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Cambridgeshire and Peterborough
Digital Fundamentals Toolkit

Supporting Digital Confidence Across Primary Care

As technology continues to advarice at a rapid pace, it is important that individuals are not only capable but also

confident in using the available digital technologies. m

Aligned with the Training Hub’s Digital Support programme, this toolkit is designed to support practices and primary care E ngland
organisations in getting the most out of their digital initiatives and improving digital competencies across the workforce.

This toolkit is packed with interactive links, tools, and top tips. Enabling access to resources and support solutions for the NHS Er?gland » Digital
digital applications we use daily within the organisation. Primary Care
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C&P Training Hub | v3.1 | Last updated: 25.09.26 NeXt Page



https://www.england.nhs.uk/digitaltechnology/digital-primary-care/
https://www.england.nhs.uk/digitaltechnology/digital-primary-care/
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Why Digital Skills Matter

Digital capability is increasingly essential across NHS roles.

By 2040, 90% of all NHS roles will involve the requirement of digital capabilities as part of the role.
(The Topol Review)

Within the new NHS 10 year ‘Fit for Future’ plan, a movement from ‘Analogue to Digital’ is one of the three core
components of the NHS new care model. The model aims to improve rapid access to care and give patients
greater control over their care journey

(NHS 10 Year Fit For Future Plan)

There are specialised support teams for bespoke systems such as SystmOne and the NHS App, etc... However, these can
be difficult to access, and in the case of Fundamental Digital Skills, it can often be difficult and complicated to find the
solution.

Oy ) <

This toolkit has been designed to support you on your digital skills journey by
providing quick and easy access to essential resources, guidance, and learning
opportunities.
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https://digital-transformation.hee.nhs.uk/digital-academy
https://topol.hee.nhs.uk/
https://www.england.nhs.uk/long-term-plan/
https://nww.cambscommunityservices.nhs.uk/services/the-ccs-community/support-services
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Explore Digital Essentials by selecting a tile below to access training, guides and resources:
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Microsoft Teams

X

Presentations

Spreadsheets Documents

Continuous
Development

Typing Tips and Tricks
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SystmOne Basics

SystmOne is an electronic health record system widely used across NHS Primary Care
as a central platform for accessing and managing patient information. Building staff
confidence in using SystmOne properly enables a much greater breadth of patient
care and significantly improves the patient experience when interacting with Primary
Care.

The links on the page open new tabs in your browser.

Please note the TPP academy YouTube account is being discontinued in 2027 — from
then on, the LMS academy will accommodate SystmOne learning needs.

TPP Academy — SystmOne YouTube Tutorials

SystmOne Basics — TPP learning videos

TPP LMS Academy

C+P Training Hub — Training Sessions

C&P Training Hub | v3.1 | Last updated: 25.09.26
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https://www.youtube.com/@TPPLearningAcademy
https://www.youtube.com/@TPPLearningAcademy
https://www.youtube.com/@TPPLearningAcademy
https://www.youtube.com/playlist?list=PLprKuTVWC6UPTy6MyzS5rY4Q9YDwB1m2X
https://www.youtube.com/playlist?list=PLprKuTVWC6UPTy6MyzS5rY4Q9YDwB1m2X
https://www.youtube.com/playlist?list=PLprKuTVWC6UPTy6MyzS5rY4Q9YDwB1m2X
https://training.tpp-uk.com/
https://cptraininghub.nhs.uk/?x=0&y=0&s=systmone
https://cptraininghub.nhs.uk/?x=0&y=0&s=systmone
https://cptraininghub.nhs.uk/?x=0&y=0&s=systmone
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Clinical Reporting

SystmOne Clinical Reporting allows practices to utilize data-driven approaches
through the procurement and analysis of patient data within the system. / \
Reports can support activities such as QOF/IIF monitoring, recalls, audits, and
population health management.

Effective reporting usage can help practice move to a more proactive approach
in their care, actively identifying and targeting patient groups requiring the
most support. Developing reporting skills improves a practices self-sufficiency
and improves their ability to interpret their own data. \ J

The links on the page open new tabs in your browser.

TPP LMS Academy — Clinical Reporting Training
C+P Training Hub - Clinical Reporting Training Session —Beginners

A
C&P Training Hub | v3.1 | Last updated: 25.09.26



https://training.tpp-uk.com/gp/reporting
https://training.tpp-uk.com/gp/reporting
https://training.tpp-uk.com/gp/reporting
https://cptraininghub.nhs.uk/resource/systmone-clinical-reporting-training-session-beginners/
https://cptraininghub.nhs.uk/resource/systmone-clinical-reporting-training-session-beginners/
https://cptraininghub.nhs.uk/resource/systmone-clinical-reporting-training-session-beginners/
https://cptraininghub.nhs.uk/resource/systmone-clinical-reporting-training-session-beginners/
https://cptraininghub.nhs.uk/resource/systmone-clinical-reporting-training-session-beginners/

NHS App

The NHS App is a free, secure opportunity for patients to access a range of NHS
services electronically, including

- Review their records

- Order repeat medications

- View and manage their appointments

- Submit requests to their GP practices

- View test results and documents shared by the practice

The links on the page open new tabs in your browser.

NHS Digital - About the NHS App
NHS App setup and usage — YouTube Tutorials
NHS England — Setting up the NHS App

C&P Training Hub | v3.1 | Last updated: 25.09.26
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https://digital.nhs.uk/services/nhs-app
https://digital.nhs.uk/services/nhs-app
https://digital.nhs.uk/services/nhs-app
https://www.youtube.com/playlist?list=PLnhASgDToTkuPtdsIVQStTmgo4Bij5T4k
https://www.youtube.com/playlist?list=PLnhASgDToTkuPtdsIVQStTmgo4Bij5T4k
https://www.youtube.com/playlist?list=PLnhASgDToTkuPtdsIVQStTmgo4Bij5T4k
https://www.nhs.uk/nhs-app/setting-up/
https://www.nhs.uk/nhs-app/setting-up/
https://www.nhs.uk/nhs-app/setting-up/
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Artificial Intelligence

Al usage is a quickly developing point of interest within the digital community and is
important within Primary Care. Current applications include clinical documentation,
summarising information, administrative automation, data analysis and reporting, and K
supporting population health management.

Used appropriately, Al has the potential to reduce repetitive tasks, improve efficiency,
and free up staff time for patient-facing activity. Its adoption should be supported by
appropriate clinical oversight and assurance processes to ensure its safe and
responsible usage.

The following links provide helpful resources for understanding Al usage within \ J
General Practice, and guidance on application of Al within organisations.

The links on the page open new tabs in your browser.
NHS England — Tips for implementation of Al
NHS Futures — Al Virtual Hub

A
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https://www.england.nhs.uk/long-read/artificial-intelligence-ai-and-machine-learning/#tips-when-implementing-ai
https://www.england.nhs.uk/long-read/artificial-intelligence-ai-and-machine-learning/#tips-when-implementing-ai
https://www.england.nhs.uk/long-read/artificial-intelligence-ai-and-machine-learning/#tips-when-implementing-ai
https://future.nhs.uk/connect.ti/AIVirtualHub
https://future.nhs.uk/connect.ti/AIVirtualHub
https://future.nhs.uk/connect.ti/AIVirtualHub
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Al Ambassador Network
The Al Ambassador Network is a 15000+ strong learning forum for healthcare / \
professionals and those interested in Al in healthcare to share their ideas and practical
applications of Al with others. This network will support learning, capability building Al AMBASSADOR

and delivery of Al across health and care systems, whilst encouraging safe, inclusive O
spaces for members to be involved and influence Al embedding locally and nationally. N E T W ) R K

Still not joined the Al Ambassador Network?
On joining, you will receive invitations and registration links to all upcoming meetings \ J
and events. Join the Al Ambassador Network.

A
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https://digital.nhs.uk/services/ai-knowledge-repository#ai-ambassador-network
https://digital.nhs.uk/services/ai-knowledge-repository#top
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Information Governance

Information Governance involves the understanding of sharing information within
general practice and maintaining good data protection. / \

Effective Information Governance helps protect confidentiality whilst ensuring that
information can be used safely to support patient care and effective services. It covers
areas including data protection, confidentiality, information security, record
management, and appropriate information sharing

The links on the page open new tabs in your browser. \ J

NHS England — Information Governance and Data Protection
NHS Digital — Universal Information Governance Templates
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https://www.england.nhs.uk/long-read/information-governance-and-data-protection/
https://www.england.nhs.uk/long-read/information-governance-and-data-protection/
https://www.england.nhs.uk/long-read/information-governance-and-data-protection/
https://digital.nhs.uk/data-and-information/information-governance/templates/universal-ig-templates
https://digital.nhs.uk/data-and-information/information-governance/templates/universal-ig-templates
https://digital.nhs.uk/data-and-information/information-governance/templates/universal-ig-templates

NHS Digital Academy

The NHS Digital Academy is a learning platform designed to provide organisations with
the tools to support their workforces' digital capabilities.

Its programme and resources cover areas such as digital transformation, data
analytics, leadership, artificial intelligence, and emerging technologies, helping to
build the capabilities needed to support digitally enabled health and care services.

The links on the page open new tabs in your browser.
NHS Digital Academy - Homepage

NHS Digital Academy — Sign up for the newsletter
NHS Futures — NHS Digital Academy Virtual Space

C&P Training Hub | v3.1 | Last updated: 25.09.26
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https://digital-transformation.hee.nhs.uk/
https://digital-transformation.hee.nhs.uk/
https://digital-transformation.hee.nhs.uk/
https://digital-transformation.hee.nhs.uk/subscribe-to-our-newsletter
https://digital-transformation.hee.nhs.uk/subscribe-to-our-newsletter
https://digital-transformation.hee.nhs.uk/subscribe-to-our-newsletter
https://future.nhs.uk/NHSDigitalAcademy
https://future.nhs.uk/NHSDigitalAcademy
https://future.nhs.uk/NHSDigitalAcademy
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NHS Futures

The NHS Futures platform provides a virtual space for staff and organisations to access

further resources, check upcoming events, and join special interest groups dedicated to / \
specific subjects.

The platform hosts a wide range of professional communities, guidance, learning materials,

and examples of good practice. It provides dedicated workspaces where colleagues can » FUtU reN HS

exchange knowledge and resources and discuss ideas across organisational boundaries. Collaboration Platform

There are several workspace groups recommended for individuals interested in digital
subjects.

" J

The links on the page open new tabs in your browser.
NHS Futures Platform

NHS Futures — Al Virtual Hub Workspace

NHS Futures — Digital Primary Care Workspace
NHS Futures — Digital Academy Workspace
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https://future.nhs.uk/home/grouphome
https://future.nhs.uk/AIVirtualHub
https://future.nhs.uk/AIVirtualHub
https://future.nhs.uk/AIVirtualHub
https://future.nhs.uk/DigitalPC/
https://future.nhs.uk/DigitalPC/
https://future.nhs.uk/DigitalPC/
https://future.nhs.uk/NHSDigitalAcademy
https://future.nhs.uk/NHSDigitalAcademy
https://future.nhs.uk/NHSDigitalAcademy

Learning & Development

Cambridgeshire & Peterborough Training Hub

The Cambridge and Peterborough Training Hub (CPTH) supports the development of
the primary care workforce across the region, helping practices and Primary Care
Networks build the skills, knowledge, and confidence needed to deliver high-quality
patient care.

Working collaboratively with local practices, PCN’s, and wider system partners, the
Training Hub helps identify workforce needs and coordinate opportunities for learning
and career development. Its work includes supporting recruitment and retention, new
and developing roles, leadership, digital transformation, and the adoption of new
ways of working across primary care.

Look at the CPTH Digital Support page to find out about local training and support.

The links on the page open new tabs in your browser.
Visit the Training Hub now
Sign up to our Newsletter

C&P Training Hub | v3.1 | Last updated: 25.09.26
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https://cptraininghub.nhs.uk/digital-support/
https://cptraininghub.nhs.uk/
https://cptraininghub.nhs.uk/join-our-mailing-list/
https://cptraininghub.nhs.uk/
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The NHS Learning Hub is packed full of learning courses to grow your digital & data

skills. To access some of the content linked to the NHS Digital Skill Assessment Tool, / X
you may also need to have a linked NHS Learning Hub account. Visit the NHS Learning
Hub

m Learning Hub

The Skills Development Network offers a variety of courses, webinars, and live events
for both advanced and beginner users. These events tackle a variety of topics,

including introductions to Al usage, basic workshops for Microsoft office, and getting \ j
the most out of systems such as Teams and Excel, amongst many more. Learn more / \

about the NHS Skills Development Network. To access the resources, select ‘Digital’ as your
area of work. If your role is based in either Finance or Procurement, please select the one most
appropriate to your role.

East of England Digital

PR skills

development

The links on this page may open a new window on your browser network

Register for live events
Access an online library of learning \

The Health Tech Newspaper - HTN Now, our online event series, covers a range of /
health tech topics across health and care settings, through a series of webcasts,

webinars and panel discussions. HTN Upcoming events.
Register for live events here

HEALTH TECH NEWSPAPER

Back \
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https://learninghub.nhs.uk/
https://learninghub.nhs.uk/
https://www.skillsdevelopmentnetwork.com/about-skills-development-network
https://www.skillsdevelopmentnetwork.com/about-skills-development-network
https://www.skillsdevelopmentnetwork.com/about-skills-development-network
https://www.skillsdevelopmentnetwork.com/events
https://www.skillsdevelopmentnetwork.com/Online-Learning
https://htn.co.uk/htn-events/
https://htn.co.uk/htn-events/
https://www.skillsdevelopmentnetwork.com/about-skills-development-network
https://htn.co.uk/
https://learninghub.nhs.uk/
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Microsoft Word
Microsoft Word is a fundamental tool within any digital landscape. Understanding how
to use Word is important to help any staff member build their digital confidence and / \

get to grips with the digital landscape.
The links on this page open a new window in your web browser

Welcome to Microsoft Word

Adding and removing hyperlinks

Using the editor to check grammar, spelling and more...

Find and replace words, phrases or sentences \ J
Insert tables, pictures and more

Formatting your document

Turn your document into a PDF

Back
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https://support.microsoft.com/en-GB/word
https://support.microsoft.com/en-us/office/remove-or-turn-off-hyperlinks-027b4e8c-38f8-432c-b57f-6c8b67ebe3b0#:~:text=Remove%20or%20turn%20off%20hyperlinks
https://support.microsoft.com/en-us/office/check-grammar-spelling-and-more-in-word-0f43bf32-ccde-40c5-b16a-c6a282c0d251#:~:text=Check%20grammar%2C%20spelling%2C%20and%20more%20in%20Word
https://support.microsoft.com/en-us/office/find-and-replace-text-c6728c16-469e-43cd-afe4-7708c6c779b7
https://support.microsoft.com/en-us/office/insert-a-table-a138f745-73ef-4879-b99a-2f3d38be612a?wt.mc_id=otc_word
https://support.microsoft.com/en-us/office/change-margins-da21a474-99d8-4e54-b12d-a8a14ea7ce02?wt.mc_id=otc_word
https://support.microsoft.com/en-us/office/convert-or-save-to-pdf-7d88593b-d509-4225-a05a-076723a40beb
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Microsoft PowerPoint

Microsoft PowerPoint is a presentation tool used to create clear, visual and engaging / \
content using slides, images, diagrams and other media. It is useful for sharing digital

guidance, delivering training and presenting complex information in an accessible
format to colleagues and wider teams.

The links on this page open a new window in your web browser

Welcome to Microsoft PowerPoint
Customise Your Presentation \ J
Inserting Charts from Excel

Adding Pictures, Backgrounds and SmartArt

Bringing your presentations to life, transitions and animations

Print your slides

Back
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https://support.microsoft.com/en-GB/office/create-a-presentation-in-powerpoint-422250f8-5721-4cea-92cc-202fa7b89617
https://support.microsoft.com/en-gb/office/customize-a-slide-master-036d317b-3251-4237-8ddc-22f4668e2b56
https://support.microsoft.com/en-gb/office/insert-a-linked-excel-chart-in-powerpoint-6c081407-e683-4424-a425-b4ab483d6edd
https://support.microsoft.com/en-gb/office/insert-a-picture-in-powerpoint-5f7368d2-ee94-4b94-a6f2-a663646a07e1
https://support.microsoft.com/en-gb/office/add-change-or-remove-transitions-between-slides-3f8244bf-f893-4efd-a7eb-3a4845c9c971
https://support.microsoft.com/en-us/office/print-slides-with-or-without-speaker-notes-02952fc2-2921-4305-b8b2-e98644a93e06
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Microsoft Excel

Microsoft Excel is a potent digital tool, which is highly useful for data
analytics and collation. Getting the most out of Excel can help organisations
become self-sufficient in analysing and managing their data, and
understanding the basics is a fundamental skill within the modern digital
landscape

~

Welcome to Microsoft Excel

Formulas explained

Commonly useful functions

Tables and Filtering Data

Analyse the data using PivotTables

Visualise the data, chart creation

Lock rows, columns or specific areas of a worksheet

Back
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https://support.microsoft.com/en-GB/office/what-is-excel-94b00f50-5896-479c-b0c5-ff74603b35a3
https://support.microsoft.com/en-GB/office/overview-of-formulas-in-excel-ecfdc708-9162-49e8-b993-c311f47ca173
https://support.microsoft.com/en-gb/office/automatically-number-rows-76ce49e3-d8d2-459b-bd85-ee1d3973e6e6
https://support.microsoft.com/en-gb/office/create-and-format-tables-e81aa349-b006-4f8a-9806-5af9df0ac664
https://support.microsoft.com/en-gb/office/create-a-pivottable-to-analyze-worksheet-data-a9a84538-bfe9-40a9-a8e9-f99134456576
https://support.microsoft.com/en-gb/office/create-a-chart-from-start-to-finish-0baf399e-dd61-4e18-8a73-b3fd5d5680c2
https://support.microsoft.com/en-GB/office/lock-or-unlock-specific-areas-of-a-protected-worksheet-75481b72-db8a-4267-8c43-042a5f2cd93a
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Emails

Emails are amongst the main methods of communication within large organisations,
allowing for easy, fast communication. Knowing how to use and organise emails is an / \
important digital fundamental within the workforce.

The links on this page open a new window in your web browser.

Welcome to Microsoft Outlook
Tailor your Inbox

Personalise your Calendar \ - ) , g J
Create, send email, and reply to an email

Create an email signature

Back
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https://support.microsoft.com/en-us/office/welcome-to-your-email-c6c261e3-d50a-43a6-816f-35fe1e53acc6?wt.mc_id=otc_outlook
https://support.microsoft.com/en-gb/office/set-categories-flags-or-reminders-a894348d-b308-4185-840f-aff63063d076
https://support.microsoft.com/en-gb/office/welcome-to-your-outlook-calendar-6fb9225d-9f9d-456d-8c81-8437bfcd3ebf
https://support.microsoft.com/en-GB/office/create-send-and-reply-to-an-email-400d4d45-8e2d-46a2-8cb5-ddabf12489ed
https://support.microsoft.com/en-gb/office/create-an-email-signature-31fb24f9-e698-4789-b92a-f0e777f774ca
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Microsoft Teams

Microsoft Teams is an important part in any organisation and is a digital essential / - \
within the modern workplace. Understanding how to join, set up, and run a meeting
are important fundamentals for digital improvement. ‘ '

All the links on this page open a new window in your web browser

Welcome to Microsoft Teams

Tips for Meetings
Make your conversations easier to find \ J

Share your screen during a meeting

Holding a largescale meeting? Add the Q&A function to your session
Presenting in Teams

Apps within MS Teams

Back
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https://support.microsoft.com/en-GB/office/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d?wt.mc_id=otc_microsoft_teams
https://support.microsoft.com/en-GB/office/tips-for-teams-meetings-23dd847d-52a6-4325-b0dd-9d8f2b29af50
https://support.microsoft.com/en-GB/office/start-and-add-chats-to-favorites-a864b052-5e4b-4ccf-b046-2e26f40e21b5?wt.mc_id=otc_microsoft_teams
https://support.microsoft.com/en-gb/office/show-your-screen-during-a-meeting-90c84e5a-b6fe-4ed4-9687-5923d230d3a7
https://support.microsoft.com/en-gb/office/add-q-a-to-webinars-and-meetings-63633f7d-b713-4d66-9dd9-e50eeae43e5d
https://support.microsoft.com/en-GB/office/tip-use-powerpoint-live-to-show-slides-in-a-meeting-ddfc73dd-b957-4f2b-8e42-ce078f51873c
https://support.microsoft.com/en-GB/office/get-started-with-apps-in-microsoft-teams-3479773b-2526-4473-804f-23d458c2aaca
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Touch Typing

Mastering touch-typing boosts speed and efficiency, letting you focus more on
important tasks by freeing up mental energy. No matter your role, improving typing / \
skills is valuable for anyone using a computer daily.

What’s your average words per minute?
Test your skills today

Want to get better? These free websites offer skills development lessons to help you
improve upon your touch-typing skills:

The links on this page open a new window in your web browser. \ J

Typingstudy.com

Typingclub.com

Typing.com

Back
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https://www.typing.com/en-gb/student/tests
https://www.typing.com/en-gb/student/tests
https://www.typingstudy.com/
https://www.typingclub.com/
https://www.typing.com/en-gb/student/lessons
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Computers have various shortcuts automatically integrated, which are designed to
help ease of use and support you in your working. We have collated some handy tips
and tricks below.

The links on this page open a new window in your web browser / \

The Snippet Tool
Collaborate and Share
Protecting a document
Create a QR Code

Useful Keyboard shortcuts \ J

e CTRL+ C=_Copy
CTRL + V = Paste
*  Windows Key + V = Clipboard history
e CTRL+ P =Print
e ALT + TAB = Switch between applications
 CTRL + SHIFT + T = reopen the internet tab you just closed

Back
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https://support.microsoft.com/en-us/windows/use-snipping-tool-to-capture-screenshots-00246869-1843-655f-f220-97299b865f6b
https://support.microsoft.com/en-us/office/collaborate-on-word-documents-with-real-time-co-authoring-7dd3040c-3f30-4fdd-bab0-8586492a1f1d
https://support.microsoft.com/en-us/office/protect-a-document-with-a-password-05084cc3-300d-4c1a-8416-38d3e37d6826
https://www.microsoft.com/en-us/edge/features/qr-code-generator?form=MA13FJ
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Continue your development

The Training Hub maintains a variety of support pages, offers, and education / \
frameworks that aim to continue and improve your journey of digital development.

The Training Hub team aims to ensure that Primary Care staff have access to the latest
in digital training, education and development

Digital Support - Training Hub — This page aims to provide you with the support and
guidance on all the different options for digital support the Training Hub has to offer. \ J

Back
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We value your feedback

This toolkit is continually reviewed and enhanced to ensure it meets your needs. Your
feedback plays an important role in helping us improve the content, features, and
overall user experience.

Please take a few minutes to share your thoughts by completing our feedback form.
Click here or scan the QR code to provide your feedback.

Thank you for helping us make this toolkit even better.

Scan the QR code to
provide your
feedback on the
toolkit

A
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https://www.smartsurvey.co.uk/t/KX6NLJ/
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