The Basics of Surfing the Internet
The front of the sheet contains the basics you need to know to surf the internet. On the back of the sheet are reminders to help you when you get stuck, as we all do! You may need to talk over these very brief explanations with your guide or tutor.
What is the Internet?

The Internet is a world wide network of computers which have agreed to exchange information in a uniform way. You become part of this network from the computer you use by paying an Internet Service Provider (ISP) to connect you, usually through the telephone system. The Internet includes the World Wide Web (www) which is the giant library of information and online services which every organisation worldwide makes available to the public. It also includes email communication.
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How do I use my computer to reach the internet?

Most people switch on their computers, wait for the start up routine to complete, and double click the big  E on the desktop. Your computer should then load the Internet Explorer program and dial up the internet service provider for you almost automatically. Shortly your chosen home page will appear.

How do I find what I want on the internet?

There are two main methods to find what you want
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If you know the web address such as www.bbc.co.uk for the BBC web site you can type this in the address bar of the browser and press return on the keyboard (to the right looking like this).
2. Otherwise you would enter a name or a description (e.g. BBC) into a search engine like Google and press return. 
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The search engine will provide a selection of 10 answers per page, and you must choose one of them by clicking on the top line of the paragraph.

With practice and a few hints overleaf you will soon become proficient at finding and using the many services available. I provide free ONLINE TRAINING on my web site www.3as.org.uk  .

Practice makes perfect
The Golden Rules of Surfing
These are the points which most often cause difficulty and disappointment for trainees on the Internet. Try to develop good internet habits and you will avoid frustration.

Starting up

After switching on your computer allow time for the icons to appear and the ‘hour glass’ to change to the usual mouse arrow.

If you click anywhere before you see this it may cause errors and waste your time.
In general

1. Double click on the ‘desktop’, single click everywhere else.

2. Be patient! Lots of clicking will slow you down and confuse the computer! Watch the hourglass and the progress bar!

Internet Explorer
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No spaces in web addresses or email addresses but normal spacing for search engines.

2. Usually open windows to full size clicking the maximise button at the top right of the window.
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Close windows you do not need by clicking the X  at the top right of the window. (Make sure that it really is the unwanted window.)
4. Find out which part of the page is visible by looking at the slider on the right and the one at the bottom if there is one. Display the rest of the page using the arrow keys or the page up and page down keys.

5. If these do not work click above or below the dark bar of the slider to move it.

6. If a page is slow to load and the progress bar has stopped growing try the refresh button near the top left. It does not always work! You may have to try again when the site is not so busy.

Entering Information

1. A password is case sensitive so make sure you type it exactly the same, and make sure the CAPS LOCK is not on by mistake.

2. Click in the box (see the cursor) before you type.
3. Get the mouse out of the way so you can see what you are doing.

4. Don’t add spaces before, or double space, for better style.

5. Keep it simple and accurate! The computer is not as clever as you!

6. When asked for a price or value just enter the figures in the format 9.95 without £ or any words of explanation.

7. When asked for a date check the format needed carefully.

8. When asked for the time use the 24 hour clock in the format 13:25 unless it is clear a different format is needed. Don’t add ‘am’, ‘approximately’ or any other words.
Problems

1. Problems are indicated by popup windows which appear.

2. Do your best to answer the question even if you don’t fully understand it.

3. Even a wrong answer is unlikely to cause damage but you may lose data.

4. You usually cannot continue until you answer the question.

5. If the computer asks to update your software let it do so as soon as you can.
