Use digital technologies to communicate Workbook
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j\ ® i Selecting Appropriate Application For Digital Communication

Selecting the most appropriate application for communication is important. The purpose, audience, and content of
the communication influences which application is most appropriate. Below is a list of communication situations.

Indicate which communication application is the most appropriate (email, microblog, instant message, video/image
sharing, forums.)
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Situation

Communication application selected

A worker wishes tonotify a co-worker that
they have amesting at llam tomarrow.

A famous person wants to keep their fans
informed about their dall ife.

A traveller wishes to show pictures of thelr trip.

A user needs to aska question abouta
product used by lots of people.

A bank needs to contact dl ts members
about apossible data breach.

A person wants to ask thelr friend a question.

A skateboarder wants to distribute amontage
Video of their best trcks.

Aninternet company wants to keep users
informed about possible short-term outages.

A user wants tostart a discussion with
multiple sers about the newest iPhone.

A user wants to send one phototo a friend.
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\&~ Digital Communication Policies and Procedures

In this activity you can either research your current workplace, or one you aspire to work, and access any Digital
Communication Policies or Procedures and share with the group one of the aspects of the policy or procedure that

you were most concerned about.
If you don’t have a workplace, you can access the Digital Communications Policies and Procedures Manual in the

student portal and in small groups discuss the contents
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\&~ Digital communication applications
As a class, discuss what digital communication applications you know of that can be used on your phone or your

computer. Talk about how you use them in your personal life, and then discuss how you think they could be
beneficial tools for use in a workplace environment.
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&y Research Common Attachment File Types

In this activity you are required to work in teams of three/ four and conduct some research to familiarise yourself
with a range of common attachment file types. Indicate in the space provided what the file type stands for, its
purpose and whether it is safe or not. The file type has been completed as a guide.
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= ; Composing and Sending an Email

Using a web-based email system such as Gmail, you should practice sending emails to each other and replying,
using some of the functionality and flags such as CC, BCC, URENT etc.

If you do not already have an email account, you should set one up on one of the free platforms. Ask your trainer
to assist you in doing this.




