details Edit —
%)
Meetin h{t‘l - =1
g Meeting i
Meetin KXIA
Monday, 22 May 2023 g Monday, 22 May 2023 o
rom-iCAM o T1AM !:lj from 10 AM to 11 AM s
[
S
9 AM 9 AM =
<
1DAM  Meeting | All-day 10 AM O
Starts 22/05/20.. 10:00 AM 11 AV NS 5
: wm
Midday .
Ends 22/05/2023 11:00 AM Midday S
Calendar ® Home ¢ £
Travel Time None ¢ Calendar ® Hom c
~ (@)
Alert None ¢ Alert NBhe @)
()
Repeat Never ¢ 82
cC
Are you sure you want to delete this event? g
O
A f (O]
Calendar ® Home < BEEElE et e o’
Cancel
Alert None &

18
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Basic Functions of Camera in Mobile Device

Camera Basic Features

0 Select Camera

ﬁ Find and tap the
s “Camera”icon.

Flash on and off

Tap screen to
adjust camera’s
focus

Photo Gallery

Tap to take
a photo /

Tap & hold to
record a video

5L0-MO VIDEO PHOTO PORTRAIT PANO

To zoom in and

out, use 2 fingers

to pinch and
expand in the
middle of the screen

Scroll left or right
for the different
camera modes

Tap to switch
between front
and back camera



e Turn on Camera Timer
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Scan a QR Code

v N

G Select Camera

Find and tap the
“Camera” icon.

o Scan a QR Code

SLO-MO

VIDEO

PHOTO

PORTRAIT

Once your mobile device recognises
the QR code, it will show a notification.

Tap the notification to open the link
associated with the QR code.

1. Please take note:

There are recent scams involving QR
codes being encoded with a fake link to
direct users to fake websites that require
login details.

e Do not scan QR codes in the form of
stickers or flyers placed randomly in
public places, especially if they offer
vouchers or discounts.

e Use a QR code scanner that displays
the link that the QR code leads to,
allowing you to check if you are
accessing the correct link.

e Do not key in any personal or financial
information if the QR code leads you to
a website that asks you to fill in your
name, phone number efc.



Personalise Wallpaper (From Photo Gallery)

a Select Camera 0 Select Use as Wallpaper
ey Find and tap the o — B
“Camera” icon.

e Select Photo Gallery

! 1 Photo Selected X
Options
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Copy Photo @
Add to Shared Album &
Add to Album I
AirPlay CJ
Use as Wallpaper <
Copy iCloud Link \é
Create Watch Face
Save to Files 5
VIDEO  PHOTO  PORTRAIT sj Assign to Contact @
0 | Print [E]
Add to New Quick Note

22
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° Apply Wallpaper

Set as Wallpaper Pair

Customise Home Screen

Notes




0 Select Settings

Find and tap the
“Settings” icon.

Q Select Wallpaper

Settings

General

Control Centre

8 @ &

Display & Brightness

Home Screen

Accessibility %j
Wallpaper -‘Q"-

Siri & Search

0O @

)
=
2

Face ID & Passcode

,
¢

Emergency SOS

Personalise Wallpaper (From Settings)

Select Add New
Wallpaper

< Settings Wallpaper

Set as Current

+Add New Wallper;er

J

Change your Wallpaper
from the Lock Screen

From your Lock Screen,
touch and hold to add, edit

(]

o Select Photos

Add New Wallpaper X

@ o ¢

Photo People Photo Emoji Weal
Shuffle

Featured

Astronomy Colour

Suggested Photos
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e Select Wallpaper o Add Wallpaper 0 Set Wallpaper

Cancel Add,
Photos  Albums Ns.

Q Photos, People, Places...

People @Y Pets | W\ Nature [ Cities

© ADD WIDGETS -

/

4

Set as Wallpaper Pair

Customise Home Screen S

25



Mobile Device Care - Common Battery Status Icon

0 Battery Level ° Battery Icon Location

This icon shows the Location in the status bar.
battery level of the
mobile device.

(=)

Q Charging Icon

This icon shows that the
mobile device is charging.
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S
o

o
@

O
>
)

()]

Q

o)
o

=
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a Select Settings

Find and tap the
“Settings” icon.

e Select Battery

Home Screen

© @

Accessibility

Wallpaper

+ &

Siri & Search

3
")

) Face ID & Passcode

@ Emergency SOS ,(\
‘®: Exposure Notifications %ID
() Battery -
_ _ S
(M Privacy & Security
kA App Store

27

Mobile Device Care - Battery Settings

e Battery Settings

< Settings Battery

Battery Percentage

Low Power Mode “n:

Low Power Mode temporarily reduces
background activity like downloads and mail
fetch until you can fully charge your iPhone.

Battery Health & Charging

Last 24 Hours Last 10 Days
Last Charged to 69%
Thu 6:11 PM

BATTERY LEVEL

Turn on: Green
Turn off: Grey




Mobile Device Care - Software Update

‘ Select Settings e Select Software ° Turn on Automatic

. Update Updates
Find and tap the P P -
“Settings” icon. 5
< Settings General < General Software Update @)
Q
o Select General 2
About Automatic Updates <A 8
i e G)
Settings Software Update (| =
o
(21 General -‘Q"- e s
Control Centre Airbrop
Display & Brightness T%}D AirPlay & Handoff
a Home Screen Picture in Picture
Accessibility CarPlay 7 i0S 16.4.1
iOS is up to date
Wallpaper
iPhone Storage
n Siri & Search
Background App Refresh
3 Face ID & Passcode
@ Emergency SOS Date & Time

28



0 Select Settings

Find and tap the
“Settings” icon.

0 Select Screen Time

Settings

Notifications

Sounds & Haptics T
Focus %j
Screen Time -Q-

General

QB8 0

Control Centre
Display & Brightness

Home Screen

RS

Accessibility

29

Screen Time - Turn on Screen Time

Select Turn On Screen
Time

{ Settings  Screen Time

Select Turn On Screen
Time

Turn On Screen Time -‘n"-

Get a weekly report with insights abou)*yéur
screen time and set time limits for apps you
want to manage.

O

Content & Privacy Restrictions
Restrict settings for explicit
content, purchases, downloads and
privacy.

Downtime & App Limits

Set a schedule for time away from
the screen and set daily time limits
for app categories you want to
manage.

&

Screen Time Passcode

Manage Screen Time for children
from your own iPhone or use a
Screen Time passcode on your
child's device.

Turn On Screen Time

Set Up Later




Notes

Select This is My
iPhone

Is This iPhone for
Yourself or Your
Child?

Screen Time for a child’s iPhone
lets you set up additional
parental controls.

Q
=
=
=
D
)
-
(@]
Tp)]

This is My iPhone

This is My Child's iPhon&~
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a Select Settings

Find and tap the
“Settings” icon.

e Select Screen Time

Settings
g Notifications
Sounds & Haptics T
Focus %D
Screen Time -‘Q"-
General

Control Centre
Display & Brightness

Home Screen

KR RRS

Accessibility

31

Screen Time - Check Screen Time

° Select See All Activity

Toggle between “Week”
and “Day”

{ Settings  Screen Time

ALL DEVICES

Daily Average
AN 21m  ©24% from last week

< Back Veron's iPhone Devices

See All Activity e
Updated today at 4:16 PM t
Downtime

Schedule time away from
the screen.

n App Limits

=¥ Set time limits for apps.

@ Communication Limits
Set limits based on contacts.

Alhnimnvin Allavaiarl

Week Day .‘E' &

SCREEN TIME

Daily Average

3h2m

©18% from last week

------------------------------------------- avg
‘RR N

Social Other Shopping & Food

6h 48m 1Th 16m 53m

Total Screen Time 12h 11m

Updated today at 4:20 PM

MOST USED

@ Instagram

SHOW CATEGORIES

Safari
L




Toggle between “Week”
and “Day”

< Back Veron's iPhone Devices

Week Day .‘E' 2

SCREEN TIME

Today, 20 April

2h 54m
------------------------------------------ avg
O
T
il IIII 1=
Social Shopping & Food
Th 40m 19m 17m

Updated today at 4:20 PM

View a summary of your
weekly or daily use.

Notes
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App Limits - Set App Limits

0 Select Settings

Find and tap the
“Settings” icon.

O Select Screen Time

Settings
a Notifications
Sounds & Haptics ,(\
Focus %D
Screen Time -‘g"-
General

Control Centre
Display & Brightness

Home Screen

PEBE QG

Accessibility

33

e Select App Limits

° Select Add Limit

{ Settings  Screen Time

ALL DEVICES

Daily Average
Ah 21mMm  ©24% from last week

See All Activity
Updated today at 4:16 PM

Downtime

Schedule time away from
the screen.

« App Limits
¥ Set time limits for apps. -

@ Communication Limits
Set limits based on contacts.

@ Always Allowed

< Back App Limits

Set daily time limits for app categories you
want to manage on Veron's iPad and Veron's
iPhone. Limits reset every day at midnight.

Add Limit -‘Q"-




e Choose Category o Choose App

Cancel Choose Apps Cancel Choose Apps
MOST USED APPS, CATEGORIES MOST USED APPS, CATEGORIES
AND WEBSITES AND WEBSITES
= All Apps & Categories = All Apps & Categories "Ué
9. Social :ﬁ;h ©. Social 1 app g_
Games A4 Telegram 2—
Il Entertainment L Facelime
Creativity @ Linkedin
# Productivity & Fina... Q Twitter
©® Education ¢ @ [@) Instagram -‘Q"-
) Information & Readi... v MV ISEY
d6 Health & Fitness © Messenger
£ Utilities ) WhatsApp
2 Shannina & Fond Maceanac

34
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0 Set App Limits

a Back Customise Days

< Back Instagram
Time 2 hrs, Every Day Monday 2 hrs
2 hours O min -‘Q"- 2 hours 0 min .‘E".

Customise Days n- Tuesday 2 hrs
App limits will apply to all your devi{c@_‘
signed in to iCloud with Share Across Wednesday 2 hrs
Devices enabled. A notification will
appear five minutes before the limit is Thursday 2 hrs
reached.

Friday 2 hrs
CATEGORIES, APPS AND WEBSITES

Sunday 2 hrs

Set the amount of time
allowed.

Tap “Customise Days” to set
limits for specific days.



Add Contacts - via Phone Contacts

0 Select Contacts

- Find and tap
. “Contacts” on your
* mobile device.

e Add Contacts

< Lists

Contacts
Q Search

"\ Veron
My Card

A
Above

Amira

Aunty Michelle

POUVOZEZIrXec—IOTMMOUO®>

Tap on “+" on top right-hand corner.

e Enter Details

Cancel New Contact l Dqpe

Add Photo

Jennifer
Last name

Company

@ nmobile 6512345678

1 2 3
4 5 6
7 8 9

PQRS TUV WXYZ

Enter the details and tap on “Done”.
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Edit and Delete Contacts

0 Edit Contacts

< Contacts Edif
Jennifer
® . 7]
messa... call video
work
+65 1234 5678
Notes

Send Message

Share Contact

Add to Favaurrites

Q Delete Contacts

> add related name
e add instant message

Notes

add field

LINKED CONTACTS |

0 link contacts... T gp

Delete Contact

Go to Phone app, tap the contact
you want to edit and tap on “Edit”.
Tap on “Done” after making the
changes.

Tap on the contact you want to
delete and tap on “Edit”. Scroll
down and tap on “Delete
Contact”. Tap on “Delete Contact”
again to confirm.



Notes

SPDUOD 3i919Q PUb HPT
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© 2026 Info-communications Media Development Authority. All rights reserved.

No part of this resource may be used or copied without explicit consent from IMDA.

Materials used in connection with this guide may also be subject to copyright protection.
These are not limited to: documents, slides, images, audio, and video. Unauthorized retention,
duplication, distribution, or modification of copyrighted materials is strictly prohibited.

For more information and
to find your nearest SG
Digital community hubs:

IMDA Contact Centre

Hotline: +65 6377 3800
Feedback: go.gov.sg/imda-feedback
Website: digitalforlife.gov.sg

Scan QR code to
visit the Digital for
Life Portal.




