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Introduction

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.

nnnnnnnnnnnnnn

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

The DSL skills are grouped into 5 competency Explore Communicate Transact

L0

areas as shown in the diagram. Information a Online Online
Online 5 C C
. . o onnect arry out
I.e‘ornu?g Outcomes: Search, view 3 with others online c
This guidebook focuses on the and refrieve online. transactions.
‘Set up and Use Smart Devices’ information online.
competency, where you will

learn:

e To store, retrieve and delete information

on the mobile device. 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.



Cyber Security Tips

To stay safe while storing, retrieving and deleting information on your mobile device, please keep to the following:

Secure your mobile device by locking it with either a Passcode, Face ID or Pattern (only applicable for
Android devices) to prevent unauthorized access to your personal information.

Google
Play Store

Check for updates and update your app .
promptly to protect your devices from known Download apps from official sources.
security vulnerabilities.



Take a Screenshot

Taking a picture, recording a video, or capturing a screenshot is a common way fo store information on
your mobile device. Follow these steps to store, retrieve, and delete photos, videos, or screenshots on your
mobile device.
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Volume down
button

Power button

Press the “Volume down” and “Power” Swipe your palm from left to right across
buttons simultaneously to take a screenshot. the screen to capture a screenshot.



Retrieve a Photo, Video or Screenshot

a Select Gallery

Find and tap the
“Gallery” icon.

° Select Gallery View

Select preferred image
or video

S Q

Pictures Albums Stories =i,

Tap on the folder/album you
wish fo view.
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Pictures Albums Stories =

Tap on the thumbnail of the image
or video you wish to view.




Delete a Photo, Video or Screenshot

a Select Gallery

Find and tap the

“Gallery” icon.
Select Photo/Video/
Screenshot

Pictures Albums Stories =

Tap on the photo/video/screenshot
you wish to delete.

e Delete Photo/Video/Screenshot
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To delete a file, tap on the
"trash bin" icon. To delete
multiple files, press and hold
to select the ones you wish
to remove.
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Bookmark a Website

When you encounter a website
you wish to revisit while browsing
the internet, you can bookmark it.

Follow these steps to bookmark
a website, retrieve the bookmark,
and delete it if you no longer
need it.

“ Select Google Chrome

'S

Find and tap the
“Google Chrome
browser” icon.

Tap on the Three-dot
Menu
& eatbook.sg + ®

= TV EATBOOK

Try searching: mala, brunch, somerset.. -

Filter BY' Reset

=3 - e ¥ o VAL o > =ty
i~ NEW OUTLET THIS SEPTEMBER! _

FOOD NEWS KOREAMN NEW OPENINGS

Visit your desired website, then tap
on the three-dot menu.

e Bookmark the Website

& eatbook —

= ® N

36 New Incognito tab

Try searchin,

O History

Filter Byv Res

Downloads

Bookmarks

Recent tabs

Zoom

FOOD NEWS ! '< Share...

Um Yong Bae Lo

Square, The | [Q Find in page
Restaurant’s

o EF Translate...

7] Add to Home screen

IE L Desktop site O

Tap on the star to bookmark the
website.



Retrieve a Bookmark

0 Select Google Chrome e Select Bookmarks o Select Website
Find and tap the . ~
@ eathook ¥ < Q X —
c. “Google Chrome eatbook > % ® ® C Mobile book... CE)
browser” icon. = New tab g Personal bookmarks RV,
u 10 bookmarks 8
= 5o N I ito tab (aA)]
po on the Three-dot _ BoR RS HE SO ® EatBook.sg - Local Singap... o
Menu Try searchin eatbook.sg O
£ History >
Filter By ¥ Res - Samsung Mobile D
@ eatbook.sg + ® Downloads 3 bookmarks (-]'f;\ %
Shes (a4
= 8/ EATBOOK Bookmarks -‘E"- e
Recent tabs
Try searching: mala, brunch, somerset.. n
Zoom

Filter By' Reset

FOoOD NEWS I ‘C Share...

Um Yong Bae .

Square, The | [@ Find in page
Restaurant’s

oy 20 By Translate...

e b G S e 7] Add to Home screen
NEW OUTLET THIS SEPTEMBER!

FOOD NEWS KOREAM NEW OPENINGS

e

L N

Desktop site O

Settings Select the website you wish to
A retrieve.




Delete a Bookmark

0 Select Google Chrome
Find and tap the
‘. “Google Chrome
~ browser” icon.

Tap on the Three-dot
Menu

& eatbook.sg + ®

= T8V EATBOOK

Try searching: mala, brunch, somerset.. “

Filter By » Reset

B Nl 1 M IEN. &
@, - NEW OUTLET THIS SEPTEMBER! _

FOOD NEWS KOREAN NEW OPENINGS

Choose Bookmarked

° Delete Bookmark

Website
< Mobile book... Q X
- Personal bookmarks

10 bookmarks
e EatBook.sg - Local Singap...

eatbook.sg T ’
S

o Samsung Mobile
3 bookmarks

Tap on the three-dot menu beside
the bookmark you wish to delete.

< Mobile book... Q X
- Personal bookmarks
10 bookmarks :
e EatBook.sg - L« Seleel
eatbook.sg
9 Samsung Mob Edit
3 bookmarks
Move to...
Delete :E". l
Move up
Tap “Delete”.



Save a Document

When you receive documents
as attachments in emails or
instant messages, you can save
them on your mobile device for
eqsy access.

Follow these steps to save,

retrieve, and delete a document
on your mobile device.

a Open a Document

< 8 O O

@ S003202.007pdf ¥ _ 43

W
Open the document you want to
save.

Select App to Open the
Document
& m =

Should you require further
clarification, please contact our
24-hour S.A.M. Helpline at 1605.

This is an auto generated email.
Please do not reply.

Open with ®

e /6\
e e LL/ =/
Samsung.. Samsung... Drive Microsoft...

n
Convert t PDF reader Drive PDF Open PI’JF;]]:

Just once Always

Select the app you would like to use
to open the document.

(=] Page sorter

(3] Page view

Full screen

Save as file e

Date/Time : 16 Apr|
Location : Whampe
No. Description Prin-[

1 Postage Stam

Total GST: §0
Transac tion N

<

Payment Ref:

Retailer ID:880593¢
Auth Code: 007623
Paymant - Approver

Thank you for payin gw:lh‘s’i"

Download the SingPost Mobile Appldyt o track E ¢J1

your
shop online and more, anytime, anywhare!

Now available on Google Play and App Store.

Tap “Save as file”
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o Select File Type

< S00320230416| PDF file

DUPLICATE - 5003202304160007 - DI

Sir

. 10 Eunos Road 8
Singapore Post Centre
Singapore 408600

GST Reg. No: M2-0105651-9
Custormer Service Hotline: 1605

Date(Time : 16 Apr 2023 18:23:35 1D: 5003

Location ; Whampoa CC PO 1

No. Description Amount

1 Postage Stamps §1.55
Cuaritity: 1

Unit Price: §1.55
Total GST: $0.00(Incl.)
Transaction No: S003231060012

Payment Ref;
Retailer ID:B8059388 Total Amount:  §1.55
Auth Code: 007623 Mode of Payment: VISA

Payment - Approved

Thank you for paying with ‘IS’QM

Download the SingPost Mobile App today to track pd
e, L =5
shop online and more, anytime, anywhere!

Now available on Google Play and App Store.

o Select Folder

Ul
L

< Select folder +

() » Internal storage

° Rename File

2 DCIM
16 May 16:53 23 items
= documents

Choose whether you want to save
the document as a "PDF file" or an
"Image file".

14 Oct 2021 13:01 2%5_‘

O Download
‘é 5Jul 11:50 23 items

= gridplusapp

29 Oct 2022 22:49 0 items
—,  LazyList
D 25 Jul 2020 18:23 0 items

0 MoneyManager
— 27 Feb 2022 11:32 9 items

M MovieMakerLib
25 Jul 2020 18:23 0 items

< S00320230416.. @ Q

DUPLICATE - S003202304160007 - DUPLICATE
Singapore Post Limited

. 10 Eunos Road 8
Singapore Post Centre
Singapore 408600

GST Reg. No: M2-0105651-9
Customer Service Hotline: 1605

Date/Time : 16 Apr 2023 18:23:35 1D: 5003

T

File name

SingPost Receipt|

Cancel Save
e

Select the folder where you would
like to save the document.

Download the SingPost Mobile App today to track w_‘
wee

o Q 03 o
1T 2 3 4 5 6 7 8 9 0
gwe T T t y ui op

a s d f g h j k |

Rename the file name (optional)
and tap “Save”.




Retrieve a Document

n Select My Files e Select Document
- |} Find and tap the < O Q
s “My Files” icon.
(A) » Documents 54.03 MB
0 Select Category I~ Date L
~ = SingPost Receipt.pdf
S =" 5u12:20 81.34KB
45 new files added recently” e 17678687_050..83601856.pdf
. —
i 6 May 22:33 154 KB %
| M S
B @ e BillingSummar..2_202303.PDF S
MH“‘QH e 20 Apr 09:08 448 KB 8
,1 minute ago N . 1 minute E?—.O.-..-, 0 Zminftes_agn .o 2|: D
17678687_050..4652962-1.pdf o
8 Apr 21:41 154 KB )
>
Categories Q
17678687_050...94652962.pdf =
A ) 6 Apr 23:46 154 KB &
Images Videos Audio files
E list-of-items-th...ble-and-not.pdf
r=== 17 Mar11:23 12.83 MB
Documents~ad Downloads Installation files
A 17678687_050..20017035.pdf
S
e.g. “Documents”. Tap on the file you wish to retrieve.
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Delete a Document

a Select My Files

&= Find and tap the

| “My Files” icon.

0 Search for a File

Q

@ » Documents

O Q
54.03 MB

1= Date

SingPost Receipt.pdf

5Jul 12:20 81.33KB

e 0 0

17678687_050...83601856.pdf
6 May 22:33 154 KB

BillingSummar..2_202303.PDF
20 Apr 09:08 448 KB

17678687_050...4652962-1.pdf
8 Apr 21:41 154 KB

17678687_050...94652962.pdf

Tap and hold on the file you wish to

delete.
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e Select Files to Delete

Al

o r

Move

(A) » Documents

-{j

1 selected e

54.03 MB

SingPost Receipt.pdf
5 Jul 12:20 81.36 KB

a 17678687_0...601856.pdf
% 6 May 22:33 154 KB

@ BillingSumm...02303.PDF
% 20 Apr 09:08 448 KB

@ 17678687_..52962-1.pdf
2| 8 Apr21:41 154 KB

17678687_0..652962.pdf
4 6 Apr23:46 154 KB

B  |ist-of-items..-and-not.pdf
-==gl 17 Mar 11:23 12.83 MB

17A72AQ7 N_N1TN2AR nAf

] < 0]

Copy Share Deleteste | More

N

Select the file(s) you wish to delete
by tapping the radio button(s),
then tap the "trash bin" icon.



Notes
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© 2025 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
Email: info@imda.gov.sg
Website: digitalforlife.gov.sg

Scan QR code to
visit the Digital for
Life Portal.




