


Information Management through ICT tools



"Getting started in the digital world”
IKER Level 1 training program 

• Target group of the training program

• People over the age of 16 with a lack of basic IT skills.

• Prerequisite for joining the training program: 16 years of age.

• There are no expectations regarding education or professional qualifications, there is no pre-requisite 
knowledge. 

• Conditions for participation in the training program

• The maximum permissible absence is a maximum of 10% of the contact hours (35 hours), ie 4 contact hours.

• Training time

• Training time for one occasion: 3 hours of mandatory contact hours + 1 hour of contact hours tailored to 
individual needs, which is connected to every second time. Total training time: 35x45 minutes.

• Number of training sessions:

• 10 (one time every odd time 4x45 minutes, every even time 3x45 minutes). 



Conditions for issuing a certificate of successful 
completion of the training

• absences not exceeding the maximum permitted absence

• active participation in individual and group problem solving during 

the curriculum units

• Successful completion of the final examination is the last lesson -

practical problem solution



Material conditions for the implementation of the 
training

• Room suitable for ICT education (in addition to the basic equipment of the classroom, depending 

on the number of participants, a computer and / or infocommunication device, desk, chairs, 

internet access to all devices (including WIFI), peripherals)

• IT software, programs, training computer and projector related to the curriculum content

• Whiteboard or flipchart, writing instruments

• teacher's desk, chair

• customer service office - with office equipment (computer with internet, printer, scanner, 

photocopier, etc.) 



Brief presentation of IKER 1, 2, 3, 4 level training programs

The basic goal of the training programs developed by the Government Informatics Development Agency (KIFÜ) is to
catch up with socially disadvantaged social groups, to develop their digital competencies in order to increase their
economic competitiveness and improve their labor market opportunities. 

IKER 1.: “Getting Started in the Digital World”

The main (overall) goal of the training program is to develop digital key competencies, to establish the needs related
to belonging to the digital society, and to develop a positive attitude towards digital devices.

The specific objective of the program is to achieve that the participant:
• be able to use the basic functions required to operate your infocommunication device (PC, tablet, notebook, 

smartphone, etc.),
• be able to use your infocommunication device for voice calling and text messaging,
• be able to edit short text using simple word processing steps,
• be able to perform simple backup operations,
• be able to find information on the Internet, obtain easily accessible information,
• be able to handle electronic mail using basic features, you can use the familiar functions of your

infocommunication device safely. 



IKER 2.: “I use my IT tools on my own”

The main (comprehensive) goal of the training program is to develop digital key competencies, to establish the needs
related to belonging to the digital society, and to develop a positive attitude towards digital devices. The specific
objective of the program is to achieve that the participant:

• use the most important setting options to operate your smart device (PC, tablet, notebook, smartphone, etc.) 
independently,

• use known features of the operating system on your smart device,
• be able to edit short but round whole text (eg short text message, short email) using simple word processing steps

can process the information collected on the Internet,
• use it to solve specific problems, be able to use attachments in electronic mail, recognize electronic mail threats

(spam, e-mail fraud) and be able to handle them in a simple way,
• be able to use social portals independently (registration, login, information retrieval, sharing, simple data

protection),
• can use your infocommunication device for voice calling and text messaging. 



IKER 3.: “I use coordinated digital solutions to solve my tasks”

The overarching goal of the training is for participants to use different (known) digital solutions in real-life task
situations in a complementary manner.

The specific objectives of the program are:

• the participants should be able to use the digital solutions they already know adequately and complement each

other in different, untrained task situations;

• to manage matters electronically, to check their status;

• store their various documents in a structured way in the cloud;

• connect the devices they use, synchronize their data; choose solutions that support collaboration and working

together



IKER 4.: “I find new digital solutions”

The aim of IKER level 4 digital competence development training (matching IKER 2015 and DIGCOMP 2.1 levels) is to
enable participants to think systematically about the different tools they use, the software running on them, and new
software and digital solutions in case of a new problem or task. be able to search, compare and then use them.

The specific objectives of the program are:

• participants become prudent, conscious and open users;

• to manage matters electronically, to check their status;

• they can flexibly adapt to the challenges in the work environment, even in their private life and learning;

• increase their efficiency and find solutions tailored to identified needs, including the development of their own

digital competencies through self-directed learning



Degrees of useful knowledge gained

• I operate my digital device with confidence (turning it off, on, exiting standby, etc.).

• I know and use several applications on my digital device (e.g. browser, calculator, voice recorder, notepad, etc.)

• On the screen of my digital device, I can easily find the icons of the applications I know and use.

• I recognize the most common alerts on my device (e.g., when I’m running low, when I received new email, 

when it’s muted, etc.).

• If I need any information, I search the internet first.

• I can receive and send emails to up to several people at once.

• I open the links sent to me and I can send links to others as well.

• I saved my friends' email addresses to my email account.

• With the help of my digital device, I can also communicate with my friends via the internet (voice call or

messaging).

• I can use what I have learned here well in my daily life.

• For my work, I need what I have learned here. 



One of the typical final tasks of the basic training

Final task of IKER level 1 training (practical problem solution)

The task starts with the device turned off that the participant is used to.

• Sub-task 1: Find the website (homepage) of the municipality of your municipality.

• Sub-task 2: Find an e-mail address (e-mail address) on the site that you could write to the municipality.

• Sub-task 3: Send this e-mail address (e-mail address) of the municipality to the instructor in the form of a letter of 
friends by e-mail.

• Sub-task 4: The subject of the letter should be: The e-mail address of the municipality.

• Subtask 5: Make sure that the address and the farewell are not left out of your letter. 



Some basic practices, exercises
of the IKER ICT training programmes






























