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Introduction 

In today's rapidly changing digital world, online tools have become an integral part not only 

of business management, but also of education and empowerment for young people, 

especially those from disadvantaged backgrounds who want to learn about 

entrepreneurship and develop a growth mindset. This guide is a practical resource for youth 

workers, providing clear, accessible, and practical information on how to understand, use, 

and enjoy a wide range of online tools, most of which are free or low-cost. 

Why this guide? 

For many young entrepreneurs, especially those from disadvantaged backgrounds, financial 

resources are often very limited when starting a business. The purchase of expensive 

software and tools can be impossible at this early stage. This guide helps youth workers fill 

this gap by introducing them – and through them, young people – to powerful online 

solutions that support collaboration, learning, productivity, and business development 

without significant financial investment. 

By becoming familiar with these tools, youth workers could feel better equipped to 

confidently integrate technology into their training, coaching and mentoring activities. This, 

in turn, will enable them to provide disadvantaged young people with practical digital skills, 

boost their self-confidence, and help them start and grow their businesses more quickly. 

The guide is designed to be easily integrated into different training environments, allowing 

each youth worker to adapt the tools to the needs of their organisation and learners. 

The tools described in the guide are grouped under the topics of: 

1. Website and Hosting 

2. Email Services – Email Clients and Webmail 

3. Educational & E-Learning Resources 

4. E-Commerce & Online Selling Platforms 

5. Social Media Management Dashboards and Analysing Tools 

6. Graphic Design & Multimedia Creation Utilities 

7. Virtual Meeting & Webinar Platforms 

8. Artificial Intelligence 

This guide is not only a toolbox – it is a pathway to empower both youth workers and young 

people with the digital skills essential for success in today’s entrepreneurial world. 
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1. Website and hosting 
 

Having a website is essential for any business today – even more so for youth-led 

initiatives that want visibility, credibility, and the ability to reach a wider audience 

online. In this section, we’ll introduce the basics of what website hosting is, how 

websites work, and focus on an easy-to-use tool suitable for young entrepreneurs 

and youth workers. 

What is website hosting? 

Website hosting is a service that allows you to store your website’s content – like 

images, text, and videos – on a server so people can access it on the internet. When 

you register a domain name (like www.yourbusiness.com), you connect it to your 

hosting service, which makes your site live and available 24/7. 

So, in this chapter we will give you three examples of easy, free website builders like 

Wix, WordPress.com, and Weebly. 
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Wix 

 
Wix is a free, cloud-based website builder platform that allows anyone to create a 

professional-looking website without any coding knowledge. It offers drag-and-drop 

tools, pre-designed templates, and built-in hosting. 

Usefulness for youth workers and youth 
Why it's good for youth workers and young people: 

• No technical skills needed, 

• Free plan available, 

• Quick setup for business, event, or project websites, 

• Mobile-friendly templates, 

• Built-in marketing and e-commerce options. 

How youth workers and young entrepreneurs can use Wix: 

• Create a project website: showcase activities, outcomes, and upcoming events. 

• Launch a youth business site: display products or services with an integrated 

shop. 

• Build a personal portfolio: promote skills and experience in a digital CV format. 

• Create a blog or campaign platform for awareness-raising initiatives. 

Step-by-step guidelines 
Step 1: Go to www.wix.com and click, get started. 

Step 2: Create a free account (sign up with email, Google, or Facebook). 

Step 3: Choose the type of website you want to create (Business, Portfolio, Blog, etc.). 

Step 4: Select a template. 

You can browse hundreds of templates or let Wix's ADI (Artificial Design Intelligence) 

create one for you by answering a few simple questions. 

http://www.wix.com/
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  Step 5: Customize your website. 

Use the drag-and-drop editor to add images, text, menus, and contact forms. 

Step 6: Connect a domain (optional for free users; available with paid plans). 

You can choose a free wixsite.com domain or purchase a custom one (e.g., 

www.myproject.com) 

Step 7: Publish your website. 

Click publish and your site goes live instantly. 

 

Summary 

Wix is a beginner-friendly tool perfect for young entrepreneurs and youth workers 

looking to create websites quickly and without technical skills. With its flexible 

templates, built-in hosting, and drag-and-drop editor, it’s ideal for launching 

business sites, project pages, and digital portfolios. 

http://www.myproject.com/
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WordPress.com  
WordPress.com is a hosted website builder platform based on the world’s most popular 

content management system (CMS) – WordPress. It allows users to create blogs, 

business websites, and online portfolios without needing to install or manage any 

software. 

Usefulness for youth workers and 

youth 
Why it's good for youth workers and young people: 

• Free plan available with upgrade options, 

• Easy to use for blogging, storytelling, or showcasing youth projects, 

• Thousands of customizable themes, 

• Mobile-friendly, 

• Built-in SEO and analytics tools, 

• Supports multiple contributors (good for team projects). 

 

How youth workers and young entrepreneurs can use WordPress.com: 

• Create a youth project blog: share updates, activities, and events. 

• Build a digital campaign site: raise awareness around youth issues. 

• Host an online portfolio: display project outcomes, creative work, or services. 

• Run an online magazine or community site with multiple authors. 

Step-by-step guidelines 
Step 1: Go to www.wordpress.com and click, get started. 

Step 2: Create a free account (sign up with email, Google, or Apple). 

Step 3: Choose the type of site you want to build. 

Pick options like Blog, Business site, Portfolio, or Online Store. 

Step 4: Pick a template – select from hundreds of free and premium themes. 
 

http://www.wordpress.com/
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  Step 5: Customize your website. 

Use the WordPress customizer to add your logo, images, text, pages, and blog 

posts. 

Step 6: Choose a domain (Free or Paid).  

You can use a free wordpress.com domain (like www.myproject.wordpress.com) or 

purchase a custom one. 

Step 7: Publish your website.  

Once you’re happy with your site, click publish to make it live. 

  

Summary 

WordPress.com is an accessible, beginner-friendly platform perfect for youth-led 

digital projects, blogs, and awareness campaigns. Its flexibility, free plan, and 

collaborative features make it a great tool for both individual youth entrepreneurs 

and project teams. 

https://www.myproject.wordpress.com/
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Weebly  
Weebly is a beginner-friendly, drag-and-drop website builder owned by Square 

(formerly SquareSpace). It allows users to quickly create websites, blogs, and small 

online shops without needing technical skills or coding knowledge. 

Usefulness for youth workers and youth 
Why it's good for youth workers and young people: 

• Simple drag-and-drop editor, 

• Free plan with optional upgrades, 

• Built-in eCommerce tools (great for youth selling handmade products or 

services), 

• Mobile-friendly templates, 

• Fast setup – get online in minutes, 

• Supports blogs, portfolios, and event websites. 

 

How youth workers and young entrepreneurs can use Weebly: 

• Build a youth project website in minutes with no coding. 

• Set up a free online store to sell event tickets, merchandise, or crafts. 

• Share project updates and community news through a blog. 

• Create personal websites or online CV/portfolio spaces. 

Step-by-step guidelines 
Step 1: Visit www.weebly.com and click, get started. 

Step 2: Sign up for a free account.  

Register using an email, Google, or Facebook account. 

Step 3: Choose what type of website you need – select website or Online store. 

Step 4: Select a theme. 

Browse free, mobile-responsive themes and pick one that suits your project. 
 

http://www.weebly.com/
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  Step 5: Use the Drag-and-Drop editor.  

Add text, images, buttons, maps, and forms by simply dragging them onto your 

page. 

Step 6: Set up your pages. 

Add pages for About, Events, Gallery, Blog, or Contact 

Step 7: Choose a domain.  

Use a free Weebly domain (e.g., yoursite.weebly.com) or connect a custom one. 

Step 8: Publish your website.  

Once everything looks good, click, publish to make it live. 

Summary 

Weebly is a quick, intuitive tool for young people and youth organizations to launch 

their own websites, blogs, or online stores. Its simplicity, free options, and 

eCommerce features make it especially useful for entrepreneurial projects and 

community initiatives. 
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2. Email services - email clients 
and webmail 

 

For any young entrepreneur or youth worker, email is one of the most important 

tools for communication. It’s how you reach out to partners, customers, funders, 

and team members. Having a reliable and professional email service not only 

keeps you organised but also helps you make a strong, credible impression. 

What are email services? 

Email services include both web-based platforms and desktop or mobile 

applications that let you send, receive, and manage emails. Webmail services run 

in your browser (like Gmail or Outlook.com), while email clients (like Thunderbird 

or Outlook Desktop) are installed programs that give you more features and 

control. Both options often include tools like contact management, calendars, and 

filters to help you stay on top of your communication. 

However, if you would like to use a completely free email service connected to a 

custom domain through Wix, Wordpress.com, Weebly own systems, they do not 

offer such possibility.  

BUT – there are free external services you can connect to your domain and use as 

webmail. 

Alternatives: Free email services you can connect to your own domain. 

So, in this chapter we will give you two examples of reliable and free options 

allowing you to create custom email addresses using your own domain: Zoho Mail 

and ImprovMX. 
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Zoho Mail  
Zoho mail is a free, professional webmail service that allows you to create custom 

email addresses using your own domain (e.g., info@xskillerate.com). Zoho is 

compatible with Wix, WordPress.com (with a custom domain), and Weebly and is 

free up to 5 users. 

Requirements: 

You must own a custom domain even if your website is hosted via Wix, Weebly, or 

WordPress.com, domain verification is done through your domain registrar. 

Usefulness for youth workers and 

youth 
For youth workers Zoho Mail is a good way to show how a professional email 

address makes a business look more serious and trustworthy. It’s an easy tool to 

explain young people why using a business email is better than a personal one and 

how it connects to a website. For young entrepreneurs Zoho Mail is free and simple 

to set up, giving them custom email addresses for themselves and their team. This 

helps them look professional when talking to customers, partners, or investors. 

Learning how to set up and manage these emails also builds useful digital and 

organisation skills for running a business. 
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Step-by-step guidelines 
 

Step 1: Register a free Zoho mail account: 

• Go to https://zoho.com/mail. 

• Sign up using your existing email. 

 

 

 

  

 

Step 2: Verify your domain 

• After signing up, you’ll be prompted to verify ownership of your domain. 

• This is done through your domain provider (not directly through 

Wix/Weebly/WordPress.com). 

• Log in to your domain registrar and update your DNS settings as instructed by 

Zoho. 

Step 3: Set Up Email Addresses 

• Once verified, you can create email accounts (e.g. info@yourdomain.com, 

team@yourdomain.com). 

• These can be managed directly from Zoho mail's admin panel. 

Step 4: Access or Forward Emails 

• Use Zoho’s webmail interface (clean and user-friendly). 

 

 

 

  

 

https://zoho.com/mail
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ImprovMX  
ImprovMX is a free and easy-to-use email forwarding service that allows you to 

create custom email addresses using your own domain name. Instead of hosting full 

email inboxes, ImprovMX forwards emails to an existing personal email account (like 

Gmail, Outlook, etc.). 

 

Usefulness for youth workers and 

youth 
For youth workers ImprovMX is a quick way to show young people how a business 

can use a professional-looking email without paying for extra services. It lets you 

create a custom email address with your own domain (like hello@mybusiness.com) 

and forwards all messages to an existing inbox, such as Gmail or Outlook. This is 

great for young entrepreneurs because it keeps things simple and free – they don’t 

need to set up new accounts or learn complicated systems. It’s an easy first step 

toward building a professional image while staying organised. 
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Step-by-step guidelines 
 

Step 1: Get a custom domain name 

• Register your domain (e.g., yourproject.org) . 

• This step is essential, ImprovMX works with your domain. 

 

 

  

 

Step 2: Go to ImprovMX 

• Visit https://app.improvmx.com/signup. 

• Add your email address and click create account. 

Step 3. Set up Email forwarding 

• In the alias field, enter the custom email name you want. 

• In the destination field, enter your existing personal email (e.g., 

youremail@gmail.com). 

• Click add to create the forwarder. 

Step 4. Update your domain's DNS settings 

• ImprovMX will give you two MX records and a SPF record. 

• Go to your domain provider’s DNS settings panel. 

• Replace existing MX records with ImprovMX’s ones. 

• Add the SPF TXT record as instructed (to avoid spam issues). 

• Use Zoho’s webmail interface (clean and user-friendly). 

 

 

 

  

 



 

16 
 

Step 5. Test your setup 

• Send a test email to your new custom address. 

• It should arrive in your personal inbox. 

 

Important: 

To connect a free email service to Wix, WordPress.com, or Weebly, you must have 

a custom domain (which is usually included in their paid plans or can be purchased 

separately). On free plans without a custom domain, only contact forms 

forwarding to external Gmail/Outlook addresses will work. 

But additionally, there are completely free webmail services – some examples 

include: 

 

Webmail services (free) 

 Service Type Features 

Gmail Webmail Free email address via 

@gmail.com, 15 GB 

storage, calendar, Drive 

Outlook.com Webmail Free email address via 

@outlook.com, calendar, 

15 GB storage 

Yahoo Mail  Webmail Free email address via 

@yahoo.com, large 

storage, app and webmail 

Proton Mail Webmail (privacy focus) Encrypted email, 

@proton.me address, 

anonymous registration 

GMX Mail Webmail Unlimited email accounts, 

65 GB storage, free 

calendar 

 

 

http://wordpress.com/
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  These work perfectly for young people, project teams, and small organisations 

looking for a personal or organisational email address without needing a custom 

domain.  

Email Clients (programs to send/read email) 

Client Type Description 

Thunderbird Email client (software) Free open-source 

program from Mozilla for 

sending/receiving emails 

from various accounts 

(Gmail, Outlook, 

ProtonMail etc) 

Mailspring Email client (software) Modern, easy to use 

email client supporting 

multiple accounts and 

notifications 

eM Client Email client (software) Simple client for 

windows/macOS with 

calendar and chat 

features 
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3. Educational & e-learning 
resources 

 

In entrepreneurship, learning never stops. Whether you’re brushing up on finance 

basics, improving your leadership skills, or exploring new tech trends, online 

learning platforms put world-class education at your fingertips. They’re flexible, 

accessible from anywhere, and often free or low-cost – perfect for young 

entrepreneurs and youth workers supporting them. 

What are online educational platforms? 

These are websites and apps that offer structured learning through videos, 

exercises, reading materials, and sometimes interactive discussions. You can follow 

entire courses on specific topics, earn certificates, and learn at your own pace – all 

without having to attend a physical classroom. 

So, in this chapter we will give you two examples of e-learning platforms: Khan 

Academy, which offers free lessons on a wide range of subjects, and Coursera, which 

connects you to university-level courses and professional training from top 

institutions worldwide. 
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Khan Academy 

 
Khan Academy is a free online learning platform that offers video lessons, 

interactive exercises, and personalised learning tools in areas connected to school 

subjects (like math and science), as well as lessons on economics and personal 

development. It’s designed for learners of all ages, and aside from its use in 

classrooms, it is also very useful for informal education settings. 

Usefulness for youth workers and 

youth 
Khan Academy is useful for youth workers learning about and teaching 

entrepreneurship and growth mindset because it offers free, easy-to-understand 

lessons on key topics like economics, personal finance, and growth mindset. It 

offers foundations that help young people or youth workers understand how 

businesses work and why it is important to develop a growth mindset. It also 

includes interactive exercises and real-life examples that can be used in youth 

workshops to build entrepreneurial thinking and financial literacy. 

Before making an account, think about what you want to learn for yourself and what 

you want to teach youth – set goals. 

Entrepreneurship goals: Learn the basics of business, money management, risk-

taking, and problem-solving. 

Growth Mindset goals: Understand effort vs talent, embrace challenges, learn from 

failure. 
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Step-by-step guidelines 
 

Step 1: Create a free account: 

• Enter the search phrase Khan Academy in your browser or go directly to 

https://www.khanacademy.org/. 

• Click Sign up in the top right corner.  

• Choose an option for the Teacher. 

• Use your email, link to your Google account, or any of the available options 

that you find the most appropriate. 

 

 

 

  

 

Step 2: Choose content 

Search for relevant topics by clicking on 'Explore' (located in the left corner) and look 

under ECONOMICS for entrepreneurial topics or under LIFE SKILLS for growth 

mindset topics. 

 

 

 

  

 

https://www.khanacademy.org/
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Some examples for entrepreneurial related content: 

• Personal Finance: Budgeting, Saving and investing, Credit and loans. 

• Intro to Economics: Opportunity cost, Supply and demand, Markets and 
trade. 

Some examples for growth mindset related content: 

• You Can Learn Anything 

• The Power of Yet 

• Mistakes Help You Learn 

Step 3: Create a class 

• Click your profile picture in the top right corner. 

• Select “Teacher dashboard”. 

• Click “+ New class”. 

• Name your class. 

• Click “Create class”. 
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Step 4: Add Students 

You have two options: 

• Share the class code (students enter this when signing up). 

• Add students by email (if they already have Khan Academy accounts). 

 

 

Step 5: Assign content to the students 

• On your profile, click on Teacher dashboard. 

• Under Your classes, choose the one you want to assign content to. 

• On the left side, click on Assignment and then on Assign. 

• Choose the content you want to assign to the class by clicking on the square 

on the right side of each lesson. 

• You can assign videos, articles and exercises.  
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Step 6: Monitor Student Progress 

• Go to your Teacher dashboard. 

• Click on the class name. 

• Go to the Assignments tab. 

• See which students have completed their assignments, and who needs 

help. 

 

Additional tip: Khan Academy content is available also in other languages, not just 

in English. To change the language: 

• Scroll to the bottom of the homepage. 

• Click on the language selector in the footer. 

• Choose your preferred language. 
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Coursera 

 
Coursera is a free and paid online learning platform that partners with top 

universities and organisations (e.g. Stanford, Yale, Google, and IBM) to offer high-

quality courses, specialisations, and certificate programs. It provides learners with 

flexible, self-paced access to a wide range of subjects, including entrepreneurship, 

personal development, leadership, and much more.  It provides a valuable tool for 

youth workers seeking to expand their skills or deliver training to young people. 

Usefulness for youth workers and 

youth 
Coursera is a great resource for youth workers wanting to learn about 

entrepreneurship and then share that knowledge with youth through lessons or 

workshops because it offers: 

• University-level content from institutions like Stanford, the University of 

Pennsylvania, and HEC Paris, ensuring high-quality and up-to-date 

information. 

• Practical, real-world courses on topics such as starting a business, social 

entrepreneurship, and innovation, which can be directly applied in youth 

programs. 

• Free access to most course materials (with paid options for certificates), 

making it accessible even with limited budgets. 

• Tools and examples they can adapt for youth training sessions, including 

videos, assignments, and case studies. 

Tip: Build your confidence and expertise before teaching youth by going through the 

courses you find interesting and then adapti the course into youth-friendly formats 

(e.g. turn a business model assignment into a group activity, use quiz questions for 

a game-based review, show a short lecture and follow with a hands-on challenge. 
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Some of the courses, particularly suitable for youth workers wanting to gain 

knowledge and teach about entrepreneurship and a growth mindset are:   

1. The Entrepreneur’s Guide for Beginners 

(Institution: Universitat de Barcelona) 

• A beginner-friendly introduction to entrepreneurial thinking, business 

modelling, and planning. 

• Designed for complete newcomers to entrepreneurship. 

2. Essentials of Entrepreneurship: Thinking & Action 

(Institution: University of California, Irvine) 

• Focuses on entrepreneurial mindset, opportunity recognition, and action-
taking strategies. 

• Interactive lessons with real-world examples. 

3. How to start your own business  

(Michigan State University) 

• Practical and beginner-friendly. 
 

4. Mindshift: Break Through Obstacles to Learning and Discover Your Hidden 
Potential"  

(McMaster University) 

• Empowers learners to see new opportunities, switch career mindsets, and 
build resilience. 
 

5. The Growth Mindset 

(by University of California–Davis) 

• Focuses on recognizing and reframing limiting beliefs – essential in contexts 
where youth face systemic barriers. 
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Step-by-step guidelines 
 

Step 1: Create an account (it is free) 

• Go to www.coursera.org. 

• Click “Join for Free”. 

• Sign up with your email, Google, Facebook, or Apple account. 

 

 

 

  

 

https://www.coursera.org/
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  Step 2: Browse or Search for a course 

• Use the search bar (top of the page) and type a topic like: 

• "entrepreneurship" 

• "growth mindset" 

• "leadership for youth" 

or 

• Explore categories like Business, Personal Development, or Ethrepreneurship. 

 

Step 3: Pick a course and enroll 

1. Click on a course that interests you. 

2. You'll see options: 

• Audit the course (free): You get all videos and readings, but no 

certificate 

• Purchase (optional): For graded assignments and a certificate 

3. Click “Enroll for Free”. 

4. If you want to audit, look for “Audit the course” (usually hidden under 

“More” or at the bottom of the enrol pop-up). 
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Step 4: Start learning 

• Each course is divided into weeks or modules. 

• Go at your own pace – you don’t need to finish on a schedule. 

Step 5: Take notes 

• Use Coursera’s note-taking tool or your own notebook. 

• Bookmark valuable resources (e.g., diagrams, frameworks). 

• Think about how each concept can apply to your youth programming. 

Step 6: Apply or share what you learnt 

• Use lessons to design workshops or activities for youth. 

• Share short videos in group sessions. 

• Create discussions or challenges based on course themes. 
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4. E-commerce & online selling 
platforms 

 

We've all used e-commerce at some point, right? There are many benefits as a 

consumer, you have access to a wide range of products directly on your screen, and 

with a simple click you can order your new jacket in a few minutes! 

Statistics show that companies in the EU that used e-commerce between 2013 and 

2023 increased from 17.2% to 23.8% (Eurostat 2025a;  Eurostat 2025b). Digital 

marketing can be helpful for an entrepreneur starting out  and even though it is an 

effective way to reach a large number of people, it does not have to include high 

costs and it does not have to take a lot of time. 

Read more about the different tools that can be used in e-commerce:  

 

• Online store – You can start your own online store where the company 

website is the “face” of the company. 

• Social media – You can use social media platforms to reach your customers. 

• Digital marketing sites – You can use digital marketing sites such as Ebay, 

Amazon or Etsy to reach your customers through their platforms. 

 

Image made in Canva: https://www.canva.com/dream-lab 

https://www.canva.com/dream-lab
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Online store  
There are many different e-commerce platforms to choose from for an 

entrepreneur who wants to start an online store. Taking the time and energy to 

deepen their knowledge of the different options is important for a new 

entrepreneur because the choice of platform lays the foundation for the work with 

the online store and the wrong choice of platform can be expensive (Bring, 2025). 

Step-by-step guidelines 
Step 1: Choose your platform (for an example Shopify or Woo Commerce) 

Step 2: Register an account. 

Step 3: List your products. 

Step 4: Choose shipping and delivery method. 

Step 5: Promote your products. 

Step 6: Open your store and start to sell! 

Step 7. (Connect your store to a digital marketing site such as eBay). 

 
Source of image: 

https://www.canva.com/design/DAGrbshWab8/pgeBwwY9L9B9IhJfbpyk0w/edit  

https://www.canva.com/design/DAGrbshWab8/pgeBwwY9L9B9IhJfbpyk0w/edit


 

31 
 

 
  

Usefulness for youth workers and 

youth 
By starting an online store, the young person can once again review their business 

plan. Perhaps the young person sees something that can be improved? An online 

store can be a way for the young entrepreneur to get started with their business 

at their own pace. One advantage of starting an online store is that the 

entrepreneur can start small and then develop the store continuously. 

The youth worker can in turn support and guide the young person during the 

above process. Furthermore, starting an online store can be particularly beneficial 

for young people from disadvantaged backgrounds. Unlike traditional businesses, 

e-commerce requires minimal startup costs, making it more accessible for those 

with limited resources. It offers an opportunity to generate income, develop 

digital and entrepreneurial skills, and build self-confidence, all within a familiar 

and flexible environment. 

For an example, a young person with a creative hobby such as making jewelry, 

designing digital art, or upcycling clothes can start selling their products online 

using free or low-cost platforms like Etsy, Shopify, or Instagram Shops. Others may 

offer services such as tutoring, gaming-related content, or custom illustrations. 

These activities can help them learn about pricing, customer communication, 

marketing, and logistics, all valuable, transferable skills. 

In addition, running an online store can help young people develop a sense of 

ownership and purpose, especially if they face barriers to entering traditional 

employment. It provides a low-risk space to test ideas, make mistakes, and grow 

through experience. With the guidance of a youth worker, they can also reflect 

on their learning, set goals, and build a foundation for future education or career 

paths. 
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Social media 

 
Using social media platforms to reach out to your customers and sell your product 

directly, without intermediaries, has become increasingly common in e-commerce.  

Through popular platforms such as Instagram, Facebook and Snap chat, your 
customers are reached by your product. This type of e-commerce is called D2C e-

commerce which stands for “Direct to consumer”. 

After you select Campaign in your settings, you can configure your Campaign video. 

Step by step guidelines 
Here's how to create a Tik Tok campaign:  

Step 1: From the video you want to promote, tap the More options... button. 

Step 2: Tap Promote.  

 

  
Step 3: On your Campaigns page, tap the video you want to 

promote. 

Note: You can only promote public videos. 

Step 4: Choose an objective to promote your video, then tap 

Next at the bottom. 

Step 5: If you select More Website Visits, enter the website URL 

and select a call to action button for your website (for example: 

Learn more, Shop now, or Sign up), then tap Save. 

Step 6: Tap the circle next to the audience you want to reach, 

then tap Next. You can choose from: 

• Automatic. This means TikTok chooses the audience for 

you. 

• Custom. You choose the gender, age range, and interests 

you want to reach. 
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Step 7: On your Campaigns page, tap the video you want to promote. 

Note: You can only promote public videos. 

Step 8: Choose an objective to promote your video, then tap Next at the bottom. 

Step 9: If you select More Website Visits, enter the website URL and select a call to 

action button for your website (for example: Learn more, Shop now, or Sign up), then 

tap Save. 

Step 10: Tap the circle next to the audience you want to reach, then tap Next. You can 

choose from: 

• Automatic. This means TikTok chooses the audience for you. 

• Custom. You choose the gender, age range, and interests you want to reach. 

Step 11: Enter the budget and duration, then tap Next. 

Step 12: Add your payment information (Android) or top up your coins (iPhone). 

Step 13: Tap Start campaign. (The minimum budget required to start a campaign on 

TikTok is usually around €10–€20, depending on the region and campaign duration. You 

can adjust your daily or total budget based on how much you’re willing to spend. It's 

recommended to start small and increase your budget as you see what works.)   

Usefulness for youth worker and youth 
Social media is something that young people and most youth workers are familiar with. 

The tool is therefore suitable for young entrepreneurs to use when starting their 

business. In addition to creating targeted advertisements via social media, the tool can 

be used to reach out to customers. The tool also enables the young entrepreneur to 

use an existing network via their private social media account and thus does not have 

to start from scratch with this demanding work. 

The youth worker can use their skills to support and guide the young person in this 

work based on the young person's circumstances and knowledge. The youth worker 

can also encourage the young person to use the tool as a way to increase the young 

person's self-confidence as the young person probably has prior knowledge of social 

media. 
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Digital marketing sites 

 
Imagine a physical market where you as a customer have a wide range in front of 

you and can choose what appeals to you and your specific preferences. The digital 

marketplace works in the same way where you as a customer quickly get an 

overview of a wide range of products to choose from. 

A digital marketplace is an arena for both buyers and sellers where the buyer's 

wishes or needs are matched with the seller who provides the product that can 

fulfill this wish or need. Depending on which platform you choose to use, the steps 

to get started may look different. 

 

 

 

 

• Etsy – Ideal for handmade or vintage items and crafts. 

• Shopify – A platform where users can create their own online store. 

• eBay – A global marketplace for selling both new and second-hand goods. 

• Facebook Marketplace – A user-friendly local sales platform. 

• Instagram & TikTok Shops – Social media platforms that support direct 

product promotion and sales. 

• Amazon – One of the largest global marketplaces for nearly any type of 

product. 

 

 

 

 

 • What  are the costs? 
 

• Is it  important  to 
reach 
internat ionally? 
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Step-by step guidelines (general) 
Here are general steps for using a digital marketing platform: 

Step 1: Choose which e-commerce platform you want to use. Depending on the 

product you offer, different e-commerce platforms may be suitable. For an example, 

you can choose Amazon or Ebay. 

Step 2: Register an account on the e-commerce platform. 

Step 3: Create an ad where you describe your product in detail including price and 

attach images. This may incur costs. However, sometimes there are free trial periods 

– check what applies to the specific marketplace you would like to sell on! 

Step 4: Choose delivery method. 

Step 5: Review how your customer service should work. 

Step 6: Promote your products. 

 

Source of image:  
https://signup.ebay.com/pa/crte 

 

 
   
 

 

https://signup.ebay.com/pa/crte
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Usefulness for youth workers and 

youth 
Using a digital marketing site enables you to reach out internationally, is fast and 

involves relatively low costs. Another advantage of a digital marketing site is that 

as a newly started entrepreneur you do not need to build your own customer base 

but can use the customers who are already on the established marketing site. This 

can therefore give the young entrepreneur a head start helping them gain 

visiability more easily. 

Just like when the young person is going to build their own online store, the step 

of accessing a digital marketing site is a way to reflect on their business plan and 

adjust it if necessary. 

By reviewing the tool and becoming aware of what is required to get involved in a 

digital marketing site, the young person can get one step closer to turning their 

business idea into reality. The tool can also give the young person important 

frameworks and a structure for how the company should be run. This is because 

the young person can reflect on prices, customer service and delivery methods.  

The youth worker can be an important support and guide the young person while 

the young person explores how to use the tool. 
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5. Social media management 
dashboards and analysing 
tools 

 

Social media is essential for reaching customers, building your brand, and staying 

connected with your audience – but juggling multiple platforms manually can 

quickly get overwhelming. That’s where social media dashboards come in. 

What are social media dashboards and analytics tools? 

These tools allow you to schedule posts across different platforms, track 

performance, monitor engagement, and analyse growth trends. They save time, 

provide insights, and help you focus on content that works best for your audience. 

In this chapter you could find three examples of useful tools: Buffer and Hootsuite 

for scheduling and managing posts across several platforms, and Social Blade for 

tracking analytics and performance over time. 
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Buffer  
Buffer is a social media management platform designed to help individuals, teams, 

and organizations plan, schedule, publish, and analyze content across multiple social 

media channels from a single dashboard. It's especially known for its user-friendly 

interface and focus on small businesses and non-profits. 

Founded in 2010, Buffer has grown to support millions of users worldwide. It’s 

especially helpful for those with limited time or resources who still need a 

professional online presence. 

Usefulness for youth workers and 

youth 
Youth workers and young entrepreneurs can use Buffer to schedule regular 

updates, promote events, or share educational content across platforms like 

Instagram, Facebook, LinkedIn, and X (Twitter), all from one dashboard. 

What does it offer? 

1. Social media scheduling 

• Create and schedule posts in advance for: 

- Facebook (Pages & Groups) 

- Instagram (Posts & Stories) 

- X (Twitter) 

- LinkedIn 

- Pinterest (with paid plans) 

• Schedule specific date/time or set up a posting schedule (e.g., every Monday 

at 10 AM). 
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  2. Content calendar 

• Visual overview of upcoming and published content. 

• Easily drag-and-drop posts to rearrange. 

• Great for team planning and content strategy. 

3. Engagement tools (Free & paid) 

• See and respond to comments and messages (paid plans). 

• Monitor engagement on posts and track audience interaction. 

4. Analytics and insights 

• View the performance of published posts: 

- Reach 

- Clicks 

- Likes 

- Comments 

- Shares 

• Export basic reports (paid plans offer detailed analytics). 

5. Link in Bio tool 

• Create a landing page with clickable links tied to your Instagram bio. 

• Helps businesses drive traffic to multiple resources. 

6. Team Collaboration (Paid Plans) 

• Assign roles (e.g., editor, publisher). 

• Approve posts before they go live. 

• Useful for youth organizations with volunteers or part-time team members. 
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Step-by-step guidelines 
Step 1: you should create your account, simply with an email address and password. 

 

Step 2: then, Buffer provides you with some options, on the basic reasons you wish 

to use it, and the main channels you would like to connect. 

 



 

41 
 

  

You can connect all your social media accounts in one calendar, customize for each 

platform, schedule different posts at different times and days, and always have a 

clear view of your content calendar so you can keep track of your planned posts. 

With specialized AI features, you can repurpose your already existing posts, rewrite 

content in different styles, and generate new ideas. 

Most importantly, you can access your 

analytics: 

• Post performance metrics (likes, 

comments, shares, clicks, reach) 

• Engagement and audience growth 

(growth over time, rates, top-

performing content) 

• Customizable reports (filter data by 

platform, time range, post type) 
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Hootsuite 

 
Hootsuite is a comprehensive social media management platform that allows users to 

schedule posts, monitor conversations, and analyse performance across multiple social 

media networks from one central dashboard. Ideal for individuals, businesses, and non-

profits, Hootsuite supports platforms like Facebook, Instagram, X (Twitter), LinkedIn, and 

TikTok.  

Its key features include a content calendar, real-time engagement streams (for tracking 

comments, mentions, and hashtags), and basic analytics tools to measure reach and 

engagement. For youth workers and organisations, Hootsuite can help streamline 

communication, plan campaigns in advance, and ensure consistent social media activity 

– even with limited time and resources. The free plan allows management of up to two 

social accounts, making it a practical option for small teams or training purposes. 

Usefulness for youth workers and youth 
What does it offer? 

1. Centralised social media management 
Manage up to five social media accounts from one dashboard, saving time and 
avoiding platform-hopping. 
 

2. Post scheduling and automation 
Plan and schedule posts in advance, ensuring consistent content even during 
busy periods or events. 

 
Content calendar 

Visualise upcoming posts and campaigns to stay organised and align messaging with 

programme goals. 
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Engagement monitoring 
Use streams to track hashtags, keywords, comments, and messages in real-time, a 
great tool for interacting with youth audiences and staying informed. 
 

Basic analytics 
Access basic performance metrics (likes, shares, comments, reach) to assess the 
effectiveness of posts and adapt strategies. 
 

Team training tool 
Useful for teaching young people or volunteers about digital marketing, social 
media planning, and online communication. 
 

Professional online presence 
Helps youth organisations and projects look polished and responsive on social 
media, even with limited staff or budget. 
 

Step-by-step guidelines 

Step 1: you should create your account, simply with an email address, your name, 

and a password. 

Step 2: then, you can add your accounts, customize your personal space and start 

filling your calendar! 
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You can create your posts by choosing the medium they are going to be published, 

the tone, and you can have AI features assist you in generating hashtags or find a 

catchier way to present the content you wish to publish. 

Hootsuite analytics provide detailed social media analytics across multiple 

platforms, including multi-account combined analytics for a consolidated view. 

Users can track engagement metrics, monitor hashtag performance, and gain 

insights into what content resonates most with their audience. With the custom 

report builder, teams can create tailored reports that suit their needs, and 

conveniently email PDF reports to clients or stakeholders. 
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Social Blade 

 
Social Blade is a free online analytics platform that tracks user statistics and growth 

trends across major social media platforms, including YouTube, TikTok, Instagram, 

Twitch, X (Twitter), and Facebook. It provides publicly accessible data such as 

follower counts, video views, engagement rates, and estimated earnings (especially 

for YouTube). Users can view real-time statistics, historical data, and growth 

projections, making it a valuable tool for content creators, marketers, and youth 

workers who want to monitor the performance of their own accounts or analyse 

influencers and competitors. 

Usefulness for youth workers and 

youth 
What does it offer? 

1. Performance tracking 
Monitor the growth and activity of YouTube, TikTok, Instagram, and other 
social media accounts over time. 

 
2. Competitor & influencer analysis 

Compare social media statistics of influencers, youth-led projects, or similar 
organizations to learn from their strategies. 

 
3. Engagement insights 

Access data on views, followers, engagement rates, and video performance 
to understand what content works best. 

 

4. Growth projections 

View future follower or subscriber estimates to set realistic goals and 

measure progress. 
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6. Educational use 
Teach young people how to read and interpret social media data for digital 
marketing, branding, or entrepreneurship. 

 

7. Free and easy to use 
No sign-up required, making it accessible for youth organisations with 
limited resources or training time. 

 

Step-by-step guidelines 
Step 1: No login or account is needed to access basic features! 

Step 2: Choose a Platform 

• At the top of the homepage, you'll see a dropdown menu labeled “Supported 

Platforms” or platform icons. 

• Choose the social media platform you want to analyze, such as: 

- YouTube 

- TikTok 

- Instagram 

- X (Twitter) 

- Facebook 

Step 3: Enter a Username or Channel Name 

• In the search bar on the homepage, type the exact username or channel 

name of the account you want to analyse. 

(Tip: Use the public handle, e.g., @YourChannelName) 

• Click the magnifying glass icon or press Enter. 

Step 4: View the Statistics Page 

• Once you land on the profile page, you’ll see multiple sections: 

• User summary: Subscriber/follower count, views, uploads, and rankings. 

• Live subscriber count (for YouTube and Twitch). 

• Historical data: Graphs showing changes in followers, views, and ranking over 

time. 

• Future projections: Estimated stats (e.g., "You will reach 10k subscribers in 3 

months"). 

•  
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• Daily stats table: Follower or subscriber gains/losses, views, and estimated 

earnings (YouTube only). 

• Similar channels: Compare with similar accounts. 

 

Step 5: Export or Share Data (Optional) 

• On some pages, you can export data as a CSV or share a link to the stats page. 

• These features can help when creating reports or presentations. 
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6. Graphic design & 
multimedia creation utilities 

 

In the digital age, visuals speak louder than words. Strong, attractive graphics and 

media can help your business look professional and instantly connect with your 

audience. 

What are these tools? 

These are platforms that let you create images, videos, and other visual content 

without needing advanced design skills. Many offers ready-to-use templates, drag-

and-drop features, and built-in assets like photos, icons, and fonts. 

In this chapter we will present you one of most popular powerful and easy-to-use 

design tools: Canva, which lets you create everything from social media posts to 

posters and presentations with professional results – no design background 

required. 
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Canva 

 
Canva is a free, user-friendly graphic online design tool that allows anyone to create 

professional-looking graphics, presentations, posters, social media posts, and much 

more using drag-and-drop features and customizable templates. It is ideal for youth 

workers and young people with little or no design experience. 

Usefulness for youth worker and youth 
Canva is especially useful for youth workers teaching entrepreneurship because it helps 

young people quickly and creatively visualise and communicate their ideas, even 

without prior design skills.  

Canva is useful for youth workers teaching entrepreneurship because it empowers 

young people to create professional-looking branding and marketing materials with 

only some basic digital knowledge.  

It is an intuitive and easy to work with tool, which makes it perfect for simple, regular 

businesses as it saves money (you do not need to hire a designer) and saves time (you 

do not need to spend a lot of time learning how to navigate more advanced designing 

tools like Photoshop or Figma).  

It can be used to: 

• Design logos and brand identities for business ideas, 

• Create pitch decks and presentations, 

• Make social media content, flyers, or ads to promote products or events, 

• Develop prototypes of products, packaging, or menus (for service-based ideas), 

• Make business cards. 

It can be used for graphic design as well as for multimedia creation (video, audio, and 

animation). 

It empowers youth to turn abstract ideas into polished, real-world products, a key part 

of developing entrepreneurial skills. 
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Step-by-step guidelines 
Step 1: Create a Canva account 

• Go to canva.com. 

• Click Sign up (you can use email, Google, or Facebook). 

• Canva offers two options for users: a Free version and a Pro (Paid) version.  

• For youth workers: consider signing up for Canva for Education (free for 

teachers & nonprofits). All you need to do is provide some kind of document 

that proves your status (payroll or contract, for instance). 

 

Step 2: Choose design type 

• On the homepage, you can choose what kind of document you want to 

create: 

• Presentation 

• Facebook post 

• Sheets 

• Social media 

• Video or much more 

 

https://www.canva.com/
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  Step 3: Start designing 

• View pre-made templates (for example a FB post). 

• Choose template that you like and customise it  

or 

• Design from scratch: Use the search bar to search for specific content. 

• Choose the Elements menu to add Shapes, Graphics, Photos, AI images, 

Videos and many others. 

• Customise elements with the menu on top (font, size, colour, etc.). 

• Customise text by clicking and typing. 

• Change colours, fonts, and images with toolbar options. 

• Upload your own photos or logos via Uploads on the left sidebar. 
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Step 4 (optional): animate your design 

• Click Animate (top menu) to add slide transitions or animated elements. 

• Export as GIF or video for engaging presentations. 

Step 5: Collaborate & Share 

• Click Share (top right). 

• Choose Share link to send for viewing or editing (be sure to change Access 
level to anyone with the link). 

or 

• Download as PDF, JPG, PNG, MP4 video 

or 

• Use Presentation mode to display directly in Canva. 
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7. Virtual meeting & webinar 
platforms 

 

Running a business today means collaborating with people anywhere in the world. 

Virtual meeting tools allow you to meet face-to-face online, share ideas, and keep 

projects moving, even when you can’t meet in person. 

What are virtual meeting and webinar platforms? 

These are services that let you hold video calls, group meetings, and online events 

in real time. Many also include features like screen sharing, chat, breakout rooms, 

and recording options to make online collaboration as effective as in-person 

meetings. 

In this chapter you could find three examples of most popular reliable platforms: 

Zoom, Microsoft Teams, and Google Meet – all widely used for online meetings, 

webinars, and team collaboration. 



 

55 
 

  

Zoom 
 

Zoom is a web-based video conferencing tool with a local, desktop, and a mobile app 

that allows users to meet online, with or without video. It's a popular tool for meetings, 

webinars, and other online interactions, allowing users to collaborate and communicate 

remotely.  

Zoom is easy to use and offers a variety of features, such as HD video and audio, the 

ability to share screens, phone dial-ins, cloud recordings, whiteboarding capabilities, and 

much more. In addition to video conferencing, Zoom offers chat functions that allow 

users to communicate via text message or in group chat rooms. They provide a range of 

collaboration tools, including file sharing and virtual background options, so that 

everyone can have a professional look during calls.  

The app is available to download for free and Zoom users can choose to sign up to the 

free service, or for a number of paid plans. A basic Zoom account is free with up to 100 

participants for 40 minutes at a time. 

Usefulness for youth workers and youth 

Youth workers can effectively use the Zoom platform to teach disadvantaged youth 

essential entrepreneurial and growth mindset skills by creating an accessible and 

interactive online learning environment. They could organise live workshops, virtual 

training sessions, and peer-to-peer discussions, allowing youth to develop self-

confidence, problem-solving skills, and resilience—all key components of an 

entrepreneurial mindset.  

By employing Zoom features such as breakout rooms, screen sharing, and real-time 

collaboration tools, youth workers can organise engaging activities for youth such as 

role-playing business scenarios, presenting ideas, and receiving quick feedback. 
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  Furthermore, when these young people consider starting their own businesses, they can 

continue to use Zoom as an important tool for networking, virtual meetings with customers 

and partners, online sales or consulting, as well as participate in webinars or training 

courses to further develop their skills. Zoom's expertise could also enable them to provide 

remote services, expand their market, and manage teams in different locations – important 

advantages in today's digital economy. 

Step-by-step guidelines 
Step 1: How to download Zoom 

Start by searching zoom on your system’s browser and click on Download link  

https://zoom.us/support/download. Once the download is complete, proceed with 

installing the Zoom application on your computer. 

Step 2: How to Sign In 

You can sign into your Zoom account on the web at any time, at zoom.us/signing. Once 

you're logged in, use the panel on the left side to navigate the Zoom web portal. You can 

update your profile, schedule a meeting, edit your settings, and more.  

Only the host should sign up for an account and then schedule or start a meeting, sending 

out invitations to join the meeting. 

Step 3: How to start your meeting as a host 

Your upcoming meetings will be listed in the Meetings tab of your Zoom desktop client or 

mobile app. You can click Start on the meeting name. You can also start your meetings from 

the Zoom web portal.  

1. Sign into your Zoom desktop app. 

2. Click the Meetings tab. 

3. Under Upcoming, click Start next to the meeting you want to start. 

4. Once the meeting is started, click on the invite option and click the Copy URL / 

Invitation link and send it to your learners (customers or others). 

Step 4: How to join a meeting as a participant   

To join a Zoom meeting, a host shares the invite URL or meeting ID. You do not need a Zoom 

account to join a meeting, all you need is the meeting URL or ID and sometimes the 

Password. 

https://zoom.us/support/download
https://zoom.us/signin
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  1. Join by clicking on the Zoom link provided by the meeting host. If this is your first 

Zoom meeting on your device, click download and run Zoom (this only needs to be 

done once). The Zoom.exe file will download, and you will need to open the file. 

2. Once set up: click Join a Meeting, enter the Meeting ID, then click Join, enter 

Password (if needed), then Join Meeting.  

3. Choose: Join with Video or Join without Video. You will either join the meeting 

automatically or be placed into the waiting room until the host admits you. 

Step 5: Participate in the meeting 

Once you’ve joined the meeting, you can see and hear other participants. At the bottom of 

your screen, you should see the control bar. If not, move your cursor on the screen and it 

should appear. 

 

Muting/unmuting your microphone and Stopping/starting 

your video camera.   A red slash through the microphone or 

video camera means you are muted, and other participants 

are not able to hear or see you. (Click on it to add/remove the 

red slash – to turn off/on). 

 

Participants. Clicking on this button allows you to see who is 

currently in the meeting.  

 

Share Screen. When you are ready to share a specific 

document with other participants, click on this icon: another 

window will appear that will give you options for sharing your 

screen. Click on Stop Share when you are done sharing your 

screen. 

 

Chat: This allows you to type a message either to the entire 

group or privately to an individual by clicking the recipient 

under "To:" in the message box. 

 
Leave Meeting. Click on this to leave the meeting. 

 

 



 

58 
 

  

Google Meet  
Google Meet is a video-communication service developed by Google. It is a Google 

Workspace for Education Core service.     

Google Meet, a powerful and user-friendly platform, has emerged as a popular choice 

for online meetings. Google Meet stands out for its simplicity and accessibility. 

Integrated with tools like Gmail and Google Calendar, Google Meet makes scheduling 

and joining meetings seamless. Google Meet provides secure video meetings that are 

easy to join and free to use, enabling users to connect with others remotely for both 

business and personal communication.  

Google Meet offers video calling, join meetings from web browser or mobile apps, free 

and paid plans: basic features are free, allowing up to 100 participants for meetings 

lasting up to 60 minutes, paid plans through Google Workspace offer extended meeting 

times, recording capabilities, and other features for businesses and organisations. 

Usefulness for youth workers and youth 
Youth workers can use Google Meet to foster entrepreneurial and growth mindsets 

among disadvantaged young people by hosting interactive virtual workshops enriched 

with dynamic brainstorming and presentation exercises. Since Google discontinued 

Jamboard at the end of 2024, Meet now supports integrated third-party whiteboarding 

tools such as Miro, FigJam, and Lucidspark, accessible directly from the Meet session 

menu under "Activities”. These platforms offer sticky notes, templates, real-time 

collaboration, and visual mapping features that are ideal for brainstorming business 

ideas, problem-solving tasks, and joint evaluation. By starting to use these tools early on, 

young people gain confidence in collaborating in the digital space, experience visual 

project planning, and strengthen the communication skills necessary for 

entrepreneurship. 
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  Once they start their own businesses, young people can continue to use Google Meet as 

an important resource: they can schedule virtual meetings with mentors, present their 

ideas to potential investors, bring in collaborators, or provide remote consulting and 

services. With their familiarity with Meet and its integrated whiteboard tools, they can 

host international workshops, visually prototype ideas, and maintain professional virtual 

workspaces, which are essential for growing a business in today's digital economy. 

Step-by-step guidelines 
Step 1: How to access Google Meet 

There are several ways to access Google Meet:  

Through a web browser Visit meet.google.com 

Via the Google Meet app Available for both iOS and Android devices. 

From Gmail or Google 

Calendar 

 

In Gmail, click the button Google Apps in the top right 

corner, then select Meet or Calendar icons. 

Step 2: How to host a Google Meet 

You can create a Google Meet in three main ways: via Google Calendar, directly through 

Google Meet, or from Gmail. 

1. Using Google Calendar, you can schedule a meeting by creating an event, adding 

guests, and selecting "Add Google Meet video conferencing," which generates a 

meeting link. 

2. Directly from the Google Meet website or app, you can start an instant meeting 

by clicking "New meeting" and sharing the provided link. 

3. In Gmail, you can start a meeting from the "Meet" section on the sidebar by 

initiating a meeting or getting a link to share with others. 

http://meet.google.com/
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  Step 3: The basic steps to begin video conferencing using Google Meet  

If you want to start a new meeting, click New Meeting (Fig. 1). 

 
 

Fig. 1. Screen when opening Google Meet 

Choose an option:  

• Create a meeting for later: This will 

generate a meeting link which you 

can share to meet now or later.  

• Start an instant meeting: Creates a 

meeting that you join now.  

• Schedule in Google Calendar: To 

schedule a meeting, you will be 

directed to Google Calendar.   

 

Scheduling in Calendar will open a new event draft in your Google Calendar, where you can 

fill out the event details, add attendees entering the email addresses of the people you want 

to invite in the "Add guests" field. Then you click "Add video conferencing" to generate a 

link, click "Save" and send your Google Calendar Invite. 

In Google Meet, you can chat with participants and present content to enhance your 

meetings. 

As the meeting organizer, you have additional controls such as muting participants, 

removing participants, and managing who can share their screens. These controls help you 

maintain order and security during your meeting. 
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  Step 5: How to Join a Meeting 

Joining a Google Meet meeting is easy to do. Go to Google Meet. 

• If you have a meeting link or code, enter the unique meeting code or link provided 

by the host (Fig.1) or simply click on the meeting link received in your invitation. 

• If you received a Google Calendar invite instead of an email invitation, click the 

event to see more information. Then click the Join with Google Meet button. 

• If you’re using the mobile app, you may need to enter the meeting code and then 

tap “Join meeting”. 

• Once you've joined the call, you'll see your video tile as well as the tiles of the 

people you're chatting with on your desktop screen. 

Google Meet’s critical features 

• Camera and Microphone Toggle: These buttons allow you to enable or disable 

your camera and microphone. 

• Present Now: Screen sharing allows participants to share their screens, 

documents, or presentations during meetings. This feature is instrumental for 

visual explanations, brainstorming, and collaborative work. To use screen sharing 

effectively, click on the “Present Now” button and choose the content you want 

to share. 

• Chat and Participants: The chat function in Google Meet allows participants to 

communicate via text during the meeting. It’s useful for sharing links, notes, and 

questions without interrupting the speaker. 

• Whiteboarding Tools: Google Meet allows users to launch third-party 

whiteboarding tools like Miro, FigJam, or Lucidspark directly from the “Activities” 

menu during a meeting. These tools support real-time collaboration with features 

like sticky notes, diagrams, and templates, making them ideal for brainstorming, 

mapping ideas, or visual planning. Simply click on “Activities,” select your 

preferred whiteboard, and invite participants to co-create and contribute live. 
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Microsoft Teams  
Microsoft Teams is a collaboration and video-communication platform developed by 

Microsoft. It is a core service within Microsoft 365 for Education and Business. 

MS Teams offers a powerful and integrated environment for online meetings, chat, file 

sharing, and teamwork. Its seamless integration with Microsoft 365 apps like Outlook, 

Word, Excel, and OneDrive makes scheduling, document collaboration, and communication 

highly efficient. MS Teams provides secure video meetings accessible via desktop or mobile 

apps, supporting both business and educational needs. Free plans allow unlimited chat and 

meetings for up to 60 minutes with up to 100 participants, while paid Microsoft 365 

subscriptions offer extended meeting durations, advanced security, cloud recording, 

breakout rooms, and robust collaboration features for larger organisations and enterprises. 

Usefulness for youth workers and youth 

Youth workers can use Microsoft Teams to effectively help disadvantaged youth develop 

entrepreneurial and growth mindsets by creating a highly collaborative virtual learning 

environment. Using Teams' integrated tools, such as video meetings, chats, shared files, task 

planning (Planner), and collaboration boards (Microsoft Whiteboard), young people can 

participate in interactive business simulations, teamwork exercises, and problem-solving 

activities that reflect real-world business challenges. Separate chat rooms allow small 

groups to discuss business ideas or practice presentations, while shared documents and live 

editing help foster collaboration and critical thinking. These young people can continue to 

use MS Teams when starting their own businesses to organize virtual team meetings, 

collaborate with partners, manage projects, provide remote consultations, and securely 

store important business documents – all essential skills for managing and growing a 

business in today's digital economy. 
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Step-by-step guidelines 

Sep 1: How to get started with Microsoft Teams 

Create an account and Download Microsoft Teams app: 

• Go to the Microsoft Teams webpage and click on the profile icon at the top-right 

corner of the screen. 

• In the “Sign in” page that appears, click on the “Create one!” link to set up a new 

account. 

• On the “Create account” window, follow the on-screen instructions. 

• Visit the Microsoft Teams homepage and Download Microsoft Teams app. 

To create a Microsoft account on your mobile, download the app and follow the same 

instructions mentioned above. 

Step 2: Log in to your Microsoft account to start using Microsoft Teams. 

Teams can help you: 

• Create dedicated channels for specific tasks or teams. 

• Record audio and video meetings. 

• Easily share your screen with team members for detailed explanations. 

• Quickly search through archives using its command box. 

Once logged in, you can explore features like chat, teams, channels, calendar, and integrated 

apps to facilitate communication, collaboration, and project management (Fig.2). 

Step 3: Teams 

Create a team to gather people together and work in focused spaces with conversations and 

files: 

• Create a team by selecting "Join or create a team" and then "Create a team". 

• Name your team and add a description. 

• Choose whether your team is public or private. 

• Add members to your team. 

https://www.microsoft.com/en-in/microsoft-teams/group-chat-software


 

64 
 

  

 
 

Fig.2     https://support.microsoft.com/en-us/office/create-a-team-with-team-templates-
702a2977-e662-4038-bef5-bdf8ee47b17b?wt.mc_id=otc_microsoft_teams 

 

Step 4: Channels  

Channels within teams provide a structured way to organize conversations. 

• Create a channel by selecting the "Channels" tab and then "Add a channel". 

• Name your channel and add a description. 

• Use channels for specific projects, topics, or departments. 

Step 5: Chat  

Use the chat feature for quick and direct communication with individuals or groups. 

• Start a new chat by clicking the "New chat" button. 

• Include people or groups in your chat by typing their names or email addresses. 

• Use emojis, GIFs, and stickers to make your messages more engaging. 

Step 6: Calendar 

• The Teams calendar allows you to schedule meetings, events, and set reminders. 

https://support.microsoft.com/en-us/office/create-a-team-with-team-templates-702a2977-e662-4038-bef5-bdf8ee47b17b?wt.mc_id=otc_microsoft_teams
https://support.microsoft.com/en-us/office/create-a-team-with-team-templates-702a2977-e662-4038-bef5-bdf8ee47b17b?wt.mc_id=otc_microsoft_teams
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• Access your calendar by selecting the "Calendar" tab. 

• Create a new meeting by clicking "New meeting". 

• Add attendees, set the date and time, and add a description. 

• Invite attendees through Teams or Outlook. 

Step 7: Apps  

Teams offers a variety of apps that can be integrated to enhance functionality. 

• Find familiar apps or explore new ones to streamline your workflow. 

• Integrate apps like Microsoft Planner, Microsoft To Do, or other tools. 

Step 8: Other Features 

• At Mentions: Use "@" followed by someone's name to notify them of a message.  

• File Sharing: Share files within channels and chats to facilitate collaboration.  

• Audio and Video Calls: Initiate calls directly from the chat window or meeting 

invitation.  

• Test Calls: Use the "Make a test call" feature in settings to test your audio device.  

• Notifications: Customize your notifications to ensure you stay updated.  

• Meeting Options: Configure meeting options like allowing attendees to join before 

the organizer, recording meetings, and more.  

• Meeting Settings: Manage meeting settings such as allowing or disallowing joining 

before the meeting starts, and recording the meeting. 

Step 9: How to join to Microsoft Teams meeting  

Using the Meeting Invite: 

• Open the email or calendar invite containing the meeting link.  

• Click the "Join the meeting now" link. 
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• You may be prompted to sign in with your Teams account, or you can join as a 

guest.  

• If the host has enabled a lobby, you may need to wait to be admitted before joining 

the meeting.  

• If you are using a personal account, you may have limited access to some features. 

Step 10: Using the Calendar: 

Open Microsoft Teams and navigate to the Calendar tab. 

• Find the scheduled meeting and click "Join". 

• Select "Join with an ID"  and  Enter the meeting ID and passcode provided in the 

meeting details  - if you are using a Meeting ID and Passcode.  

Once you are logged into Microsoft Teams as a guest (without an account), you can join 

meetings, share files and chat. Please note that although most features are available, some 

restrictions may apply. 

If you want to get to know Microsoft Teams  even more, you can use this tutorial: 

https://www.youtube.com/watch?v=t21xncTuDqk 

https://www.youtube.com/watch?v=t21xncTuDqk
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8. Artificial Intelligence 
 

AI tools are changing how entrepreneurs work by making everyday tasks faster, 

smarter, and more creative. They can help you brainstorm, write, research, and even 

design – saving you valuable time. 

What are AI tools? 

Artificial Intelligence tools use algorithms to process information, learn patterns, 

and generate useful content or insights. They can act like digital assistants, helping 

you write texts, create images, summarise data, and develop presentations based 

on your needs. 

In this chapter we present you four examples of practical AI tools: ChatGPT for 

drafting and idea generation, Microsoft Copilot for AI inside your Office apps, 

Gamma for quick presentation design, and Perplexity for AI-powered research and 

fact-checking. 
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ChatGPT  
ChatGPT is a conversational AI developed by OpenAI, based on large language 

models. It can understand and generate human-like text, making it suitable for 

answering questions, drafting text, and simulating conversations. It operates via a 

chat interface where users can input prompts and receive immediate responses. 

Available both via browser and mobile app, ChatGPT is accessible and easy to use. 

The free version offers general capabilities, while the Plus version offers access to 

more powerful models and tools, including web browsing, file uploads, and 

enhanced analysis features. 

Usefulness for youth workers and 
youth 
ChatGPT can be an excellent tool for youth workers supporting aspiring young 

entrepreneurs. It can help young people refine their business ideas, explore different 

models, and write their first business plan, all through guided prompting and 

collaboration. By breaking down complex business concepts into digestible 

explanations, ChatGPT makes entrepreneurship more approachable for beginners. 

Youth workers can use it to facilitate brainstorming sessions, simulate customer or 

investor interactions, and generate draft content such as mission statements, value 

propositions, elevator pitches, or marketing plans. ChatGPT also supports financial 

literacy by helping young people understand budgeting, pricing strategies, and even 

simple profit forecasting through examples and explanations. 

Moreover, the tool can act as a "practice partner", young people can role-play 

scenarios such as pitching to funders or handling customer complaints. This boosts 

their confidence and communication skills, especially for those who may not have 

access to business mentors or formal training environments. 
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Step-by-step guidelines 
Step 1: Go to https://chat.openai.com and sign in. 

 

Step 2: Type a prompt like: "Create a 1-hour workshop plan on Business Canvas 

modeling for starters." 
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Step 3: Review and edit the output to match your context. 

Step 4: For deeper functionality, upgrade to ChatGPT Plus. 

Step 5: Use the "Custom GPTs" feature to build a version tailored to your program. 
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In addition to generating text, ChatGPT (especially in the Plus version with GPT-4) 

can also process and interpret uploaded files and images. This means youth workers 

can upload PDFs, Word documents, Excel sheets, or images and ask ChatGPT to 

summarize, extract key information, or explain content in simpler terms. For 

example, a youth worker could upload a grant application PDF and ask ChatGPT to 

highlight the main requirements, or upload a logo design sketch and get feedback or 

creative suggestions. 

ChatGPT can also generate images based on written prompts using integrated tools 

(like DALL·E), which is especially useful for branding, visual storytelling, or creating 

workshop illustrations. Youth-led businesses can design concept logos, mock up 

product images, or create social media graphics without hiring a designer. This 

opens creative and accessible opportunities for visually enhancing business 

presentations and digital marketing efforts. 

 

 

While ChatGPT is a powerful and insightful tool, youth workers and young people 

need to treat its outputs as starting points rather than definitive answers.  

ChatGPT generates responses based on patterns in data it has been trained on, 

which means it may occasionally provide outdated, overly generalized, or incorrect 

information. Especially in areas like legal requirements, funding sources, or market 

data, it's crucial to verify the accuracy through trusted, up-to-date sources. 

Encouraging young people to double-check facts, cite reliable references, and 

consult local experts helps develop critical thinking skills and reduces the risk of 

acting on misinformation. Youth workers should model this behavior by using 

ChatGPT as a creative and educational partner, while also teaching young 

entrepreneurs to cross-reference insights with official websites, industry 

publications, and experienced professionals. 
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Copilot 

 
Copilot is Microsoft’s AI assistant integrated into its suite of productivity tools (Word, 

PowerPoint, Excel, Outlook). It offers context-aware assistance, helping users draft, 

summarize, design, and analyze within familiar apps. 

Copilot blends AI with your data (emails, documents, spreadsheets) while keeping it 

secure within your Microsoft 365 environment. It works as a sidebar or inline 

assistant that suggests content and automates tasks based on natural language 

input. Microsoft Copilot is powered by the Prometheus model, which builds on 

OpenAI’s GPT-4 and has been refined through supervised and reinforcement 

learning. It features a chat-based interface similar to ChatGPT and can perform a 

wide range of tasks such as citing sources, composing poems or songs, and 

communicating in various languages and dialects. 

Copilot follows a freemium model: the free version includes core features and 

several built-in chatbots, including Microsoft Designer for generating images from 

text. Premium users subscribed to "Copilot Pro" get early access to new tools and 

the ability to create custom chatbots. 

Usefulness for youth workers and 

youth 
Microsoft Copilot offers several valuable features for youth workers, especially 

those managing multiple responsibilities like planning programs, creating materials, 

communicating with stakeholders, and organizing data. Integrated directly into 

Microsoft 365 applications (such as Word, PowerPoint, Excel, and Outlook), Copilot 

enhances productivity by allowing users to complete complex tasks with simple 

language-based prompts. 
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For example, in Word, youth workers can quickly draft business proposals, 

workshop outlines, or activity descriptions just by typing a request like, “Write a two-

page pitch for a coffee truck initiative business in universities.” In PowerPoint, they 

can automatically generate visually appealing presentations for pitching ideas or 

educational sessions. In Excel, Copilot helps interpret survey results from youth 

participants, spot trends, and summarize data for reports, saving hours of manual 

work. In Outlook, it can draft emails, summarize long threads, or suggest responses, 

streamlining communication with schools, partners, or youth. 

For youth workers supporting entrepreneurship programs, Copilot can help young 

people create simple business plans, product descriptions, or marketing content 

within Word or PowerPoint. Its ability to work within trusted Microsoft tools also 

means it’s ideal for organizations already using Office 365, allowing for a smoother 

workflow without needing to learn new platforms. 

Step-by-step guidelines 
Step 1: Ensure you have a Microsoft 365 Copilot-enabled subscription. 
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Step 2: Open Word, PowerPoint, or Excel and look for the Copilot icon. 

Step 3: Click it and enter a prompt like: "Using the information I will provide, create 

a presentation for the coffee truck in universities business idea." 

Step 4: Review and customize the generated content. 

Step 5: Use Excel + Copilot to analyze survey data by typing: "Show me patterns in 

this data set." 
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Gamma 

 
Gamma is an AI-powered tool that creates visually dynamic presentations, 

documents, and webpages. It focuses on storytelling and ease of use, requiring no 

design or technical skills. You can start with a prompt, and Gamma automatically 

builds a multimedia-rich, scrollable format. 

Unlike traditional slides, Gamma outputs interactive decks that are ideal for digital 

storytelling and educational content. It’s particularly useful for educators and youth 

professionals who want polished visual content without spending hours on 

formatting. Gamma also integrates multimedia elements like embedded videos, 

charts, and GIFs, which makes it ideal for delivering content in a format that 

resonates with young audiences. Its layouts adapt automatically to mobile and 

desktop screens, ensuring accessibility across devices. Gamma’s focus on narrative 

flow and interactivity means presentations feel more like dynamic web experiences 

than static slides – perfect for engaging storytelling and awareness-raising initiatives. 

Usefulness for youth workers and 

youth 
Gamma allows youth workers to build interactive educational resources on topics 

like gender identity, consent, or online safety. Its templates can be adapted into 

youth-led campaigns or digital exhibitions. 

It’s also a collaborative tool, youth participants can co-create visual stories or 

advocacy messages using Gamma, increasing ownership and engagement in anti-

hate initiatives. 

Gamma is an excellent resource for youth entrepreneurship programs, as it enables 

young people to create professional, visually compelling pitch decks and 

presentations with minimal technical skills. 
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Youth workers can guide participants in using Gamma to structure and present their 

business ideas clearly, whether it's a product concept, a service plan, or a social 

enterprise initiative. The platform’s intuitive design and storytelling focus help young 

entrepreneurs communicate their vision confidently, even if they have no 

background in graphic design or public speaking. 

Beyond pitching, Gamma can also be used by young people to document their 

entrepreneurial journey, showcase prototypes, and build interactive digital 

portfolios. These can be shared with mentors, investors, or peer groups during 

competitions, workshops, or incubator programs. Youth workers can encourage 

participants to include customer research, marketing plans, and team bios in their 

decks, transforming Gamma into a tool that not only presents ideas but also 

reinforces strategic thinking and communication skills vital for real-world 

entrepreneurship. 

Step-by-step guidelines 
Step 1: Visit https://gamma.app and create a free account. 
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Step 2: Click "New" and choose "Presentation" or "Document." 

Step 3: Type a prompt like: "Create an interactive guide on funding opportunities for 

new business ventures." 

 

 

Step 4: Gamma generates slides with text, images, and structure. 

Step 5: Customize colors, sections, and visuals, then share via link. 
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Perplexity 

 
Perplexity is an AI-powered search and research assistant that delivers direct, 

concise answers to user questions, backed by real-time citations and reliable 

sources. Unlike traditional search engines that return a list of links, Perplexity 

summarizes the most relevant information from across the web and academic 

sources, allowing users to quickly understand complex topics. It operates through a 

conversational interface, where follow-up questions can refine or expand the initial 

response, making the research process more interactive and efficient. 

Perplexity also includes features like "Threads," which allow users to organize a 

series of related questions and answers into a coherent research path. Its interface 

supports voice input and offers suggestions for follow-up queries, making it user-

friendly and dynamic. Unlike static search engines, Perplexity adapts in real time to 

the user’s inquiry, often refining its answers as more context is provided.  

Usefulness for youth workers and 

youth 
Perplexity is an invaluable research companion for youth workers guiding young 

entrepreneurs through the early stages of their business journeys. It enables quick 

access to up-to-date, well-sourced information on market trends, customer 

demographics, business models, and startup strategies. For example, a youth 

worker assisting someone launching a sustainable clothing brand could use 

Perplexity to gather data on ethical fashion, supply chain options, and successful 

case studies, all within minutes and with cited sources for further reading. 

https://www.perplexity.ai/
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In entrepreneurship workshops or mentoring sessions, Perplexity can support idea 

validation and problem-solving. Young people can ask real-time questions like 

“What are common challenges for first-time small business owners?” or “How do 

you write a simple business plan?” and receive straightforward answers tailored 

to their level of understanding. Youth workers can guide them in refining these 

queries to develop deeper insights and encourage them to verify sources, helping to 

build critical thinking and research skills that are essential for any entrepreneur. 

Additionally, Perplexity’s ability to store related questions in organized “Threads” 

makes it easier to document and revisit research as a business idea evolves. Youth 

workers can teach young entrepreneurs how to build research threads on 

competitors, pricing strategies, or legal requirements, turning Perplexity into a live, 

personalized business development notebook. This structured approach to inquiry 

not only streamlines the research process but also helps youth feel more confident 

and prepared when pitching their ideas or writing proposals. 

Step-by-step guidelines 
Step 1: Go to https://www.perplexity.ai using any web browser. No account is 

required to start using the basic features. 
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Step 2: Enter a clear question 

In the search bar, type a specific question or topic. For example: 

“How do you create a business plan for a small café?” 

“What are current trends in youth social entrepreneurship?” 

Step 3: Review the response 

Perplexity will generate a concise answer, typically followed by citations or source 

links. Read through the information and note any key points. 

 

 

Step 4: Check the sources 

Click on the blue source links beneath the answer to verify the information or 

explore the original article, study, or website. This ensures credibility and helps 

with further research. 

 

Step 5: Ask follow-up questions 

Use the chat-style interface to dive deeper. For example: 

Follow up with: “What are common mistakes in first-time business plans?” 

Or: “Can you compare crowdfunding vs. small business loans?” 
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Step 6: Use threads to organize research 

Sign in (optional) to create “Threads,” which group related queries and answers 

together, great for tracking all research on a single business idea or project. 

 

Artificial intelligence tools have become invaluable allies for youth workers, offering 

powerful ways to enhance their impact, efficiency, and creativity. From generating 

tailored educational content and facilitating interactive workshops to conducting in-

depth research and producing engaging multimedia, AI empowers youth workers to 

meet the diverse needs of young people more effectively. These tools not only save 

time on routine tasks but also open new avenues for innovation in youth 

engagement, learning, and support. 

However, the responsible use of AI requires ongoing critical reflection – validating 

information, respecting privacy, and adapting tools thoughtfully to each unique 

context. When combined with human empathy and expertise, AI can amplify the 

positive influence youth workers have in fostering empowerment, inclusion, and 

resilience among young people. Embracing these technologies thoughtfully is a 

forward-looking step toward more dynamic, accessible, and impactful youth work. 
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9. How to use project resources 
with new knowledge  

After studying this guide and becoming familiar with a wide range of free and low-cost online 

tools, youth workers should be equipped with practical knowledge to actively support 

disadvantaged youth in developing both their entrepreneurial and growth mindset skills. The 

key to successfully applying this knowledge lies in understanding how to integrate these 

resources into daily practice – not only for teaching, but also for empowering youth to use 

them independently as they start and grow their businesses. We could offer the following 

suggestions for youth workers: 

1. Start with a Digital Needs Assessment 

Before introducing specific tools, it is helpful to assess the 

current digital skills and needs of the youth. Some may 

already be familiar with basic platforms like email or social 

media, while others may require a step-by-step introduction. 

Based on this assessment, youth workers can select the most 

appropriate tools from each topic covered in the guide, 

ensuring that learning stays relevant and manageable.  

2. Practical Demonstrations and Hands-On Practice 

Theory alone is not enough. Use interactive sessions where 

youth can: 

• Set up their own website or landing page using free 

hosting platforms. 

• Create and manage a professional email account for 

business purposes. 

• Explore e-learning platforms for self-development in 

entrepreneurship, finance, or marketing. 

• Design simple logos, business cards, or promotional materials using graphic design tools. 

• Set up a basic online store or test e-commerce platforms to simulate real business activity. 
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4. Create Ongoing Support Structures 

Even after the formal learning sessions are complete, youth 

workers can create support networks where youth: 

• Share experiences and challenges with digital tools. 

• Help each other troubleshoot and explore new 

features. 

• Stay up to date as platforms and tools evolve. 

• Use social media dashboards to plan and schedule posts, analyse audience 

engagement, and monitor growth. 

• Practice virtual meetings and webinars, allowing them to experience online 

networking, pitching, and client communication. 

• Experiment with AI tools for content creation, customer service automation, business 

planning, or generating marketing materials. 

By guiding youth through these practical exercises, youth workers help transform 

knowledge into real digital competencies. 

3. Encourage Project-Based Learning  

One of the most effective ways to strengthen gained 

knowledge is through small, guided projects. Encourage 

youth to: 

• Create a basic online presentation for a business 

idea. 

• Prepare a digital business plan using templates and 

AI assistance. 

• Simulate online sales and client communication. 

• Conduct a market analysis using research and 

analytical tools introduced in the guide. 

These mini-projects could give youth confidence and 

practical experience that can be immediately applied 

when launching their businesses.  

By fostering a peer-learning culture, youth could remain engaged and empowered to 

keep improving their digital and entrepreneurial skills.  
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5. Link Knowledge to Real Business Scenarios 

Finally, always emphasise how the tools directly support real-life business needs: 

• Professional communication with 

clients and partners. 

• Efficient project and task management. 

• Cost-effective marketing and 

promotion. 

• Customer engagement and retention. 

• Data-informed decision-making. 

• Innovation through creativity and AI. 

 

The knowledge gained from this guide equips youth not only with technical skills, but also 

with an entrepreneurial mindset of adaptability, problem-solving, and resourcefulness – 

essential qualities for success in any business. 
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