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Introduction

These notes are part of a course to teach computing to beginners. 
The notes for the course are in three documents:

· Tutor notes: provide an outline of the course content for each session.

· Handouts: detailed notes to provide students with written support for the skills learnt during the course. These handouts also contain other information which might be useful, for example on back-ups.(This document).
· Tasks: Exercises linked to the skills being learnt and designed to reinforce the teaching.

If you don’t have the Tutor Notes and Tasks, these can be downloaded from www.learncomputing.ukpc.net.

This course is intended for a small group of people, or individuals, who are beginning to learn about computing from a ‘tutor’. This tutor may be from an external organisation, or could be a friend or relative. It is hoped these notes provide a framework to teach the absolute beginner and can be used by a tutor and class, or by a knowledgeable individual teaching a relative. The notes are copyright, but you may copy and modify them (see below for the full terms).
The course is intended to provide the following skills:

· Using the computer, such as opening and closing programs, copying and pasting, saving and opening documents.

· Accessing the internet to obtain information, buy items, and arrange travel.

· Sending and receiving e-mails.

· Loading images from a digital camera into an album.

· Understanding features of the hardware, software and communications, such as DVD writers, USB ports flash memory drives, free programs and connecting to the internet.

The notes assume that the computer is set up and connected to a printer (although this is not essential). The operating system is assumed to be Windows XP or Windows 7. The course is structured to get students using the internet as soon as possible, leaving the more complex aspects, such as file structure, until they need to know how to save files.

Best wishes!

David Griffiths
learncomputing@ukpc.net
(This work is licensed under the Creative Commons Attribution-NonCommercial-ShareAlike 3.0 Unported License. To view a copy of this licence, visit http://creativecommons.org/licenses/by-nc-sa/3.0/ or send a letter to Creative Commons, 171 Second Street, Suite 300, San Francisco, California 94105, USA.)
Contents


11
Module 1 - Introduction and parts of the computer


11.1
Course Aims


11.2
Fundamentals for the tutored course


11.3
Course modules


11.4
Training


11.5
Are you sitting comfortably? -Posture


21.6
Parts of the computer


21.7
Hardware


21.8
Switching on:


21.9
Screen (Desktop)


31.10
The mouse


31.10.1
Mouse controls


31.10.2
Using the mouse (more later)


31.10.3
Help from the internet


31.10.4
Task 1 Mouse skills using the calculator


42
The Keyboard


42.1
Keyboard basics


62.2
Word processing


62.3
Help from the internet


73
Programs and windows, Turning on and off, if everything stops


73.1
Programs and windows


73.2
Switching off


83.3
If everything stops


83.4
Getting help


94
Accessing the internet


94.1
A very brief introduction to the internet


94.2
Using a browser program to access the internet


94.3
Moving around a website


104.4
Help from the internet


115
Browsers and Searching The Internet


115.1
How to use browsers


115.2
Uploading and downloading


125.3
Search Engines


125.4
Wikipedia


125.5
User names and passwords


135.6
Document readers


135.7
Help from the internet


146
Shopping on the internet


146.1
Shopping safely


146.2
Buying goods


156.3
Price comparison sites


156.4
E-bay


156.5
Manufacturers’ sites


166.6
Help from the internet


177
Arranging travel on the internet and other opportunities


177.1
Travel


177.2
Other opportunities on the internet


187.3
Help from the internet


198
Printers and Printing


198.1
Types of printer


198.1.1
Inkjet


198.1.2
Laser


198.2
Types of paper


208.3
Using a printer


208.4
Help from the internet


219
Word Processing -Moving text around and changing fonts


219.1
Word processing and e-mailing


219.2
Highlighting text


219.3
Cut, copy, paste


229.4
Changing the font


229.5
Help from the internet


2310
Setting up an e-mail account


2310.1
Electronic communications


2310.2
What are e-mails?


2310.3
E-mail programs


2410.4
Setting up E-mail on your computer


2410.5
Setting up an internet account


2410.6
Help from the internet


2511
Using e-mails


2511.1
E-mail folders


2511.2
E-mail commands


2511.3
Contact list (Address book)


2611.4
Sending an e-mail


2611.5
Receiving an e-mail


2611.6
Replying


2711.7
Forwarding


2711.8
Folders


2711.9
Help from the internet


2812
Internet phoning, Facebook, Twitter


2812.1
internet phone


2812.2
Instant messaging


2812.3
Social Networking, Twitter, Blogs


2812.4
Help from the internet


2913
Parts of the computer and programs


2913.1
More on hardware and software


2913.2
Parts of the computer in the box


3013.3
Types of program


3013.4
Software – office programs


3113.5
Help from the internet


3214
Files and Folders


3214.1
The importance of files


3214.2
Windows Explorer


3314.3
Folder contents


3314.4
Drives


3314.5
Folder structures


3414.6
Recycle Bin


3414.7
Help from the internet


3515
Digital photographs


3515.1
Programs to use


3515.2
Loading from a camera or mobile phone


3515.3
General features of album programs


3615.4
Information about the photo


3615.5
Removing hardware


3715.6
Help from the internet


3816
Menus, Saving and opening work, shortcuts


3816.1
Menu bars


3816.2
Saving work


4016.3
Opening work


4016.4
Keyboard Shortcuts


4016.5
Help from the internet


4117
Security


4117.1
Communications – safety


4117.2
Viruses


4117.3
Computer takeover


4117.4
Phishing


4217.5
Windows security features


4217.6
Help from the internet


4318
Working with files


4318.1
Moving files


4318.2
File extensions


4418.3
Renaming files


4418.4
Selecting multiple files


4418.5
Changing the view of files


4418.6
Help from the internet


4519
Audio and Scanners


4519.1
Audio equipment


4519.2
Programs for playing music


4519.2.1
File types


4519.2.2
Windows Media Player


4619.3
Scanners


4619.4
Help from the internet


4820
Saving to external storage, Backing up


4820.1
Saving to a dvd drive


4820.2
Backing up


5020.3
Help from the internet


5121
Programs


5121.1
Programs – adding, deleting, updating, upgrading


5121.1.1
Updates and upgrades


5221.1.2
installing programs


5221.1.3
Deleting programs


5221.2
Acquiring Programs


5221.2.1
Free and low cost software


5221.2.2
Free to download


5321.2.3
Free: limited functionality or on trial


5321.2.4
Shareware


5321.2.5
Full cost


5321.3
Program and file shortcuts


5421.4
Help from the internet


5522
Measurement of storage


5522.1
How data storage is measured


5622.2
Determining file sizes


5622.3
Help from the internet


5723
Connecting to the internet


5723.1
Connecting to the internet


5723.2
Connecting to an ISP


5823.3
Connecting to the modem


5823.4
Connection speeds


5923.5
Bluetooth


5923.6
Help from the internet


6024
Next steps


6024.1
Next steps




1 Module 1 - Introduction and parts of the computer
1.1 Course Aims

The course is intended to provide you with the following skills:

· Using the computer, such as opening and closing programs, copying and pasting, saving and opening documents.

· Accessing the internet to obtain information, buy items, and arrange travel.

· Sending and receiving e-mails.

· Loading images from a digital camera into an album.

· Understanding features of the hardware, software and communications, such as DVD writers, USB ports flash memory drives, free programs and connecting to the internet.

1.2 Fundamentals for the tutored course
· The course will go at your pace.
· Jargon will be explained before using it.
· If you don’t understand – please ask.
· No exams!
· You won’t damage the computer (unless you throw it out of the window).
1.3 Course modules

· The course is divided into modules.
· Each module covers a series of related topics, such as use of the keyboard.

· Some topics have related tasks for the student to carry out, in order to reinforce their new skills. The tasks are in a separate booklet.
· Modules are designed so as to take around half an hour to an hour to complete, depending on the student and related tasks.
1.4 Training

· The tutor will demonstrate each topic in a module first, to show you what you are aiming to achieve. Then the tutor will take you slowly through each stage.
· At the end of a stage there may be a task to carry out in order to help you try out your new skills.
· You will be given time to get used to using the computer
1.5 Are you sitting comfortably? -Posture

· Make sure you are sitting properly. Guidance from the BBC WebWise site:

· The monitor is at the correct height, the top line in line with your line of eyesight. 

· The chair is at the correct height so your feet are on the floor. 

· The screen is at the correct brightness to suit the room you are in. 

· The keyboard and mouse are within easy reach. 

· Cables are tidied away so they don't clutter up the desk, or get in the way of your legs under the desk. 

· Take regular screen breaks so you are not in the same position for long periods of time. (Around 10 minutes every hour away from the computer)

· If you cannot see the screen clearly, or get headaches when using the computer, have your eyes checked.
1.6 Parts of the computer

· Hardware (The bits you can touch)
· Software (Makes the computer work). ‘Programs’ are software which have specific purposes, such as word processing, e-mailing and looking at the internet.
· Communications (links the computer with the world – e-mail and internet)
1.7 Hardware

· Screen (VDU, monitor) – shows you what’s happening – ‘output’ 
· Mouse – used to tell the computer what to do – ‘input’

· Keyboard – also used to tell the computer what to do – ‘input’
· The black (or grey) box – holds the bits which process the ‘input’ to produce ‘output’. A laptop computer has these bits under the keyboard
· Printer – prints the ‘output’ onto paper
· Scanner – photocopies documents and photos but saves them onto the computer. May be combined with a printer (then called a multifunction peripheral - MFP) which can be used as a photocopier

· Modem - connects the computer to a phone line or cable so that it communicates with the outside word – internet and e-mail. It may also connect to other computers to form a ‘network’.
1.8 Switching on:

· The power at the mains socket should have been turned off, so turn this on. You shouldn't need to switch on printers, scanners and other peripheral devices until you need them. Remove any memory sticks, as they may stop the computer from starting correctly.
· Desktop computer (separate screen and keyboard): usually a large button on the front of the ‘box’. There may be an additional switch on the back. Switch off at the mains when not in use.

· Laptop computer (screen folds down onto keyboard). One button, usually above the keyboard by the screen.
· The computer will then go through a routine known as 'booting up'. Give the computer a few minutes to start up completely. Some anti-virus programs may do some initial checks and it is better to leave these to finish.
1.9 Screen (Desktop)
When you turn the computer on the screen shows the ‘desktop’ which has on it:
· A background picture, which may change

· Icons for ‘programs’ and ‘folders’.
· A ‘task bar’ along the bottom, which shows:

· a button (the ‘Start’ button) which opens a box, which contains another button to shut down the computer plus a button to list ‘All programs’.
· programs which can be started with one click (‘Quick launch’)
· programs which are being used

· special programs (the ‘system tray’)
· the time
1.10 The mouse
1.10.1 Mouse controls

· Look under the mouse. It will probably have a red light. The mouse detects movement through the slight changes in reflection of this light off the surface – so you can’t use it on a very smooth surface such as glass. It’s best to use a ‘mouse mat’. An old mouse may have a ball, which turns when it is moved.

· The top of the mouse has three buttons:
· Left button – which is the one usually used.
· Right button – used to display some instructions (‘context-sensitive menus’).
· Wheel – used to move up and down a page (‘scroll’). Roll it lightly without pressing it down.
1.10.2 Using the mouse (more later)

· Moving the mouse moves an arrow (‘cursor’) round the screen. The cursor will stop when it gets to the edge of a screen. If the mouse gets to the edge of the mouse mat – pick it up and put it down where it can be used.

· The mouse is used to instruct the computer what to do and this depends on the program being used.

· The left mouse button is ‘clicked’ once to highlight an icon or text or ‘press’ a button.

· The left mouse button is ‘double clicked’ to open programs and single clicked to place the cursor in text or press on screen ‘buttons’.

· The left mouse button is held down to move pictures and text around the screen (‘drag’), or highlight text.
1.10.3 Help from the internet

· If someone can help you get access to the internet, there are some websites which can give you practice at using a mouse.

· The BBC beginner’s guide, section 1.2, gives a good introduction. It contains a link to a game to help with mouse skills: http://downloads.bbc.co.uk/connect/BBC_First_Click_Beginners_Guide.pdf 

· Putting together jigsaws will also help you. Try www.jigzone.com 

· This site is basic but worth trying: http://www.seniornet.org/howto/mouseexercises/mousepractice.html 
· http://www.baycongroup.com/windows_xp/index.htm . Scroll down the page for the section on Windows.

· http://www.gcflearnfree.org/computers is a good site. Specific topics are recommended in the appropriate sections.

· Some people at Google have put together a website which may help with some subjects: http://www.teachparentstech.org/ 

1.10.4 Task 1 Mouse skills using the calculator
· Look at the separate booklet of tasks and try task 1

· If you don’t have a tutor to help you, open calculator by:

· Clicking the start button (bottom left of the desktop)

· ‘hovering’ the mouse arrow over ‘All programs’ which will open a list of programs

· Hovering the mouse over ‘Accessories’ to get a further list of programs.

· Clicking ‘Calculator’ to open the program.

2 The Keyboard

2.1 Keyboard basics 

· Keyboard.

· Look at the keyboard in front of you. It owes much to the original mechanical typewriter. The arrangement of the letters (top row starts QWERTY on ‘English’ keyboards) was standardised in 1874, supposedly to stop the typebars jamming by separating commonly used letters (the typebars are the metal rods with letters on the end that strike the ribbon).
· The use of the keys mentioned below will become clearer when doing the tasks and using the internet.
· Not all the keys on the keyboard are mentioned below, such as the ‘Alt’ key. These have specific uses in specific programs and are best mentioned as part of any training in these programs.

· Shift key.
· There are two shift keys, at the end of the lowest row of letters. They are usually labelled Shift but may also have an up arrow, which comes from the days when manual typewriters shifted the typebars up in order to print the other character at the end of the typebar.

· The key is always held down while another key, or mouse button, is pressed.
· When another key is pressed, it produces capitals or, where there are a top and bottom characters on a key, it produces that on the top (e.g. !"£$%^&*()_+).

· The key can also be used in conjunction with other keys, or mouse buttons, to highlight lists or text. (More details later)

· Enter key
· This is usually a large key to the right of the top and middle letter rows.
· It may be labelled ‘Enter’ and have a bent arrow pointing to the left. It may also be called the ‘Return’ key.

· It also dates from mechanical typewriters, where it was a lever on the carriage which advanced the paper by one line and moved the carriage to the left margin of the paper, effectively starting a new paragraph. On electric typewriters the lever became a key.
· On the computer, the key is usually used to command the computer to take the information which has been typed in and use this. (As you will learn, you use the ‘Enter’ key after typing in a web address).

· The ‘Enter’ key can also be used to start a new paragraph in some programs.

· Caps Lock key.
· On mechanical typewriters this locked down the shift key, and so any keys typed produced capital letters or the symbol on the top of the key.
· On a computer, the caps lock key only produces capital letters (also known as ‘upper case’ when printers’ mechanical type was kept in the top storage case. ‘Lowercase’ is used to describe the ‘small’ letters.)
· On some keyboards a light may show that Caps Lock is on and a message may appear on the computer screen. Pressing this key again will turn capitals off. This is known as toggling between off and on.

· Since passwords are usually in lower case and are case sensitive, make sure ‘Caps Lock’ is off when entering them.
· When writing e-mails, the use of capital letters is equivalent to SHOUTING.

· Backspace.

· Also shown with a left facing arrow.

· Deletes letters to the left of the cursor, or any highlighted text.
· Delete (Del).

· Deletes letters to the right of the cursor, or any highlighted text.
· Tabulate (Tab).
· Also has two arrows pointing to the left and right.
· The Tab key is usually used to move between boxes (fields) when entering information into a form (for example your name and address on an internet form).

· It can be used, as it was on typewriters, to align numbers in a column when using a word processor. Don't do this, as the columns move out of alignment when editing. There are better methods, such as indentation or tables.
· If the Shift key is held down while the Tab key is pressed, the cursor moves in the opposite direction.

· Control (Ctrl).
· The control key (Ctrl), like the shift key, is kept pressed down and used in conjunction with other keys.

· It is often used for ‘shortcuts’, for example, holding the Ctrl key down and pressing the 'P' key is the same as using the ‘Print’ command .
· Space bar.

· This is the long key which is in the middle of the bottom row of keys.
· As its name suggests, it puts a space between words.
· Do not use it to put long blank spaces in, for example to space out columns, as editing will cause them to move out of line.( Use ‘tables’ instead, when using word processor programs.)
· The four arrow keys.
· The arrow keys are used to move around the screen. Their exact use will depend on the program being used, but in word processing:
· Used with the Shift key held down, they will highlight letters.

· Used with the Ctrl key held down, they will move from word to word.

· Used with the Shift and Ctrl keys held down, they will highlight words.
· Insert (Ins).
· The Insert key determines how text is entered in the middle of other text, that is, when making changes.

· It toggles between the entered text being inserted into the existing text and the entered text overwriting the existing text.
· Numeric keypad.
· Separate keyboards, and some larger laptops, usually have a section of keys on the right hand side intended to enter numbers.

· The number lock key toggles the pad on and off. It may be automatically turned on with the computer and there may be a light showing it is in use.

· Note that the keys also have the arithmetic operators (+-*/), enter and the decimal point.
· If the number lock key is not on, the keys have other uses such as ‘Insert’ and ‘Delete’. So, if strange things happen when you try and enter a number, make sure the number lock is on.
· Function keys.
· The function keys, labelled F1 to F12, are ‘shortcut’ keys, whose action depends on the program window open when they are used.

· Some have common uses, for example F1 will usually bring up a help screen.
· Used in conjunction with a key labelled ‘FN’ these keys can have other uses, such as raising and lowering the volume through the internal speakers. This ‘FN’ key is usually seen on laptop keyboards (desktop keyboards have a Windows symbol) and maybe in grey. Check the manual for its exact use.
· Escape (Esc).
· Usually to the left of the function keys.
· The effect of pressing Escape Esc key varies with the program. Its main purpose is to cancel the last action you made.

· It will close Menu windows, stop videos and may halt programs. If stuck, it is the first key to press.
· If you have enlarged a video window (for example using the BBC’s iPlayer), press this key to return to the smaller size.
2.2 Word processing

· The keyboard is mainly used to enter text. Programs which use text, for example for letters, reports, newsletters and notices, are called ‘word processors’

· ‘Windows’ has a very simple word processor called ‘Notebook’ and one which is more complex called ‘Word Pad’. You can start these by: 

· Clicking the start button

· ‘hovering’ the mouse arrow over ‘All programs’ which will open a list of programs

· Hovering the mouse over ‘Accessories’ to get a further list of programs.

· Clicking ‘Notepad’ or ‘Word Pad’ to open the program.

· In word processors the arrow cursor changes to a cursor shaped like a capital I .
· The position of the cursor which adds or changes text is shown by a flashing vertical bar. If a letter key is pressed, the letter will appear at the place of this cursor.

· The cursor can be moved around the text by pressing the arrow keys, or by moving the mouse and clicking the ‘I’ bar where you want the cursor.

· Try Task 2.
2.3 Help from the internet

· The BBC’s beginners guide has training: http://downloads.bbc.co.uk/connect/BBC_First_Click_Beginners_Guide.pdf 

· The BBC website has videos demonstrating the basics of computers at http://www.bbc.co.uk/webwise/courses/computer-basics/
· The tutor will provide help logging onto the site and using it.
3 Programs and windows, Turning on and off, if everything stops
3.1 Programs and windows
· Programs are opened by double clicking the icon on the desktop, or single clicking the icon on the Task Bar.
· Open programs are shown on the Task Bar.
· Each open program appears in a separate ‘window’. Windows have three boxes in the top right corner:

· A flat bar – minimises window (closes the window but the program remains running) to the Task Bar. Click the Task Bar to expand the window.
· A square – maximises the window to fill the screen (if it doesn’t fill the screen – single square), or shrinks the window (if it does fill the screen – two squares one behind the other).
· An ‘X’ – closes the program (or sometimes just the document in the window). Always save your work before closing a program – some programs may warn you if you forget.
· Program windows can be moved by putting the cursor over a blank space in the top blue bar, holding down the left mouse button and ‘dragging’ the window to where you want it.
· The sides, top or bottom of the window can be moved by placing the cursor over the edge until it changes to a double-headed arrow and the dragging the side to where you want it. This method is useful for placing windows side-by-side.
· Open programs are shown on the Task Bar. Click a program to move to it (open its window), the program you are using won’t change.

· If a document won’t fit into the window (that is, it is too big to fit on the screen), ‘scroll bars’ will appear on the right hand side and bottom of the window. The document can be moved by either: rolling the wheel (but don’t press it down) on the mouse, holding the left mouse button down and dragging the button; or clicking on the arrows at the bottom and top of the scroll bar.
· Try Task 3
3.2 Switching off
· Switching off: 
· Always turn the computer off as detailed below; never turn it off by switching off at the mains or pulling the plug out unless nothing else works (see below). You must turn off in this way because the computer goes through a ‘housekeeping’ routing before it finally turns off. Switching it off, without going through this routine, leaves bits of data and programs around, some of which may cause problems on restarting.

· Windows WP: click the ‘Start’ button, then ‘Turn Off Computer’, then in the box which appears, ‘Turn off’.

· Windows 7: click the ‘Shut down’ button. The arrow at the side of this button gives you other options such as ‘restart’

· Wait until the screen goes blank before turning off at the mains. If in doubt wait a minute.

· You will see other options when you shut down:

· Restart: Turns off the computer and restarts it. This is used if you have any trouble with programs stopping, or it is sometimes required after programs have been installed or updated.

· Standby: Saves all your work to memory and partially shuts down the computer. On pressing the power button, the computer restarts without having to reload Windows. Computers may go onto standby automatically after a set time, in order to save power. This particularly applies to laptops on battery power. You will know if a computer is on standby as a light will be flashing – check the instructions. Shut down a computer by restarting it and then going through the ‘turn off ‘procedure.

· Log off: This is only used if several people have separate logons to the computer in order to maintain confidentiality, for example of e-mails.

3.3 If everything stops

Some programs stop working (‘hang’) in the middle of doing something. There are several scenarios and ways of dealing with them:

· A box appears with the message that a Microsoft program has encountered an error and needs to close. In this case follow the instructions.

· The program stops working, that is doesn’t finish what it should be doing, or will not accept any instructions – you may see the phrase ‘stopped responding’ at the top of the screen. In this case,

· Wait, for two minutes – the program may just be slow. If it is, save your work. Ideally close all other programs and restart the computer. Otherwise:

· Press the ‘Esc’. It may bring the program back to life. Otherwise:
· Hold down the Ctrl key and press the ‘S’ key (shortcut for ‘Save’). It probably won’t work but it’s worth a try. Otherwise:
· Try closing the program. Again this probably won’t work. Otherwise:
· If the mouse still works, try closing all other programs, saving any work as necessary. 

· If none of the above works, hold down the ‘Ctrl’ and ‘Alt’ keys and press the ‘Delete’ key. This should bring up a small box called ‘Task Manager’. (In Windows 7 you will have to select this option from the menu which appears). Click on the ‘Applications’ tab and you should see all the open programs listed, with the hung program listed as ‘Not responding’. Click on the program name to highlight it, and click the ‘End Task’ button. If this is successful, save any other open work as a precaution.

· If this doesn’t work, you will have to shut down the Computer. Use this method as a last resort as you will lose any work not saved.

· Laptop: hold the ‘On’ button down for about three seconds.

· Desktop: may have a ‘Reset’ button on the front of the case, if so, press this. Otherwise, hold the ‘On’ button down for three seconds, or until the computer turns off.

· Wait for a minute and restart the computer. You may get a screen asking how you want to start windows – select ‘Start Windows normally’. The computer may go into a self-checking routine lasting many minutes – don’t interfere with this. When the desktop appears – you may get a message saying that, ‘The computer shut down unexpectedly – do you wish to send details to Microsoft?’ Decide and click the appropriate button.

· Other programs may start with messages about loss or corruption of files. Read these carefully and then act.

· Try Task 4

3.4 Getting help
· Most programs have a ‘Help’ section, which usually opens in a separate window or pane.
· On-screen help is different from an electronic manual, which you may also have on the computer. This is a document which looks like a manual but is viewed on-screen. Hardware (printers and scanners) frequently come with on-screen manuals. These may have an icon on the desktop.

· To get help, click the word on the menu bar or the ? (Whichever applies)?
· Depending on the program, you will probably get a menu list with items as well as ‘Help’

· Choose the ‘Help’ option and you may get a screen with two panes, the left has tabs like ‘Contents’, ‘Index’ and ‘Search’ and the right pane will show the details.

· Some programs, like Office 2007, may get help information from the internet.
Try Task 5

4 Accessing the internet
4.1 A very brief introduction to the internet

· The internet is a series of computers connected together. (Think of each computer as a library).
· Each computer has one or more websites stored on it. (Think of books in a library)
· Each website has a unique name. (Like the title of a book in a library, except that every book in every library in the world has a separate title!).

· Every book has pages, which each have a name. (Like page numbers in a book).

· A typical website name is http://www.bbc.co.uk, or http://www.amazon.com .

· Website names are always in lower case.
· http:// is a technical feature of the name and is not always quoted. It is usually inserted automatically when accessing the internet (see below).

· The ‘www stands for ‘World Wide Web’. It isn’t always used.
· ‘bbc’ or ‘amazon’ is the identifying part of the name, together with…
· ‘co.uk’ and ‘com’ are known as top-level domain names, of which there are many. They give an indication of the organisation owning the website. ‘org’ denotes a non-profit making organisation; ‘gov’ denotes a government site. Don’t rely on them.
· You may see a website name referred to as a ‘URL’ (universal resource locator).

· If you see a website name like http://www.bbc.co.uk/news/ , this is taking you to a page within the website (in this case the news page).

· Your computer is connected (through a phone line or cable) to an internet service provider (ISP), which may be your phone provider. This ISP links you to the internet, enabling your computer to look at websites and send e-mails.
4.2 Using a browser program to access the internet
· A browser program is one which you use to access the internet.

· Typical browser programs are called ‘Microsoft Internet Explorer’, Mozilla ‘Firefox’ and ‘Opera’.

· Start the browser program from the Desktop or Task Bar. The ‘Home’ page of the browser will appear which may be a page of a website.

· On the top line of the browser, just below the title bar, you will see a long white box, which may already contain a website address.

· This is the address box. Click in this box and any existing address will be highlighted in blue. This means that if you start typing you will overwrite what is highlighted – that’s fine.

· Type the website address exactly. Web site addresses are like phone numbers, get a character wrong and you will get the wrong website, or a page telling you that the site you requested can’t be found. Try www.bbc.co.uk .
· Press the ‘Enter’ key, to tell the computer to do what you told it. It will then connect with the computer holding the page whose address you typed in the address bar.
4.3 Moving around a website

· The website page you are looking at is known as the ‘Home’ page of the website (unless there were other words after the domain name).

· There are usually many pages to a website, and you reach them by clicking on a ‘hyperlink’ which will take you to the relevant page. These may be a word, words, pictures or buttons. Words may be a different colour and underlined.  You always know you are on a hyperlink, because the cursor changes to a pointing hand.
· So, one click when the cursor changes to a hand and you’re taken to a new page.
· Carry on like this and you move around the site. As you will discover, there are many sorts of hyperlinks and not all web pages are shown on a single page. (This only happens on a special page, called a ‘sitemap’ – not all sites have them).
4.4 Help from the internet

· Use http://downloads.bbc.co.uk/connect/BBC_First_Click_Beginners_Guide.pdf  (chapter 2) to learn about using a browser.

· Next try this US site http://www.gcflearnfree.org/internet101 
· Age UK’s site contains some useful information: 

· http://www.ageuk.org.uk/work-and-learning/technology-and-internet/make-the-most-of-the-internet/ 

Try  task 6

5 Browsers and Searching The Internet

5.1 How to use browsers
· The two common browsers are Internet Explorer (IE) and Firefox. IE is usually on all computers with Windows. Firefox can be downloaded free from www.mozilla.com.

· The following table shows how to carry out some of the more useful functions:
	Function
	Internet Explorer
	Firefox

	Go to a website
	Enter the website name into the address box on the second line from the top.
	Enter the website name into the address box on the third line from the top.

	Show different menu bars
	Right click a blank space to get a box showing menu options.
Or click View on the menu bar, then toolbars.
	Right click a blank space to get a box showing menu options.

Or click View on the menu bar, then toolbars.

	Open a new tab (tabs allow you to have several web pages open in one browser window – they are placed just below the menu bars).
	Click the tab to the right of the last tab with a website
	Click the tab to the right of the last tab with a website (it has a ‘+’ on it).

	Change the opening (home) page
	Click ‘Tools’, ‘Internet Options’. On the ‘General’ tab, fill in the box with the website you want, or click ‘Current’ if you are on the website.
	Click ‘Tools’, ‘Options’. On the ‘General’ tab, fill in the box with the website you want, or click ‘Current’ if you are on the website.

	Go back to previous pages
	Click the blue button with an arrow on the top left of the screen.
	Click the green button with an arrow on the top left of the screen.

	Save a website page as a ‘Favourite/Bookmark’ so that you can easily revisit it.
	Go to the webpage. Click ‘Favorites’ on the menu bar then ‘Add to favorites’, then decide on a name to call the page and the folder to put it in.
	Go to the webpage. Click the star next to the address box or click ‘Bookmarks’ on the menu bar then ‘Bookmark this page’.

	To recall a favourite website or bookmark
	Click ‘Favorites’ on the menu bar and you will get a side bar showing all you favourites. Click the one you want.
	Click ‘Bookmarks’ on the menu bar and you will get a side bar showing all you all bookmarked sites. Click the one you want.

	To display choices about hyperlinks, for example to open one in a new tab.
	Right click on the hyperlink
	Right click on the hyperlink


· Browsers are complex programs with lots of options and the above functions are only a few. As you learn more about computing, explore the different menu options.
· Try task 7
5.2 Uploading and downloading
· Just a few points on the terms ‘uploading’ and ‘downloading’ which you will come across many times in computing.

· When you view a webpage, you are downloading it from the internet, that is, it is coming down from your ISP.
· Other files which you may download are documents (like this one), e-mails and programs (more details in later modules).

· When you send an e-mail, or load a photo onto Facebook, you are uploading it to the internet.

· Since files may be downloaded from your ISP 10 times faster than uploading, if you send large photos with an e-mail, they may take a few minutes to send (more later).
5.3 Search Engines

· If you need to find information on the internet, you need a search engine. This information could relate to a picture, map, bus timetable, family history census form, anything!

· You can use a search engine by going to its site (www.google.co.uk, www.yahoo.co.uk, www.bing.co.uk, www.ask.co.uk, or by keying in the query to the search box in your browser (top right corner) and clicking the magnifying glass. You can choose the search engine to use by clicking the arrow by the search box.
· These are general search engines, which will look for any subject. There are search engines within websites, which may look only within that website (such as Amazon) or others as well.

· Searches can be simple, as in just using the box on the main page, or ‘advanced’, which allows you to specify more conditions. For example, click ‘Advanced search’ by the Google Box (www.google.co.uk)

· Type in a word, words, or a phrase which describe what you want information about, such as train times, air flights, book hotels, buy shoes. Click the magnifying glass and you will get a list of websites which may be useful, read through these and click on the first line of the entry. This will take you to the website.

· As you type in, you may get a box showing possible searches you might want. Click the appropriate one if it is there.

· Some websites have their own search engines, for example if you want to search for a particular hotel.
· Try Task 8
5.4 Wikipedia

· This is an on-line encyclopaedia (www.wikipedia.org) to which anyone may contribute.

· It is generally reliable but check up on any information on which you may have to rely.

· Articles have hyperlinks (in blue) to other articles, and references, notes and external references at the end.

· Don’t confuse it with Wikileaks, which publishes information some consider secret.
· Try Task 9
5.5 User names and passwords

· As you come to use the internet more, you may start to use facilities such as e-mailing, shopping, social websites and banking, which store personal information about you.

· In order to keep this information secure, these websites will require you to ‘logon’ to your personal information using a ‘User name’, which identifies you, and a password, which only you should know and which prevents people getting access by pretending to be you.
· Choose a password which is:

· Easy for you to remember

· Difficult for others to guess

· Includes at least one number

· Banks may also require other security checks when logging on to your account.

· Never give your password to anyone, not even as the result of an e-mail or phone call which looks like it comes from your bank.
5.6 Document readers
· Documents, like this one, can be downloaded from the web, as can manuals and government forms.
· In order that these documents can be read by anyone, independent of the word processor they may be using, they are put in a particular format, known as a ‘pdf’. (More on this later).

· ‘pdf’ documents are read with a program known as Adobe Acrobat, which is free. Most computers have a copy.

· ‘pdf’ documents look like the image of a paper document. The ‘BBC First Click Beginner’s Guide’ is in ‘pdf’ format.

· As you have probably discovered, you can move around these documents like a normal book, but they also can have hyperlinks in them and be searched for a particular word.

· Note that with Adobe Acrobat X, you may not get a menu on top of the document. If not, move the cursor to the bottom of the page and one should appear. Click the Adobe symbol on the right and this should give you a menu on the top of the page.

· Experiment with the display options (page width, full page etc.) to get the one you want.

· Try Task 10
5.7 Help from the internet

· Use http://downloads.bbc.co.uk/connect/BBC_First_Click_Beginners_Guide.pdf   to learn about using a browser.

· Next try this site http://www.gcflearnfree.org/internet  and view the training on your browser.
· Microsoft have a site to demonstrate Explorer: http://windows.microsoft.com/en-GB/windows/discover/exploring-the-web 

· Don’t forget: http://www.teachparentstech.org/ .

6 Shopping on the internet

6.1 Shopping safely

· Ideally, only buy on the internet from sites you can trust. These can be:

· Stores which have internet sites (Tesco, John Lewis Partnership, PC World).

· Well known internet sites (Amazon).

· Sites appearing on trusted sites (such as sellers through Amazon’s ‘Market Place’). These may not always be trustworthy but you can claim compensation through Amazon.

· Sites advertised in major magazines.

· Make sure the site has ‘Contact us’ details with a UK address and phone number.

· Pay by credit card, if possible. Debit cards may not offer compensation. Payment through third parties such as ‘Nochex’ and PayPal may incur charges and may not offer compensation.

· If your goods don’t turn up in the promised time, or are not as described, take action immediately. As a first step, follow the instructions on the original website – this applies especially to Amazon purchases. If you don’t get any satisfaction when contacting the seller, contact your credit card company.

· If you are shopping with an unknown company, search for their name on Google – you may find reviews of their service. Only place a small order to start.

· Take your time and check your order at the confirmation stage, especially the items (you may have ordered the wrong item, especially if there are many similar, such as printer cartridges) and quantity (you may have accidentally ordered twice). Make sure your e-mail address is correct.

· Don’t follow links from marketing e-mails – they may be false even if the e-mail looks genuine. Go to the site directly from your browser.

· You should receive a confirmation by e-mail almost immediately. If you do not, print off the order confirmation from the web-site. Don’t delete e-mails until you have received the goods and checked your credit card bill.

· You have rights under the ‘Distance Selling Regulations’. In particular you can return unused items within a seven day ‘cooling off’ period.

· If you have to return items, follow the instructions on the website. You may need a ‘returns number’. Always get ‘Proof of Posting’ when returning items. 

· Don’t buy more than you can afford to lose – at least not from unknown sites or E-Bay sellers.

6.2 Buying goods

Go to websites directly by typing the address. Each website will differ but in general:

· The shopping website will usually have a ‘Search’ box to help finding the items you want. Type into this a description of the item you want. Some ‘Search Engines’ are good and will even account for misspellings, others may require exact words.

· Some sites have product reviews sent in by customers – these are usually very useful.

· Most shopping sites have a ‘basket’. When you have found your item, click ‘Add to basket’ and then carry on shopping for other items if necessary.

· To look at the contents of your basket, click ‘View Basket’.

· When you have finished, click the ’Checkout button’. You should then see a list of the items you will buy. Check it thoroughly.

· Check the delivery costs – you may be able to select a cheaper option. Don’t assume the website automatically gives you this option. Some sites will give you free delivery for orders over a certain value. Some sites will add a delivery charge for each item, despite them being delivered in one package!

· Some sites require you to register before accepting an order. This requires you to set up an ‘account’ which you access by proving a login name (which may be your e-mail address) and password (which you will usually decide on). You will then have to enter your address, telephone and (possibly) credit card details. Accounts may provide you with details of previous orders and the status of any orders in progress.

· Having set up the account, and hopefully checked the order, you will have to enter your credit card details.

· You should then be presented with an ‘Order Confirmation’ screen. Check this thoroughly before pressing the ‘Confirm’ button.

· You should now be given a transaction number. If you don’t receive a confirmatory e-mail, print out this page.

· You should receive e-mails confirming the order and when the goods are despatched. This e-mail may provide a ‘tracking number’ to use on the carrier’s website to locate your order.

· If you don’t receive any e-mails, log into your account and check you have set up the correct address.

· Try Task 11
6.3 Price comparison sites

· Websites are available which list prices for an item (for example a model of washing machine) at various suppliers.

· Comparison sites include Google (click ‘Shopping’ on the home page), Pricerunner and kelcoo.

· Beware, not all sites cover all sellers. In some cases they will only list sellers who pay them a commission.

· Other sites specialise in providing price comparisons for insurance and travel.

· Try Task 12
6.4 E-bay

· This is an auction site (www.ebay.co.uk) where you can place bids to buy.

· Auctions have a time limit and, if an item is being bid by someone else, it is worth waiting until the last possible moment. Bear in mind that it is possible for a buyer to bid under another name and so raise the offers.

· Don’t bid more than you can afford to lose.

· You will probably have to pay using ‘PayPal’ (a subsidiary of E-Bay). This acts as an agent for the seller, who will not usually accept credit cards. You pay PayPal by credit card and they forward your payment to the seller. You may incur charges.

· Items can now be purchased directly though sellers on E-bay, without an auction. This can be very useful to obtain spares and small items not easily obtained from retailers.
6.5 Manufacturers’ sites

· Manufacturers’ sites (Sony, Panasonic, and Hotpoint, for example) are worth checking. They may have:

· More detailed specifications than are shown on retailers’ sites.

· User manuals, which may help answer some specific questions you may have (‘does the washing machine have an economy cycle?’).

· Models which may not be on all retailers’ websites, especially new models.

· Better facilities for comparing the specification of different models.

· Manufacturers’ sites may have an attached ‘shop’ but they can be more expensive than retailers.

· Manufacturers’ sites may have details of spares available. Check other retailers as well.

· Try Task 13
6.6 Help from the internet

· This site http://www.gcflearnfree.org/internet  covers safety on the internet.

· http://www.ageuk.org.uk/Documents/EN-GB/Information-guides/ID8812_internet_security_inf.pdf?dtrk=true will download a pdf document on internet security.
7 Arranging travel on the internet and other opportunities
7.1 Travel
· The internet is useful for travel in several ways:
· Checking departure and arrival times of planes and trains.

· Booking tickets.

· Booking accommodation.

· Getting reviews of hotels and places.

· Getting travel advice.

· Checking out the location where you are staying.

· Providing maps and satellite images.

· Use a search engine to find useful websites. If possible, check different sites to get a range of prices.

· Try tasks 14 and 15 to see how the internet can help.
7.2 Other opportunities on the internet

· Information. Such as what’s on at the local cinema to the manual for your vacuum cleaner. Also reviews about products and services, including hotels.
· On-line shopping. Not only useful buying groceries from Tesco but also useful for finding books out of print or replacements for broken plates in your dinner service. May also contain customer reviews of products, which are very useful.
· Booking travel. Not only air flights, but train tickets and hotels. Also useful for booking villas and apartments – but be sure they exist!
· On-line banking. Allows you to see your statement, move money between accounts and pay bills by making direct transfers. Credit card statements can also be viewed.
· Training. There are many sites providing training. The BBC site (www.bbc.co.uk) is very good for basic foreign language learning.
· E-mail. E-mails can be written and viewed entirely on-line using sites such as www.hotmail.com
· Maps.  Not only does the internet have maps, and can provide directions from one place to another, but it can also provide satellite views and street views.
· Forums. These are discussion groups covering particular subjects, such as cycling, or comments about various products.
· Special interest groups. Groups of people can ‘meet’ together on the internet and exchange information. One example is ‘Freecycle’, where people can advertise household goods they don’t want – not for sale but to give away. It’s a form of recycling.
· Storage. Documents and photos can be stored on computers attached to the internet. This is useful to provide a copy or allow other people to access your photos.
· Games. Games can be played against other people based all over the world.
· Contact. Instant messages can be sent to friends, or you can have a phone call over the internet – with video if you have a ‘webcam’.
· Social networking. Allows you to set up your own ‘profile’ on an internet site, such as Facebook, with photos, news etc and invite ‘friends’ to view these details.
· Blogs. Stands for ‘web logs’ and is essentially an on-line diary into which you type short stories of your life, or anything else, which others can view. Is also used for up-to-date news by bus companies, for example. ‘Twitter’ is the most used site.
· Office applications. Programs such as calendars, word-processors and spreadsheets are also available for use on-line, so documents can be shared.
· Save money on phone calls. If you have a phone tariff which gives you free local and national calls, you want to avoid using 0845 and 0870 style numbers which cost money to call. http://www.saynoto0870.com/search.php is a website which gives alternative numbers, which may not incur charges.
7.3 Help from the internet

· Using a search engine is the best way to find travel information. Some sites which might prove useful are:
· www.trainline.co.uk and www.megabus.com for train tickets.
· www.tripadvisor.co.uk  for hotel reviews.
· www.hotels.com for booking hotels.
· www.expedia.co.uk for booking travel.
8 Printers and Printing
8.1 Types of printer

There are two types of printer in common home use:

8.1.1 Inkjet

· Pages are printed by firing tiny jets of ink at the paper.

· The most common type of printer for the home. It may be combined with a scanner and is then known as a ‘multifunction printer’ (MFP).

· Inkjet printers are the most versatile printers and can print documents, envelopes, labels and photos

· Ink is a liquid and supplied in ‘cartridges’. There are usually four cartridges (black and three colours) in a printer, but may be more in printers specifically designed to print high quality photos. Some printers have the three colours combined in one cartridge.

· Replacement ink cartridges made by the printer’s manufacture can be expensive, and ‘compatible’ cartridges can be much cheaper. Beware of very cheap cartridges which may clog the ink jets. Also, replacement inks may not have the same durability (fade-resistance) as the manufacturer’s.
· Typical costs per colour page range from 2.9p to 8.2p and for mono (black and white) 1.5p to 4.5p.

· If you require photos to have maximum fade resistance, buy a printer which uses durable inks and use the manufacturer’s quality photo paper.

8.1.2 Laser
· Laser printers use an electrically charged ‘drum’ onto which the image to be printed is ‘traced’ by a laser which discharges the parts of the drum it hits. Ink powder (known as ‘toner’) is positively charged and sticks to the parts of the drum which are not charged. The drum passes across the printer paper, which is negatively charged and attracts the toner from the drum. The toner is then heated to melt it onto the page. This is the reason laser printers need to ‘warm up’.
· Laser printers are usually used for mono (black and white) printing, since this only requires one drum with a black toner cartridge. Colour printers are available, using three cartridges of different colours.
· Laser cartridges are more expensive than inkjet, but last much longer, generally giving a lower cost per page for mono.
· Typical costs per colour page range from 6.7p to 12.2p and for mono 1.4p to3.35p. If you wish to reduce costs, consider printing in ‘draft’ mode.
· If you print many ‘mono’ documents, with the occasional photo and document with colours, it may be worth buying a mono laser printer as well as an inkjet.
8.2 Types of paper

· There are various types of paper, depending on what you want to print.

· Check you printer’s manual for papers it can use, and how to handle them.

· Paper quality is classified by weight. 80 g/m2 (grams per metre squared).
· Paper type is set in the printer ‘Properties’ (see below). Most printers have their own terminology, often based on their own branded paper!

· As a guide:

	Paper
	Use

	Plain (80 g/m2)
	General us, though some may be specifically for inkjet or laser – check the packet.

	Thick (over 120 g/m2 )
	Presentation documents, cards, double-sided printing.

	Photo quality
	Paper with a glossy surface, suitable for printing photos. Usually A4 size

	Photo glossy
	Paper for printing high quality photos. Usually comes in various sizes.

	Labels
	Printing labels for envelopes, files etc. Come in many different sizes. 


· Many labels are manufactured by Avery and word processors may have a menu option to print labels. This gives the choice of typing in the Avery reference number of the label to be printed, which automatically sets up the label sizing.
· Avery produce an ‘add-on’ to some programs to help set up the printing of data (such as addresses) on the label. Try http://www.avery.co.uk/avery/en_gb/Templates-%26-Software/Software and look for the free programs.

· If using a laser printer you MUST use labels specifically intended for these printers, otherwise the glue may melt!
8.3 Using a printer
· Printers vary – so read the instructions which came with the printer.

· You can print out documents (from word-processor programs), pictures (from photo album programs) and web pages (from browser programs) plus many other formats, such as labels.

· The program you are using may have a printer icon on the menu which, when clicked, will send the document etc. on which you are working to the printer. However, this doesn’t allow you to control the pages which print and other settings, such as paper type.

· In order to control the printing process, click on ‘File’ then ‘Print’ in the menu. (in some modern Microsoft Office products, click the Windows symbol in the top left corner, then Print and Print again)

· You should now have a box with the word ‘Print’ at the top.

· At the top of this box is the name of the printer which will be used to print the document. If several printers are connected to the computer this can be changed by clicking the ‘drop arrow’ at the right hand side of the box and choosing the required printer.

· To the right of the Name box is a button marked ‘Properties’ (it may also be called ‘Preferences’). If you click this you will get a box specific to this printer. It will usually give you the option of changing the paper type (for example to a paper used for printing pictures) and the type of document you are printing – text, diagrams or pictures .You should usually check these settings to make sure they are correct for the document you wish to print. When you have finished with this box, click ‘OK’.

· This returns you to the Printer window. If you have a document of several pages and only want to print some, change the settings in the ‘Page Range’ box.

· If you want more than one copy, change the number in the ‘Copies’ box.

· Other options you have will depend on the printer. Change these as necessary. Consult the manual (or just experiment!) to get more information.

· Try Task 16
8.4 Help from the internet

Microsoft have produced a video on changing printing options in windows 7 http://windows.microsoft.com/en-US/windows7/help/videos/printing-options 

9 Word Processing -Moving text around and changing fonts
9.1 Word processing and e-mailing

· E-mail programs (module 11) and word processors require text to be typed in.

· Mistakes with typing inevitably occur and some editing may be necessary. This module deals with techniques to change text.
9.2 Highlighting text

· Highlighting text is the computer equivalent of marking printed text with a highlighting pen.
· Text is highlighted by placing the cursor (the vertical flashing bar) at the start of the text, holding down the left mouse button, dragging the cursor over the text and releasing the mouse button at the end.

· The purpose of highlighting text is to join it all together so that it can be deleted, moved, made bigger or copied.
· If you type over text which is highlighted, it will be replaced.
· You can also highlight as follows:

· A word: click on it twice.

· A line: click on it three times, or place the cursor to the left of the line, until it changes from a vertical bar to an arrow, then click once.

· A paragraph: place the cursor to the left of the paragraph, until it changes from a vertical bar to an arrow, and then click twice.
· Highlighted text can be deleted by pressing the delete key, or by starting to type replacement text.
9.3 Cut, copy, paste

· Once text is highlighted you can move it to somewhere else on the page.
· It is possible to copy text (or a picture or file) into part of the computer’s memory known as the ‘Clipboard’ and then paste it to another location.
· This is done in two stages:

· Copy the text to the ‘clipboard’: 

· Hold down the ‘Ctrl’ key and pressing the ‘C’ key or

· Click the right mouse button and choosing ‘Copy’ from the menu or

· Click a ‘Copy’ button on the program’s menu.

· Paste the text by putting the flashing cursor where you want the text and:

· Hold down the ‘Ctrl’ key and pressing the ‘V’ key or

· Click the right mouse button and choosing ‘Paste’ from the menu or

· Click a ‘Paste’ button on the program’s menu.
· Cutting is the same as copying, except the original text is deleted – thus the text is moved, not copied. In this case:
· Hold down the ‘Ctrl’ key and pressing the ‘X’ key or

· Click the right mouse button and choosing ‘Cut’ from the menu or

· Click a ‘Cut’ button on the program’s menu.

· If you want to move text it is better to copy and paste, and then delete the original text.
9.4 Changing the font

· A ‘font’ refers to the shape of the letters. This is Accord Heavy SF. This is ‘Calibri’. This is Diamond SF.
· Fonts may have different sizes, and styles (bold, italic, bold italic). In some word-processing programs (not Notepad), fonts may have different colours.
· Existing text can be changed by highlighting it and clicking (in Notepad) Format (on the menu bar) and Font.

· Try task 17
9.5 Help from the internet

· If you have Microsoft Word, this site may help: http://www.gcflearnfree.org/word and http://www.baycongroup.com/word.htm
· This Microsoft site helps with WordPad: http://windows.microsoft.com/en-GB/windows7/Using-WordPad
Try http://www.teachparentstech.org/

10 Setting up an e-mail account

10.1 Electronic communications

There are various ways of using the internet to contact people:

· E-mail – electronic letters

· Internet phone – phone calls from your computer, with video as an option

· Instant messaging – conversation by text

· Social networking – your news on line

· Twitter – Your on-line ramblings

· Blogs – your on-line diary
10.2 What are e-mails?

· E-mails are electronic versions of a letter:

· You write the letter (type it into an e-mail program)

· You put it an envelope and put on the addressee’s name and address (you add the e-mail address of the intended recipient)

· You post the letter and it is sent to a sorting office (the e-mail goes to your ISP)

· The sorting office sends it, via other sorting offices if necessary, to the sorting office near the home of the addressee (your ISP sends it to the ISP of the addressee).

· The sorting office delivers it to the addressee (the ISP sends it to the addressee, when they log into their account)

· This comparison is not ideal as you will see…

· See http://downloads.bbc.co.uk/connect/BBC_First_Click_Beginners_Guide.pdf for an introduction to e-mails.

· An e-mail address always has a ‘@’ in it, the structure is: your identification@ISP address, for example john.smith@virginmedia.com or footballfanatic32@hotmail.com.

10.3 E-mail programs

· E-mails are typed into, sent by, received by and stored in e-mail programs.

· The e-mail program may be on your computer (for example: Outlook, Windows Live Mail) or on the internet (for example: Google Mail, Hotmail).

· Your e-mails will be stored where the program is stored.

· Here is a comparison:

	E-mail program
	Advantages
	Disadvantages

	On your computer
	E-mails are stored on your computer and are (possibly) more secure.

E-mails can be written and looked at off-line.

Some programs may have additional features, such as a calendar.

You may be able to use your contacts details (names, addresses etc) for other purposes, such as labels.

You may be able to access your e-mails on-line, through your ISP’s website.
	A good virus checking program is essential.

Takes up storage space on the computer.

If you change your ISP, you lose your e-mail address.

More difficult to set up.

Need to back-up files (copy to a safe place).



	On the internet
	Good virus checking (but don’t rely on it).

Junk mail checking.

Can come with instant messaging and video calls.

Some programs have calendars, which can be shared.

No need to back-up files.
	Can only access stored e-mails if you are on-line.

Possible breach of confidentiality, if someone hacks into your account.

Large attachments can take time to download and some may be bounced back.


10.4 Setting up E-mail on your computer

· E-mail on your computer works by the e-mail program downloading e-mails received by your ISP account.

· E-mail programs are available free on the internet (Windows Live or Mozilla’s Thunderbird). They are also part of some Office Suites (Microsoft Outlook).

· You should have received a ’username’ and ‘password’ when your ISP account was set up.

· You should also have received instructions as to how to set up the first e-mail account. If you don’t have these, look for instructions on your ISP’s web site (usually under ‘Support’).

· You can usually set up several e-mail addresses on one account – say one for each member of the family.

· Follow the instructions from your ISP to set up the e-mail addresses you wish to download.

· You may also be able to access your e-mails on the internet, by logging onto your account using your ISP’s website. This is useful if you are away from home without your computer.

10.5 Setting up an internet account
· Internet e-mail accounts are provided by Google (www.google.co.uk), Yahoo (www.yahoo.co.uk) and Microsoft (www.hotmail.co.uk).

· You will need to follow the instructions on the individual sites in order to set up an e-mail account. This involves setting up a user name (usually your e-mail address) and password. You will need these in order to log into your account and view your e-mails

· There may be other benefits to setting up an account, such as on-line storage of files (that is storing files on internet computers – useful for backing-up), on-line calendars and on-line office programs. 
· You can download mail received on an internet account (hotmail, for example) to a computer e-mail program (Windows Live Mail – click Tools then Accounts then Add then E-mail to input the details). 

10.6 Help from the internet

· If you are setting up e-mail on your computer, using your ISP’s address (for example @virginmedia.com, @sky.com) go to the ISP’s support section (www.viginmedia.com or www.sky.com and then go through Help and Support menus)

· http://www.ageuk.org.uk/Documents/EN-GB/setting_up_an_email_account_inf.pdf?dtrk=true will download a booklet on setting up an internet e-mail account.

· FreeEmailTutorials http://www.freeemailtutorials.com/ is a whole site aimed at helping with e-mailing.
Windows Live Mail has advice available on: http://explore.live.com/windows-live-mail?os=other 

11 Using e-mails

11.1 E-mail folders

When you open an e-mail program you should see the same basic folders:

· Inbox – which stores incoming e-mails, until you move or delete them.

· Drafts – holds copies of e-mails you are working on. Some programs automatically copy e-mails in progress, some will keep a copy of unfinished e-mails here if you shut down the program. Don’t rely on this but store e-mails you haven’t finished writing in the Draft folder.

· Sent items – copies of e-mails sent are stored here. You may have the option of deciding whether they are stored, and in what folder.

· Deleted (Bin) - e-mails you delete are stored here, useful if you delete one by accident. This folder may be cleared when you close the program. You may be able to set when it is cleared.

· Junk (Spam) – Some e-mail programs may detect e-mails which are ‘spam’ that is unwanted advertising, or worse. They may do this by checking the list of contacts to whom you have sent e-mails and putting any e-mails not from your contact list into the Junk folder. Check it regularly as it may contain that lost e-mail from a new contact!

· Note that folders containing unread e-mails will usually be in bold type and have a number next to them showing how many unread e-mails there are.

11.2 E-mail commands

The commands are also similar:

· New – sets up a blank e-mail. May also be used for new contacts, calendar entries and more. It may also to be used to set up new folders, so that you can store e-mails by subject.

· Reply – used to reply to an e-mail you have received. It sets up an e-mail, usually with the original contents and to the person who sent the e-mail, but not those who were copied in. Note that attachments (such as photos) sent with the original are not usually attached to the reply.

· Reply all – as ‘Reply’ but copies sent to those copied in on the original.

· Forward – copies the original e-mail and attachments but leaves the ‘To’ field blank to send it on to a new recipient.

· Delete – deletes the e-mail (usually moves it to the Delete folder)

· Junk – marks the e-mail as junk and will put any other e-mails from this source into the Junk folder. Do not use this command to delete e-mails.

· Move – moves e-mails to a folder of your choice. You will also probably be able to ‘drag and drop’ files to move them.

11.3 Contact list (Address book)

· E-mail programs usually maintain lists of Contacts – names, e-mail addresses, phone numbers and so on.

· When you enter a new e-mail address, the program will usually ask if you wish it to save the details. This will save you retyping it for every new e-mail, and mail won’t go into the Junk folder.

11.4 Sending an e-mail

· Click the new button.

· You will get a blank e-mail with a ‘To;’ box, and possibly a ‘Cc’ box and ‘Bcc’ box. You may also get a box giving you the opportunity of which e-mail address the message is sent from – for example if several family members use the program, or you collect e-mail from several addresses.

· There is usually an ‘address book’ by the ‘To:’ box. Click this if you have the recipient in ‘Contacts’. If you want to send the e-mail to several contacts, put a comma between the addresses. Alternatively, start typing the e-mail address and you will get a menu box showing the possible contacts. Choose one if appropriate.

· The ‘Cc’ box is used to send copies of your e-mail to other contacts. All recipients of the e-mail will see addresses in this box, so use this only for contacts who know each other, not for general circulations.

· Address in the ‘Bcc’ box (Blind copies) will not appear on the e-mail when received and are thus kept confidential. Use this for general circulations, for example of newsletters.

· Enter a subject in the subject box. Be precise, otherwise a recipient scanning through subjects in their Inbox may think it’s spam. For the same reason don’t leave the subject blank.

· The box below the subject line is for the text of the e-mail. This is like a simple word processor program; the formatting options will depend on the program. DON’T USE CAPITALS –it is equivalent to shouting.

· You can attach files, such as photos and Word documents to an e-mail. There will usually be an ‘Attachment’ icon or command. Click this and you will be able to select your file(s) from a box looking like Windows Explorer. You should be able to select multiple files from the same folder by holding down the Shift or Control keys, together with clicking the mouse. (More details on files and folders later).
· You may get the option of being sent a ‘Read receipt’. This is an automatic reply generated when the message is opened and is useful for e-mails of complaint. The recipient may decline to send it. 

· When you have finished the e-mail, click the ‘Send’ button. The e-mail may be sent immediately, or it may be moved to an ‘Outbox’ folder, in which case you will see it appear here. It will be sent when the program is timed to send it.

11.5 Receiving an e-mail

· The e-mail will come into the Inbox.

· You may be able to set up ‘Message rules’ to automatically move it to another folder, for example based on the recipients e-mail address – useful if several family members receive e-mails.

· The Inbox, and any other folder is opened by clicking it – e-mails appear in the right hand pane, there will be some indication to mark those not read.

· Double clicking an e-mail opens it. Don’t open spam e-mails but mark them as ‘junk’ and delete them immediately!

· Move files out of the inbox, by dragging them to other folders or choosing ‘Move to folder’ from the File menu.

11.6 Replying

· If you wish to reply to the sender(s) of an e-mail, click ‘Reply’ and type in your message. Note that any attachments sent with the original e-mail will not be attached to the reply.

· If you wish to reply to everyone who received the e-mail, click ‘Reply to all’. Note that this will not send a reply to anyone receiving a ‘blind copy’.
· If the message asks you to send a reply to someone other than the person sending it, click ‘Forward’.
11.7 Forwarding

· This is used to send copy an e-mail to someone who didn’t send the original, although they may have received a copy.

· Attachments to the original will usually be sent, but check this. Delete them if the person you are forwarding the message to already has them.

11.8 Folders

· Received mail goes into the Inbox, but you might want to file different subjects in different files.

· To set up new ‘Folders’ to store e-mails:

· In Windows Live Mail: click the arrow next to ‘New’ on the menu bar, choose ‘Folder’ and then type in your name for the folder and choose where you want to store it.

· Hotmail: When you are in the ‘Inbox’, in the left hand column under ‘Folders’, click ‘New Folder’.
· Gmail: Gmail calls ‘Folders’ ‘Labels’. In the Inbox, click the down arrow by ‘Labels’ in the menu bar just above the e-mails. Choose ‘Manage labels’ and in the box which appears, there is a box for typing in the heading of a new label. Type into this and click ‘Create’

· To move an e-mail into a different folder, click ‘Move to’ (Gmail and Hotmail) or ‘Drag and drop’ the e-mail into the folder (Live Mail and Hotmail).
11.9 Help from the internet

· http://downloads.bbc.co.uk/connect/BBC_First_Click_Beginners_Guide.pdf  gives instructions on e-mails.
· FreeEmailTutorials http://www.freeemailtutorials.com/ is a whole site aimed at helping with e-mailing.

· Basic e-mail advice: http://www.gcflearnfree.org/emailbasics
12 Internet phoning, Facebook, Twitter

12.1 internet phone

· In order to use the internet for phone calls (known as ‘voice over internet’), you need a microphone and speakers attached to your computer, or a headset which consists of a headphone and microphone. Most laptops have speakers and some now have an inbuilt microphone and camera for video calls (known as a ‘webcam’)

· An internet phone call works by converting your voice into a digital signal, which it sends, via the internet to your contact. In the middle is a service provider, who holds the directory information necessary to route the call.

· The main provider is Skype (www.skype.com). You create an account with Skype in a similar way to setting up an e-mail account. That is you provide a few details and decide on a name and password.

· As with an e-mail account, you can set up contacts who you might want to contact regularly. If they have a Skype account, and are logged in, this is shown on your list of contacts and you can call them. If they accept you can have a phone conversation, with video, if they have a webcam – and this is free.

· You can also send texts to mobiles, and phone land lines and mobiles, but this costs. You deposit a ‘float’ with Skype and they deduct the cost of calls from this.
12.2 Instant messaging

· Instant messaging is like two-way instant texting. You establish contact with someone using the same instant messaging service over the internet.

· You type a message and send it. They receive it almost instantly and can type a message back.

· Skype provide instant messaging (‘conversation’) but the most popular is Windows Messenger. If you have a Hotmail account you can use Messenger – click ‘Messenger’ on the top menu of Hotmail, or choose Windows Messenger in the list of programs.

12.3 Social Networking, Twitter, Blogs
· Social networking: Facebook is the main site. You set up an account and use this as a personal web page, where you can post photos and news. You invite friends to join you, and they can then see these details and send you messages. If you decide to use Facebook, check your security settings (option 6 from the Welcome page: Controlling how you share) otherwise some of your personal details may be available to everyone. It is also used by businesses for news releases.

· Twitter is a website where you set up an account and post regular news, comments etc (maximum 140 characters) which others can see.

· Blogs (short for web logs) are similar to twitter but longer and more of a diary.

12.4 Help from the internet

· Here is a tutorial about Facebook: http://www.gcflearnfree.org/facebook101
· Use the help available on Skype (https://support.skype.com/en-gb/), Facebook (http://www.facebook.com/help/) and Twitter (http://support.twitter.com/) 
13 Parts of the computer and programs
13.1 More on hardware and software

· Having looked at the internet and e-mails, it’s now necessary to consider the hardware and software in a little more detail, in order to understand how to use programs and save your work.

· Although you don’t need to know how a car engine works in order to drive a car, you do need to know where the fuel goes and how to turn the lights on! So here’s a bit more detail:
13.2 Parts of the computer in the box
· The desktop computer has its important parts in the box, while the laptop has these under the keyboard.

· The parts (components) of the computer in the box are:

· Power supply, which steps down the mains voltage to the 12 and 5 volt DC supplies needed by the computer components.
· Fans, of which there may be three or four in a desktop computer. They are fitted to: the case; power supply, processor and graphics card (if one is fitted). They are very important as processors generate a great deal of heat and have to be kept cool. They get clogged up with dust, become less effective and the processors get too hot, so don’t put a desktop computer where it can suck in dust and don’t obstruct the fans.  If your computer starts to ‘misbehave’ (cuts out after starting or the screen image breaks up) then suspect dust and get assistance in cleaning the fans.
· The motherboard, which has the microprocessor (‘computer chip’) as its centre. It also has memory (known as Random Access Memory –RAM), processors for graphics and sound and connections to the other components.
· Processor, this is the microchip at the heart of the computer. It carries out all the processing work required, except some sound and graphics which it allocates to separate processors. There are two main manufacturers, Intel and AMD, who make a variety of processors. Some of these have two processors on the chip (dual-core) and some four (quad-core). 

· RAM holds programs and data which the processor is using. It is therefore very important to the performance of the computer and too little memory can slow down the computer. Conversely, the addition of more RAM can be the best way of improving a computer’s performance. When you shut down a computer, all the data in RAM is lost, including any work you haven’t saved to the hard drive! 
· The hard drive. This is identical to the drive in modern video recorders and consists of a flat disc, coated in a magnetic material, which spins very fast. It is a like a combination of video tape and a DVD. It stores programs and data which can be changed but are otherwise stored permanently and remain when the computer is shut down.

· The optical drive.  This reads information on CDs and DVDs and will usually write information to them. They are therefore similar to a removable hard drive, but hold much less information. 
· Webcam and microphone. Many laptop computers have a camera built into the top of the screen and an internal microphone. These are used with internet telephone programs such as ‘Skype’.
· Headphone socket. Used to connect headphones or external speakers.
· Microphone socket. Used to connect an external microphone.

· USB Ports (Universal Serial Bus). These are sockets used to connect peripherals such as the keyboard, mouse, printer, scanner, memory sticks and camera.
· DVI, HDMI and VGA sockets.  These are sockets used to connect a monitor or projector. The sockets available and used will depend on the computer and monitor.
· Network. A socket (also known as an RJ45). Used to connect the computer to a network.
· Graphics card. A card with a dedicated graphics microprocessor which slots into the motherboard. Not fitted to all computers and primarily used for playing action games.
· Sound card. Similar to a graphics card but used to connect audio devices such as external ‘surround sound’ speakers and keyboards.
13.3 Types of program
· There are two types of software: operating systems and programs.
· Operating systems. These programs handle the operation of the computer. They move the arrow when you move the mouse and put a letter on the screen when you press a key. Best known examples are the Microsoft ‘Windows’ programs: XP, Vista and 7. You may also see ‘Linux’ as an alternative operating system to Windows.
· Programs. These may also be categorised:
· Browser. Access the internet. Microsoft Internet Explorer and Mozilla’s Firefox are the most popular.
· Office. Word-processing, spreadsheets, databases, publishing and presentation programs such as Word, Excel, Access, Publisher and PowerPoint. – see below for more details.
· Photo albums. Organise digital photo collections and provide some functions such as removal of ‘red-eye’. These can be free (Google’s Picasa and Microsoft’s Windows Live Photo Gallery)
· E-mail.  E-mails may be viewed and written entirely on the internet but programs are available to download them. Microsoft’s Outlook and Windows Live Mail (free) are two examples.
· Games. 
· Utilities. These are ‘housekeeping’ programs such as ‘backing-up’ (copying) data for safekeeping, or clearing unwanted files from the hard drive. They may be provided as part of the operating system.
· Not all programs available may be shown as icons on the desktop. To view all the programs available, click the button in the bottom left of the screen (labelled ‘start’ on Windows XP and Vista) and place the mouse over ‘All programs’ at the bottom of the box which appears. Another box appears showing all the programs. Those programs with an arrow on the right have further sub-menus and these, in turn, may have menus.
13.4 Software – office programs

· Some groups of programs are referred to as ‘Office’. They comprise

· Word-processing, used to create letters, reports, minutes of meetings and other documents

· Spreadsheets, have two main uses:

· As an electronic ‘analysis paper’ (paper with lots of columns, one for each month, for example). Useful because formulae can be set up to add columns and carry out other arithmetic operations.

· As a ‘database’, that is lists, of names and addresses for example.

· Presentation, used to present information as ‘slides’ in a talk or lecture, using a data projector.

· Database, used for lists and calculations – not only names and addresses, but stocks of goods, customer records and payroll. More flexible than using a spreadsheet.

· Publisher, used for newspapers, flyers, brochures and notices. More flexible than a word-processor program but only for specialists.

· E-mail, used for sending and receiving e-mails, but may also have a diary function, calendar, address book and ‘to do’ lists.

· Examples are Microsoft Office, Open Office (free), IBM Lotus Symphony (free) and Ability Office.  Microsoft Works was a suite of simplified office programs, often pre-loaded onto new computers, but has been replaced by Office.
13.5 Help from the internet

· These sites provide details about computer parts:
· http://pcsupport.about.com/od/insidethepc/ss/howitfits.htm
· http://www.videojug.com/film/what-components-are-inside-my-computer (with adverts I’m afraid)
· http://www.gcflearnfree.org/computerbasics
· http://computershopper.com/components/howto/clean-your-pc-inside-and-out2 advice on cleaning your PC.

· http://www.gcflearnfree.org/windows provides help with Windows 7 and Windows XP

· http://www.baycongroup.com/windows_xp/index.htm provides a tutorial on Windows XP

· Look under communication in http://www.teachparentstech.org/ 
14 Files and Folders
14.1 The importance of files

· A computer stores data (a document, picture, CD track) and programs as ‘Files’.

· The internet browsers and e-mail programs that you have been using automatically store any files they need to use, so you haven’t needed to know where they are stored. 
· However, if you wish to send an attachment, such as a photo, with an e-mail, or store photos from your digital camera on your computer, or write a letter using a word processor, you need to understand how and where to store files.
14.2 Windows Explorer
· Files are stored in ‘Folders’, which may be stored in other Folders to form a ‘hierarchy’. Think of filing pockets in filing drawers in filing cabinets in filing rooms in a building.

· This folder structure is shown in a program called ‘Windows Explorer’, which has nothing do with the browser ‘Internet Explorer. ‘Windows Explorer’ may be found on the Task Bar looking like a filing pocket in a filing cabinet drawer (Windows 7) or an open filing pocket with a magnifying glass (Windows XP). Click this to open Windows Explorer, or double click ‘My Computer’ on the desktop.
· You will get a new window with two vertical panes (columns), the left being headed ‘Folders’ and the right with a series of columns, the first being ‘Name’ (see the screen shot below). If you do not get two vertical panes, click the ‘Folder’ button on the menu bar.
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The Folders pane will usually have ‘Desktop’ at the top

· Underneath ‘desktop’ at the highest level of the folder hierarchy will be these folders:

· Windows XP: ‘My documents’, ‘My Computer’ and (possibly) ‘My Network Places’. 

· Some of these folders may be expanded to show the folders contained within them.

· Windows 7: Library, Homegroup, Folder for the  ‘User Name’, Computer, Network
14.3 Folder contents

· Folders with folders inside them will have a + symbol (XP), or ( (7), to the left of the name. Clicking this will expand the folder to show its contents (tree) and change the + to a -, or ( to a(. Clicking any folders in the tree with a + or (will expand them, and so on until the whole ‘tree is displayed’. Clicking the - or ( will collapse the part of the tree affected (see the inset above).
· Single clicking the folder name will show the folder contents in the right, including folders any files in that folder. Folders may contain a mixture of folders and files, but the files are only shown in the right hand pane.
· Double clicking the folder in the right hand pane will show its contents. The left hand pane highlights the folder concerned.

· Double clicking a file will open the program associated with that file (such as Microsoft Word) and the file will be opened within that program. This is a quick way of opening a file (such as a document) in order to work on it.
14.4 Drives

· If you expand ‘(My) Computer’, you will see that at the top of the next level of the tree are folders with letters after their names, such as (C:) or (E:). These are ‘Drive letters’ and show that you can store data here. They form the first part of the address which shows where the file is stored, for example C:\Data\David\Work\Teaching.
· Drive letters refer to the hard drive of the computer (usually called Windows (C:)) and other storage devices such as DVD drives and memory pens. The hard drive may be split into several ‘directories’ (for example one for programs), in which case each directory has its own letter.

· Drive letters A: and B: are usually reserved for ‘floppy disc’ drives, which modern computers may not have.

· Drive letters are assigned to storage devices when the computer starts up. So if you leave a memory pen or camera attached, it may get a different letter on start up and change the drive letters of DVD drives.

· When you plug in a memory pen, or camera, it will appear in ‘Windows Explorer’, with its own drive letter.

14.5 Folder structures
· When you come to saving the document you have typed, or the digital photograph you have on your camera, you will need to decide where to store it.

· It is important that the structure you set up is logical and files are easy to find, there is no point in saving something if you can’t find it later. However, it’s not very easy and is made more difficult by programs setting up folders to store their data.
· New folders can be set up by clicking on the folder, or drive, in which you wish to store the folder, clicking on ‘New Folder’ on the Menu Bar (7) or File/New/Folder (XP). This will open a folder on the right hand pane, with the title highlighted. Type a title to name the folder.

· There are two fundamental structures to use when saving files:
· Use the structure set up by Windows. Windows XP has a file ‘Documents and Settings’ and Windows 7 has a ‘User’ folder on the C: drive. Within this folder you will see a folder with your ‘User Name’ Set up when the computer was first set up. This contains folders in which you could store files. However, it also has folders set up by programs and the tree can be confusing. 

· Set up you own structure. For example, set up a folder called ‘Data’ on the C: drive and, within this, set up folders for each person using the computer plus files for photos, music etc.
· Windows & also has a ‘Library’ folder. This doesn’t actually contain files or folders but provides a different way of classifying them. If you right click a folder in ‘Libraries’ you will see what folders are included.
· Get familiar with the folders in your computer, but be careful not to move any files accidentally by clicking on them and dragging them to a different folder.
· Look at the tuition on the internet

· Try Task 20
14.6 Recycle Bin

· You should have a folder called ‘Recycle Bin’ (or similar, somewhere near the bottom of the list of folders.

· When you ‘Delete’ a file, it will usually go into this folder and you can retrieve it (by opening it) if you made a mistake in deleting it.
14.7 Help from the internet

· http://www.gcflearnfree.org/windows provides help for using the ‘My documents’ folder. Click the Widows version that you have to find the tutorials.
· For Windows XP: http://www.baycongroup.com/windows_xp/index.htm  .Look under ‘File Management’.
15 Digital photographs

15.1 Programs to use

There are two types of program associated with digital photographs:

· Photo manipulation programs, which allow you to change photos (for example, remove people, change colours). GIMP (www.gimp.org) which is free, and Adobe Photoshop are examples.

· Photo albums which allow you to categorise photos by ‘labelling’ them with the names of people, and places. These programs have simplified photo manipulation, such as the removal of ‘red-eye’. Examples are Picasa (from Google) and Windows Live Gallery (from Microsoft).

· Adobe Photoshop elements has both photo manipulation and an album.
15.2 Loading from a camera or mobile phone

· Photos from a camera may be transferred to a computer by:

· Connecting the camera to the computer USB ports with a lead

· Taking the memory card out of the camera and pushing into a slot on the computer; into a small box with memory card slots connected to the computer; or into a slot on a printer.

· Photos from a phone may be transferred to a computer by:

· The above methods

· Linking the phone over a Bluetooth connection, if both phone and camera have Bluetooth.

· The exact method of connection will depend on the camera, phone and computer.

· Before connecting the camera to the computer, make sure the camera batteries have enough charge.

· When you connect the camera and computer you have more options as to copying the photos to your computer:

· Use the program supplied with the camera, or phone.

· Use the photo album program. In this case start the program before you connect the camera.

· Treat the camera/memory card as a storage device connected to the computer. If you open Windows Explorer you will see the camera/card and be able to examine the files on it. You can transfer the files as you would from any storage device. This way isn’t ideal, as you may duplicate photos you have already copied from the camera but not deleted.

· You will need to decide where to store you photos. This could be in ‘My pictures’ in the directories set up in Windows, or you should create a high-level folder for photos in your own folder structure.
· The photo album programs will usually create folders, within the photos folder, for each date you have photos (good idea), copy across only those photos which haven’t already been copied (good) and give you the option of automatically deleting the photos on your camera (bad idea – make sure the photos have transferred properly. Delete photos using the camera controls).

· When all the photos have been copied across, carry out the ‘Remove hardware’ routine (see below).
15.3 General features of album programs

· The programs will ‘fix’ photos, by changing contrast for example.

· Both Picasa and Live Gallery have face recognition technology, which recognises similar faces and provides the opportunity for you to provide names. You can then search photos for specific people.

· A caption (title) can be added to each photo.

· The date and time a photo was taken is usually recorded by the camera and stored with the picture. This can be changed, which is useful for photos scanned in.

· The place a photo was taken can be recorded (‘geotagging’). Because Picasa is linked to Google maps you can often pinpoint exactly where the photo was taken.

· You can add ‘tags’ (keywords) to the photos, such as ‘Holiday’, ‘Fred’s wedding’. The program then allows searching to find all pictures with a particular tag. (Live Gallery is slightly better than Picasa).

· You can e-mail photos, as an attachment to an e-mail created in an e-mail program, or directly from the album program. You can also write photos to CDs or DVDs.
· Photos can be uploaded to albums on the internet, which others can view.

· Photos can be sent to a processor for printed copies or books. Useful for wedding photos.

15.4 Information about the photo
· A photo file (known as a .jpg  file) not only has the photo in it but also information about the photo, such as the model of camera, date and time the photo was taken (according to the camera’s clock), aperture and exposure time settings, captions, and geotagging information. This information is known as ‘metadata’ or ‘exif’ data and it is this information which can be changed, or added to, by the album program.

· Where the album program cannot store information in the jpg file, it stores it in its own databases. Picasa, for example, creates a separate file (called picasa.ini) in each folder. Thus if you move a file to another folder, it is better to do it within the program than in Windows Explorer, otherwise you may lose data.

· Back-ups are also a problem, since you have to copy the databases as well as the jpg files. Picasa has an option for backing up all files.

· A further problem is that photos cannot be stored on a network drive (an external hard drive connected to network) and accessed by other computers on the network – since the database is stored on the computer with the album program.

15.5 Removing hardware

· Hardware you may want to remove includes cameras, memory cards, flash memory pens and mobile phones.

· If these are communicating with the computer when you remove them you may damage the files, or the device. Follow any instructions given with the hardware otherwise:

· You need to tell the computer that you wish to remove the hardware.

· For Windows XP this is done by:

· Look at the ‘System tray’, which is the group of icons on the right of the Task Bar. Expand this if necessary using the arrow and hover the mouse over each icon until you come to ‘Safely remove hardware’. Click it.

· You will get a box which says something like ‘Safely remove USB Mass Storage Device – Drive (F:)’. Click this. If you have several devices choose the one to remove.

· In a few seconds you will get a box, ‘Safely remove Hardware. You can now safely remove…’. Then remove the hardware.

· For Windows 7 this is done by:

· Look at the ‘System tray’, which is the group of icons on the right of the Task Bar. Click on the up arrow to ‘Show hidden icons’ and hover the mouse over each icon until you come to ‘Safely remove hardware’. Click it.

· You will get a box which says something like ‘Eject USB Mass Storage Device – Drive (F:)’. Click this. If you have several devices choose the one to remove.

· In a few seconds you will get a box, ‘Eject Hardware. You can now safely remove…’. Then remove the hardware.

· If you don’t see the hardware (printers for example), then it’s probably safe to unplug it.
15.6 Help from the internet

· Use the ’Help’ pages from the program you are using:

· Live Gallery: http://explore.live.com/windows-live-photo-gallery-get-started?os=winxp  (there are different versions for 7/Vista and XP).

· Picasa: Getting started guide http://picasa.google.com/support/bin/static.py?hl=en&page=guide.cs&guide=16027&from=16027&rd=1 
· A ‘Beginners’ guide to digital cameras’ from AgeUK  http://www.ageuk.org.uk/Documents/EN-GB/digital_cameras_inf.pdf?dtrk=true 
· Look under media in http://www.teachparentstech.org/ 
16 Menus, Saving and opening work, shortcuts
16.1 Menu bars

· Program windows (like Windows Explorer, Internet Explorer and WordPad) have ‘Bars’ across their tops. The first, usually blue, bar has the minimise, maximise and close window/program boxes on the right. It may also show the title of the file being worked on. The next has a series of words such as ‘File’, ‘Edit’, ‘View’ which depend on the program being used. Clicking on one of these opens a menu box which normally show:

· File: New (start a new document); Open (a document previously saved –); Save (save the document where it is currently saved. A new document not previously saved opens a Windows Explorer window); Save as (save the document in a new location - opens a Windows Explorer window); Page Setup (gives options on paper size, margins); Print (opens a window to set printer options; Print Preview (Shows what the printed page will look like. Avoids printing unwanted pages); Exit (closes the program).

· Edit: Undo (Undoes the previous command); Cut, Copy, Paste; Find (used to find words in a long document).

· View: depends on the program, but usually gives the opportunity to zoom in and out of a document and what menu bars to display.
· Help: Help topics (opens a window showing the contents of help, an index and the opportunity to search for a topic; about… (gives the version number of the software – see the module on programs).
· Below this menu may be another menu with icons for various tasks such as printing, cutting, copying, pasting, font style and size. This is sometimes known as the ‘ribbon’ bar.
16.2 Saving work
· When you are using a word-processing program, the document you are working on is stored in RAM – it will disappear when the program is closed. The document therefore needs to be transferred to the hard drive to store it permanently, until you update or delete it.
· This process of storing a file (document, photo, web page) is known as saving.
· You can save your work in three ways:

· Click ‘File’ on the menu bar (or the ‘Office Button’ on new versions of Microsoft Office programs) and then ‘Save’ in the menu which appears.

· Click the ‘floppy disc’ icon (not all programs will have this).
· Hold down the ‘Ctrl’ key and press the ‘S’ key (normally shown as Ctrl + S)
· If it is the first time this document has been saved, the ‘Save As’ window will open (see next page), similar to Windows Explorer, where you will need to decide where to save the document. This window has several features:
· A ‘Save in’ box running along the top, showing the current folder.

· A pane on the left, giving high-level folders where the document can be stored.

· A down arrow next to the box. Clicking this shows you the complete folder structure, similar to the right-hand column in Windows Explorer. Clicking a folder in this will take you to the contents of that folder.

· To the right of the ‘Save in’ box several icons:

· A ‘back’ button, which takes you to the previous directory.

· A folder with an arrow, which will take you to the next level up in the folder hierarchy.

· A cross, used to delete a file or folder.

· A folder with a ‘star’ which will give you a new folder. You will need to type a name in and then click it to move into that folder.

· A screen image with an arrow next to it. Clicking this gives you a list of possible ways of displaying the list of folders and files. Experiment with it.
· The box underneath the top bar shows folders and files in the folder shown in the top box. Only those files which are the same type as those shown in the box at the bottom are listed (more on this in the next session).

· The File Name box. Type the name you wish to give to your file. Don’t bother about the full stop and the letters after it (the ‘file type extension’), these are put in automatically. If you click one of the files in the box above, this will put the name in the box, which you can then amend. If you try and save a file with a name which already exists, you will get a warning message when you click the ‘Save’ button.
· The ‘Save as type’ box. Don’t change what is in this box until you understand file types.

· Click the ‘Save’ button to save your work.

· If you try and close down a program without having saved your work, you will normally get a warning message asking if you wish to save it.

· Get into the habit of saving your work after every five minutes or major change. If a program ‘hangs’ (that is, stops responding) you will lose any unsaved work.
· If you want to make major changes to a document, it is usually better to save a new version under a different name in case you need to go back to the old one.

· Try task 22
16.3 Opening work

· There are several ways to open a file:
· Open the program. Click ‘File’ on the menu bar. Recent files may be shown in this box, in which case click the one you want, otherwise click ‘Open’ which will give you the Windows Explorer box. Navigate to the file you want in a similar way to the ‘Save As’ box.

· Open Windows Explorer and double click the file.
· Click the button on the far left of the Task Bar (‘Start’ (XP) or Roundel (7)). This may give you a list of recently opened documents.

· Try Task 23
16.4 Keyboard Shortcuts

· Some commands (such as copy and paste) can be actioned using the keyboard, instead of clicking the mouse. They appear in the menus which appear when you click ‘File’, ‘Edit’ on the menu bar, or when you ‘hover’ the mouse over an icon. They are particularly useful for typists. The common ones are:

	Command
	Keys
	Command
	Keys

	Copy
	Ctrl + C
	Save
	Ctrl + S

	Cut
	Ctrl + X
	Print
	Ctrl + P

	Paste
	Ctrl + V
	€ (Euro)
	Alt+ Shift + 4


· The last key is pressed once while the other key(s) are held down.
16.5 Help from the internet

· If you have a version of Microsoft’s ‘Word’: http://www.gcflearnfree.org/word 
· http://www.baycongroup.com/ . Click Windows Vista or XP and look for ‘Saving Files’. (There is no version for Windows 7)
17 Security

17.1 Communications – safety

· You and your computer are subject to three types of threat (at least): viruses; takeover; phishing.

· The subject is complex and the notes below are just an introduction.

17.2 Viruses

· Viruses are programs which are downloaded onto your computer attached to e-mails, or from websites you may visit. These e-mails may look like they are from friends.

· Viruses may just be malicious, that is delete files with no benefit to the person sending the virus. However, they usually benefit the virus author in some way, such as sending the e-mail addresses of your contacts to ‘spammers’ (people who send out junk e-mails).

· Viruses are stopped from reaching your computer by ‘Anti-virus’ programs (AVP). It is essential you have one of these installed and that it updates itself automatically.

· Viruses change all the time and the AVP might not spot one. So never open e-mails from people you don’t know and be very careful of e-mails from people you know but the title or contents are strange. Never click on hyperlinks in these e-mails, or open attachments. If in doubt, e-mail or phone your contact to see if they sent the e-mail – their computer may have been attacked and their e-mail address book used to send junk e-mails.

· Don’t forward e-mails warning of viruses, they are usually hoaxes.

17.3 Computer takeover

· When you are connected to your ISP (Internet Service Provider) your computer is capable of being connected to any other computer on the internet. By exploiting vulnerabilities in Windows, or other programs you are using, your computer can be taken over in order to send out e-mails or log onto a particular website in order to prevent others from accessing it (a ‘denial of service’ attack).

· Takeover of your computer is prevented by ‘firewalls’ between your computer and the internet. Your router contains one firewall, which is invisible to you. Windows has another firewall, although your AVP may also have a firewall.

· Don’t risk breaching the firewall by downloading programs from the internet unless you trust them.

· You may get an unexpected phone call about a call to a ‘help desk’ (which you never made). This may try and persuade you that your computer is faulty and to download some software. Don’t do it as the software is almost certainly malicious in some way.

17.4 Phishing

· ‘Phishing is the criminally fraudulent process of attempting to acquire sensitive information such as usernames, passwords and credit card details by masquerading as a trustworthy entity in an electronic communication ‘ (Wikipedia).
· So phishing is more like an old ‘confidence trick’ which just uses the computer.
· There are two main types:
· An e-mail, looking like it is from a bank, telling you of some security problem and asking you to follow a hyperlink. This will ask you for your user name and password. A variant is an e-mail from the tax authorities (HMRC) telling you that a refund of tax is due and asking you for your bank details. Never act on these e-mails. Banks and HMRC will write to you, if necessary.

· An e-mail from someone who has a fortune in a bank account somewhere but, for some reason can’t get at it and wants your help. Delete it. If you reply, sooner or later your will get a request in to send money in order release funds. A variant is that you have won money in a lottery (that you never entered).

· A general rule is, ‘If it is too good to be true, it usually is!’

· Never give your internet password out over the phone.

· Never send money as a result of an internet-only contact, for example to someone you met in a ‘chat room’.

17.5 Windows security features

· Windows has built in security features. Access to these is slightly different depending on your operating system:

· Windows XP:

· Click on ‘Start, then ‘Control Panel’, then ‘Security Center’.

· All the ‘lights’ should be green.

· By clicking on the options under ‘Manage security settings for’, you can change some settings.(See below)

· Windows 7:

· Click the ‘Start’ roundel, then Control Panel, then ‘System and Security’

· Click on ‘Windows Firewall’ or Widows ‘Update’ (see below).

· Windows Update is best set at ‘Automatic Update’, so all changes are made automatically.

· Windows Firewall may be turned off, if your anti-virus program also has a firewall.

· Don’t make any changes without consulting someone who understands security settings!
17.6 Help from the internet

· From AgeUK, a booklet about staying safe on-line: http://www.ageuk.org.uk/Documents/EN-GB/Information-guides/ID8812_internet_security_inf.pdf?dtrk=true .
· Microsoft’s Security Centre: http://www.microsoft.com/security/default.aspx.
· http://www.gcflearnfree.org/internetsafety gives tuition on internet safety.

18 Working with files

18.1 Moving files

· If you want to move, or copy files between directories this can be done in a similar way to copying text in a word-processor.

· In the right hand pane of ‘Windows Explorer’ click on the file name to highlight it.

· You have several options:

· Click ‘Edit’ in the menu bar and ‘Cut’ or ‘Copy’ depending on whether to you wish to move or copy the file. In the left hand pane, click the folder you wish to move/copy the file to. Click ‘Edit’ again and ‘Paste’.

· Click ‘Edit’ in the menu bar and ‘Copy to folder…’ or ‘Move to folder…’ 

· Right click the file name to get a list of options for the file, which include ‘Cut’ and ‘Copy’ then ‘Paste’

· Click the file and drag it to the new folder by holding down the left mouse button. If you hold down the ‘Ctrl’ key at the same time, it will copy the file, a + sign appears by the arrow to confirm this. (Windows 7 also tells you the folder it will copy the file to.)

· If a file is moved, any references to it, for example in a list of ‘Recently opened documents’, will not work.
18.2 File extensions

· In ‘Windows Explorer’, the file names may be followed by a full stop and three or four letters such as ‘doc’, ‘pdf’, ‘jpg’. These are known as ‘File extensions’ and they refer to the program(s) which can use (open) them. ‘doc’ for example refers to a file which has been created by Microsoft ‘Word’. The file extension defines the ‘File type’.

· If the file extension is not displayed, you can change this by clicking ‘Tools’, ‘Folder options’ and then the ‘View’ tab. Scroll down the box and untick the ‘Hide extensions for known file types’ box. The click the ‘OK’ button.

· The ‘file extension’ associates the file with a particular program, whose icon is on the left of the name, and which will open if the file name is double clicked.

· However, files can be used by other programs, some examples are below:

	File extension
	Program usually associated
	Other programs which can use the file

	.doc
	Microsoft Word 97-2003
	Microsoft Word 2007/2010, Open Office, WordPad

	.docx
	Microsoft Word 2007/2010
	Open Office

	.pdf
	Adobe Acrobat
	Microsoft Word 2007/10

	.xls
	Microsoft Excel
	Open Office

	.jpg
	Photo file used by photo albums
	Picasa, Windows Live Gallery, Adobe Elements

	.mp3
	Audio file used by mp3 players
	Windows Media player

	.exe
	Program (executable) file
	This is a file which IS a program, so opening it will start the program. Since the program might be harmful, you should avoid this and always start programs from the desk top, or ‘All programs’ list.


· A ‘jpg’ file is a picture file and is usually the format produced by digital cameras.

· A ‘pdf’ file is used especially for manuals, books and brochures which are for information only and do not need to be changed by the viewer. For example, government publications and booklets are in this form. It is used for documents downloaded from the internet. The advantage of this file type is that it looks like the paper document and the format is not changed when opened on a different computer, for example one set up to print on a different size of paper. It is also not easily possible to modify the contents of the document, unlike a Word file.

· Pdf, mp3 and jpg files are known as ‘compressed’. That is the contents of the file are mathematically reduced so that the file is made smaller with hardly any discernable loss of quality.

· File extensions are also important when opening and saving files in programs:

· In the ‘Open’ box, there is a ‘File name’ box at the bottom, together with a ‘Files of type’ box. This shows some, or all, of the file types which can be opened by the program. Clicking the arrow at the end of the box gives alternative choices.

· In the ‘Save as’ box there is a ‘Save as type’ box. This will show the usual file type associated with this program, together with the file extension, for example, Word Document (*.docx). The * refers the file name. The drop down list shows alternative file types and you may wish to choose one of these for example, (*pdf) to produce a document which cannot easily be changed.
18.3 Renaming files

· The name of a file can  be changed:

· Right click the file name to get a list of options for the file, which include ‘Rename’. A small ‘text box’ will open to allow you to change the name. Don’t change the ‘File extension’, if it is visible.

· In Windows XP, highlight the file with one click, and a few seconds later click the name once to open a text box. Don’t click the file name in quick succession, of the program associated with the file will open. 
18.4 Selecting multiple files

· It is sometimes useful to move copy or open several folders and/or files at once.

· A block of files can be selected by, in the right hand pane, clicking on the first file/folder, holding down the shift key and clicking on the last file/folder in the list you want.

· Individual files can be selected by holding down the Ctrl key and clicking individual files.

· Files can then be moved or copied, as for an individual file. (That is, right click, or dragging or shortcut keys)

18.5 Changing the view of files

· To get a different view of the files in the right hand pane, click the ‘Views’ icon on the menu bar (it looks like a small screen) to see the options. 

· The ‘thumbnails’ option is useful when looking at photos.

· The ‘details’ view gives the most information about files and folders. Right click the title bar to get the options for information that will be displayed.

· Try Task 24
18.6 Help from the internet

· In http://www.baycongroup.com/ choose your operating system under ‘More Tutorials’ and look at the relevant hyperlinks.
http://www.fileinfo.com/common.php gives details of common file types.

19 Audio and Scanners 

19.1 Audio equipment

· Most computers have two 3.5mm jack sockets, one for headphones, or external speakers, and one for a microphone.

· Speakers/headphones socket: headphones are plugged into the headphone socket. If they also have a microphone (they may be called a 'headset'), this is plugged into the microphone socket. Most laptops have their own (internal) speakers, though they are not usually good enough for listening to music. External speakers plug into the headphone socket and are usually mains powered. They are required for desk top computers and for better quality on laptops. Some monitors have speakers, although their quality is variable.

· Settings: some computers will give the option of setting the audio inputs and outputs to 'line'. This is the connection to attach to an external amplifier.

19.2 Programs for playing music

19.2.1 File types

· A computer has an optical drive, for CD and DVDs, a hard drive, for storing music (audio) files, and speakers, for playing music. It is therefore exactly like a modern audio system.
· There are programs which will: extract audio files from CDs to store them on the hard drive; organise these files; and play them, or transfer them to an mp3 player, or phone.
· The most common program is Windows Media Player (free and usually loaded on most computers). Others are RealPlayer and Apple’s iTunes.
· There are various file formats for audio files (see table below). Apart from the ‘wav’ format, the others ‘compress’ the file by removing data which is not normally detected by the ear. This has the advantage of reducing the file size to around 10% of the original without, for most people, loss of quality. However, using high compression rates (see below) can have a noticeable effect.

	File type
	Description

	wav
	No compression (‘lossless’) and therefore best quality, but large

	mp3
	The most common form of compressed audio file and the most versatile. It can have various levels of compression

	wma
	Windows Media Audio file. Widely used.

	aac
	Advanced Audio Coding file. Used by the iTunes store. 


· If buying an mp3 player check that it will play the file types you have, or if you are buying music files on the internet, check that the file type is one you can use.
19.2.2 Windows Media Player

· To rip audio tracks from a CD onto your computer hard drive, do the following:
· Define the ‘Rip’ settings

· Open Media Player

· Click the arrow under ‘Library’ on the menu bar and click ‘More Options’. You will get a small window with two rows of tabs.

· Click the ‘Rip Music’ tab.

· Under ‘Rip Music to this location’, decide in which folder you want to store the files – click the ‘Change’ button if necessary. Click the ‘File name’ button to define how you want to name the ripped music files. I suggest Artist_Album_tracknumber_song title.
· Under ‘Rip settings’, decide on the format. mp3 is the most versatile. The format you choose will change the ‘Audio quality’ bar at the bottom. If you concerned about audio quality, try ripping one track at various qualities and comparing them.
· Set the audio quality. I set it at 192 Kbps for mp3, but I’m no audio buff!

· Decide whether you want the CD ripped when inserted (I don’t).

· Define the library settings

· Click the library tab

· In ‘Automatic media information update for files’ decide on whether you want to retrieve additional information from the internet. This is useful if you have a purchased CD and want to download additional information, such as composer, to link with the track. However, if you have a CD with tracks copied from a vinyl LP, you may find that the internet reorganises the information incorrectly.
· Look at the contents of the other tabs to get an idea of what they are used for. Use ‘Help’ if necessary. When you have finished, click the OK button.

· Insert the CD and click the ‘Rip’ button on the menu.

· When you have ripped the CD click on ‘Library’, and explore the different ways of displaying the CD information (by Artist and Album, for example)

· To play audio tracks, click on the track you want and then the play button at the bottom centre of the screen.

19.3 Scanners

· A scanner converts documents and photos into an electronic format and saves them onto the computer as a file. It is a process used by modern photocopiers.

· There are four types of scanner:

· A ‘flat bed’ scanner. This is similar to a photocopier where the document or book is laid on a flat glass sheet and the reader moves across the document. Slow, but suitable for thick items, such as books. Some scanners have light in the cover, allowing film transparencies (slides) and negatives to be scanned. These scanners can also read microfiche – useful for family history.

· A ‘sheet feed’ scanner, where the reader is stationary and the documents pass across it. These are faster than flat bed scanners but are only suitable for documents, not books, and are consequently used by businesses for electronic filing of paper copies.

· Photo-scanner, used for negatives and slides, which are slotted into a carrier and fed over the reader, which is similar to that in a digital camera. Fast, but do not give the quality and flexibility achievable with a good flat bed scanner.

· Portable, where the light and reader are in a ‘wand’ which is passed over the document. Small, fast and suitable for books but the quality is not as good as a flat bed scanner.

· A flat bed scanner may be combined with a printer (then called a multifunction peripheral - MFP) which can be used as a photocopier and, in some cases, a fax machine.

· The scanner has software which downloads the image to a computer through a USB port. This software is used to set the scanners options and in which folder the image is stored. Some software can also clean up the image, for example by removing dust spots from slides.

19.4 Help from the internet

· http://www.fileinfo.com/common.php gives details of common audio file types (look under ‘Audio Files’)

· http://www.fileinfo.com/filetypes/audio gives a daunting list of all audio file types.

· The Microsoft website provides information on the various versions of Media Player http://windows.microsoft.com/en-US/windows/help/windows-media-player/using 
20 Saving to external storage, Backing up
20.1 Saving to a dvd drive

· Saving files onto a CD or DVD is useful for

· Copying photos, or videos, for relatives or friends.
· Copying your old vinyl records onto CDs.
· Copying mp3 audio files onto a CD to play in a car CD player (most modern players will play this type of file).
· Copying files for back-up or archiving (see below).
· DVDs and CDs come in various sorts:
· DVDs hold around 4.7GB of data, CDs hold around 700 MB.

· CDs and DVDs are read and written to by a computer’s optical drive. Most computers have one (or two).

· DVDs and CDs come in two types: ‘+’ and ‘-‘. Most computers can use either but some DVD players may not. Check the player’s instruction book if this is important to you. There is also a RAM type of DVD which is not common on home computers.

· DVDs and CDs can be ‘read only’ (R)’ or ‘Read/write (RW). You can only write to R once and they are useful if you want a permanent record, say of wedding photos or family history documents. RW discs behave exactly like a hard drive and you can write, modify and delete files on them. Unlike a hard drive, they have a much shorter life (about a 1000 uses) and are useful for back-ups or moving files between computers.

· Some printers will print on titles on CD/DVDs with a special coating. Worthwhile for ‘presentation’ discs, otherwise use the special pens available for writing on DVDs.
· DVDs can also be ‘double layer’ and therefore hold twice as much data – check your computer’s DVD drive can use them.

· Blu-ray DVDs are used for HD films although you can read them if you have a suitable drive.

· When you buy DVDs and CDs you see them described, for example as, DVR-R or DVD+RW or CD-R.

· It may be necessary to ‘format’ RW CDs or DVDs before writing to them for the first time. Formatting puts ‘tracks’ on the discs. It also deletes any data on the disc, so make absolutely sure you are formatting a blank CD/DVD before you click the ‘OK’ button.

· Windows XP doesn’t have CD/DVD writer software and optical drives usually come with software, such as ‘Nero’ or Roxio’s ‘Creator’. Follow their instructions to copy files to blank DVDs and CDs.

· ‘Windows Explorer’ in Windows 7 can read and write to CDs and DVDs.

20.2 Backing up

· ‘Backing-up’ is the copying of files to a storage device (hard drive, flash drive, DVD, internet) to guard against the loss of the original data.

· The computer’s hard drive holds much important information, particularly e-mails and photos, plus files involving a lot of time in their creation, such as family history.

· Since a hard drive can be stolen, flooded, burnt and breakdown, information stored on it needs to be copied (‘backed-up’) onto something which can be stored safely well away from the computer, for example at a friend’s or relatives. If you have a flood or fire there is no point in having your back-up next to the computer!

· The ‘something’ can be:

	Device
	Advantages
	Disadvantages

	External hard drive or

Network Attached Storage (hard drive attached to your home network)
	Large capacity - holds many files

Fast

Can be set up to automatically back-up files
	Expensive (total cost)

Can be delicate

Not permanent – data can be deleted
Not easily stored off-site and therefore subject to some of the risks faced by the computer

	Flash memory pen
	Easy to use.

Cheap (total cost).

Good to store small important files when using a laptop away from home.
	Low capacity, compared with a hard drive.

Not suitable for archiving.

	Storage on the internet – upload files to computers on the internet. Note that some photo album programs have on-line storage.
	Can be free for limited stage (Hotmail Sky Drive holds 25GB free).

Off-site storage.

Can get programs which automatically upload files which have been changed.
	Can cost for large amounts of data.

Can be slow as upload speeds are around 10% of download speeds.

	DVD-RW discs
	Cheap.

Long-term storage.

Can be overwritten.

Can be stored off-site.

More durable than a hard drive.
	Low capacity, when compared to a hard drive.

May become unreadable, especially if subjected to temperature extremes.

Can be overwritten (when you don’t want to!)



	DVD-R read only discs
	Cheap

Cannot be overwritten and therefore good for long-term, archival storage – for example photos.

Can be stored off-site.

More durable than a hard drive.
	Low capacity, when compared to a hard drive.

May become unreadable, especially if subjected to temperature extremes.




· In practice, it is preferable to:

· Save files you are working on regularly (say every five minutes) and before you print or carry out other work on the computer.

· Back-up daily to an external hard drive using an automatic program. Windows 7 has a back-up program, look in the ‘Start’ menu, then control panel, then ‘Back-up files’, then follow the instructions. Also try http://www.superflexible.com/ , but you might need help setting it up.

· Back-up weekly to a DVD-RW disc and store it off-site.

· Back-up important files to DVD-R discs every quarter and store them off-site.

· This sounds ‘over the top’ but just consider the files that cannot be replaced, such as photos and family history.

· Backing-up e-mail and photo album files can be a problem, because there can be several of them in obscure folders. Some programs, such as Picasa, have commands to back-up data (Tools/Back-up pictures). Otherwise, search on the web for backing up files from that particular program and get advice.

· There are special programs for backing-up data, which may locate e-mail files for you. Windows has a program, go to Control Panel/System and Security/Backup and Restore, or search on ‘backup software’ and get advice.

· It isn’t usual to back-up programs. They spread files all over the hard drive and the only effective way of backing them up is to take a copy of the entire C: drive (known as a ‘disk image’). It is therefore vital to store program DVDs safely and keep a separate record of product keys, especially where you have downloaded programs.

· Also keep a record, stored away safely, of passwords and other information needed to set up e-mail accounts. 

· Finally, if backing-up strikes you as a big chore, just make sure you keep a copy of the files you can’t afford to lose.

20.3 Help from the internet

· This Microsoft site provides information on back-ups: http://www.microsoft.com/windows/windows-7/features/backup-and-restore.aspx
· Here’s a US review of back-up software, which gives an indication of the functions you should expect to find: http://data-backup-software-review.toptenreviews.com/ 

21 Programs

21.1 Programs – adding, deleting, updating, upgrading

21.1.1 Updates and upgrades

· Programs are complicated and usually need modifying after they have been installed. For example, security features may need to be improved.

· Changes to existing programs come in several sorts:

· Database updates. These apply to anti-virus programs which keep details of viruses in a database file. This file is updated automatically when the computer is on-line. If the computer hasn’t been used for a few days, the program may warn that ‘database is obsolete’. Just leave the database to update automatically.

· Updates. These are free minor changes to programs which may be modified in three ways:

· Automatically. You don’t have to do anything; the program will download updates when it is on-line and then apply them. You should set Windows to do this. Anti-virus programs should also update in this way. You may occasionally be asked to restart the computer so that the changes can take effect. If so, save all your work, close all programs and restart the computer.

· Request to update. A box will appear on the screen telling you that an update for the program is available and do you wish to apply it. It is normally advisable to do this, but shut down other programs and save any work first. The Adobe Acrobat program may do this.

· Manual. In this case you have to find out if any updates are available. There will sometimes be an option in the menu under ‘Help’ or you will have to log onto the website linked to the program.

· Service Packs (SP). These are free major updates, usually only for Windows and other Microsoft products. There may be only three issued in the lifetime of a program (Windows XP has had three issued). It is important to apply them as they may have important security improvements and some programs may not work unless the SP has been applied. Since they are major updates, you must back up important data before you agree to the update. Follow the instructions very carefully and get help if you are unsure.

· Upgrades. These are new versions of programs, which you will usually have to pay for (except anti-virus for which you have to pay an annual fee). You may get them at reduced cost, and may be able to download them. They will usually install over the old version, but be sure to follow any instructions. Windows upgrades (from XP to Windows 7, for example) are major, and it is usually better to clear the computer of all data and programs for a ‘clean install’. Personally, I wait until I need a new computer before upgrading Windows!

· Programmers control all these changes through version numbers, for example Acrobat Reader is now ‘Version 9.4.2’. An upgrade to version 10 (confusingly called ‘Acrobat X’) is now available and is currently 10.0.1. Version numbers may have names, for example Windows started with ‘3.1’, then ‘Windows 98’ (version 4), then ‘Windows XP’ (version 5), then Vista (version 6), then Windows 7! So the first number in a version number usually changes with upgrades and the other numbers change with updates. To find the version number, open the program, click on ‘Help’ and then ‘About…’ For Windows, open ‘Windows Explorer and choose ‘Help’.
21.1.2 installing programs

· Before installing a new program, close all programs and restart the computer.

· If the program to be installed is on a DVD, then insert the disc into the optical drive and wait for instructions to appear on the screen. If they don’t, check the instructions. If they don’t help, get advice, or look at the contents of the DVD using ‘Windows Explorer’ and double click the program ‘Setup.exe’, but be careful if the program doesn’t come from a reliable source.

· If the program is to be downloaded, you may be given the opportunity of saving it, or running it (that is, installing it). I prefer to save the program in a folder I have set up, called ‘Downloads’, which then contains a folder for each program. When you have downloaded the program, double click the program file (it will end in .exe). If in doubt get help.

· If a program doesn’t install properly, try turning off the anti-virus program – but remember to turn it back on.

21.1.3 Deleting programs

· When programs install they can spread themselves all over the computer and they will update a file called ‘Registry’, which is part of the Windows operating system.

· So if you want to delete a program (it’s usually called ‘uninstall’), you cannot just delete files.

· The first method is to find the program on the ‘All Programs’ menu. Click the ‘Start’ button and hover the mouse over the ‘All Programs’ text. Then hover the mouse over the program name and see if you get a list which includes ‘Uninstall’. Click this and follow the instructions.

· If there is no uninstall option, click the ‘Start’ button, click ‘Control Panel’ and choose ‘Add or remove programs’. You should then get a list of the programs on your computer (it may take a minute). Highlight the program you want to delete by clicking it once and click the ‘Remove’ button. Follow the instructions.
21.2 Acquiring Programs

21.2.1 Free and low cost software

· Free and low cost software is legitimately available from the internet, and on DVDs given away with magazines.

· Software may be:

· Free: nothing to pay

· Free: limited functionality, with the full program available on payments.

· Free on trial but there is an obligation to pay if you decide to use it.

· Free but usually will expire after a certain time, or after a certain number of uses.

21.2.2 Free to download

· This software can be downloaded from the internet, for no charge. It may come from large or very small organisations.

· Microsoft provides free software under the ‘Windows Live Essentials’ heading. It includes an e-mail program, instant messaging (Windows Messenger) and a photo gallery. http://explore.live.com/windows-live-essentials?os=other for details.

· Google also provides a free photo gallery (Picasa).

· Browsers are free from Microsoft (Windows Explorer), Mozilla (Firefox), Google (Chrome) and Opera.

· Free office software is available from Lotus (Symphony) and Open Office.

· Free software to read ‘pdf’ files is available from Adobe (Adobe Reader).

· Adobe also provides free add-ons to run animated images in browsers (Adobe Flash and Shockwave).

· There is much more free software (freeware) to download – be careful though as some is on trial (see below).

21.2.3 Free: limited functionality or on trial

· Many computer magazines come with a DVD of programs.

· Some of these programs are free, with no further payment required. Others may have some features of the full program, but not all (known as ‘limited functionality’), which you have to pay for.

· Some programs may have full functionality, but may print out with a ‘watermark’ on the document.

· Some of the programs will be ‘on trial’. Such a program works for a limited period (say 30 days) or will open a limited number of times. You will then be given the opportunity to purchase it, which usually involves being e-mailed a ‘product key’, which is entered when the program starts and ‘unlocks’ it. Make a separate note of this key and keep it in a safe place. File the e-mail where you can find it.
21.2.4 Shareware

· Shareware programs can be downloaded from the web or they are on magazine DVDs.

· These programs are usually written by individuals or small groups and are free to try out.

· Having tried out the program, it is hoped that you will buy it if you want to continue using it, although it will usually continue to work without payment. So it works on the same basis as an ‘honesty box’.

21.2.5 Full cost

· Programs at full cost can be acquired from:
· The internet, by downloading them and paying by credit card. A product key is then supplied.
· Retailers, by purchasing a box, which will contain a DVD with the program and, maybe, a manual.

· Programs bought over the internet may be cheaper, but not necessarily.
21.3 Program and file shortcuts

· If you look at the icons on the desktop you will notice that many have a small box with an arrow at the bottom left corner of the icon. This denotes that the icon is not the program itself but a pointer (‘shortcut’) to the program.

· Right click the icon and click ‘Properties’ at the bottom of the menu box. This will give you a box containing a ‘shortcut’ tab which will provide details about the shortcut, for example, the ‘Target’ box shows where the actual program (the .exe file) is stored. (Note that not all shortcuts show this information).

· The advantage of shortcuts is that you can hide the program files somewhere but have shortcuts to it in several places, the most obvious being on the desktop and in ‘All Programs’ (on the Start button menu).

· Shortcuts can be created for user files, such as Word documents. So if you are regularly working on a document, you can create a shortcut on the desktop. Open ‘Windows Explorer’, right click the file, choose ‘Copy’, go to the desktop, right click and choose ‘Paste shortcut’.

· Deleting a shortcut does not delete the original file or program.

· Since the desktop is a folder, it is possible to store actual files on the desktop. Don’t do this as you may accidentally delete them, thinking they are a shortcut.

· Shortcuts are ‘mini’ files and can therefore be cut, copied, pasted and deleted like other files. Just right click the shortcut and choose an option.

· Just as with other files, double clicking a file will open the program.

· Shortcuts also appear in ‘Windows Explorer’. In Windows XP the ‘My Documents’ folder is a shortcut to the folder which is actually in C:\Documents and Settings\ (User name)\My Documents. In Windows 7, the folder with the user’s name is in a similar folder.

21.4 Help from the internet

· There are no specific websites to recommend for this module. Should you want to purchase or try out any program, carry out a search based on its title.
22 Measurement of storage
22.1 How data storage is measured

· It is useful to understand how the size of files, and the size of storage, is measured because:

· E-mails with large attachments, such as documents and photos, will take some time (several minutes) to upload and may not be accepted by the recipient’s ISP because of their size.

· If you are purchasing a computer, the specification will include the size of storage available.

· The computer needs to store programs and the data (documents, photos etc.) which the programs use.
· Storage is measured in ‘bytes’. A ‘byte’ consists of 8 bits – zeros or ones which are the fundamental units of computing. Thus a byte might look like 10010101 (which is 1+0+4+0+16+0+0+128 = 149). More importantly, a byte is equivalent to one letter. Thus the word ‘long’ requires 4 bytes to store it.
· Computers use lots of bytes, hence:
· 1024 bytes equals one kilobyte (KB) (1024 is a unit suitable for computers)
· 1024 KB bytes equals one megabyte (MB)

· 1024 megabytes equals one gigabyte (GB)

· 1024 gigabytes equals one terabyte (TB)

· Files sizes are expressed in bytes. Examples of size:

· An e-mail, without attachments, is under 10KB

· A 16 page Word document is around 60 KB

· A photo is about 2MB (2,000 KB) but this will vary with the camera

· A single track of a CD (around 3 minutes) is around 30 MB at best quality but 3MB when compressed into the ‘mp3’ format used by phones and mp3 players (the exact size of the file depends on how much the original file was compressed).

· This storage takes several forms:

· Storage attached to the processor, known as cache memory. There isn’t much of it (typically around 4MB), but access to it is very fast as it is on the processor chip.

· Random Access Memory (RAM). Microchips which store programs and data for immediate use by the processor. Fast but cannot hold much (usually as much as a DVD or less). Data stored in RAM disappears when the computer is turned off. Most modern computers have RAM of 2 to 4 GB.
· Hard drives, which consist of a spinning disc of magnetic material. Data is written to, and read from, ‘tracks’ on the disc by a ‘head’ which moves in and out. Data cannot be written or read as quickly as with RAM, but it remains when the computer is turned off and can hold much more. Modern computers have discs (also spelt disks) of 500 to 1000 GB. Hard drives are located in the computer’s box, although additional self-contained external hard drives can be connected, usually though a USB port. Note that hard drive manufacturers measure storage in decimal notation, so a 100GB drive equals 100,000,000,000 bytes but will only hold 93 GB (also shown as 93 GiB) of data.
· Solid state memory SSD (so called because it has no moving parts). This is the memory in memory pens and cards and cannot store as much as a hard drive at a comparable price. However the capacity is increasing (to around 960 GB) and it is replacing hard drives for certain uses in computers. It has the advantage of being fast and tough, since there are no moving parts, but it is comparatively expensive.
· Flash pen drives. Solid state memory which plugs into a USB port. They can hold up to 64GB.

· Memory sticks and cards. Used in cameras and mobile phones, which are connected to the computer using a USB lead. Some computers and printers have a slot for direct insertion of a memory card.
· Optical drives (CD and DVD drives). These use a laser to write to, and read from, a layer of chemicals deposited on a thin disc of plastic. Some discs can be ‘read only’; once data is written to them it can only be read. Other discs are ‘read/write’, data can be written and over-written, similar to a hard drive. They hold less than a hard drive (CD – 700MB, DVD – 4.7GB, double layer DVD – 8.5 GB, Blu-Ray DVD  25 GB, 50GB double layer) but are cheap and highly portable. They have a limited life of around 1000 ‘writes’.
22.2 Determining file sizes

· This is done by looking at the files in Windows Explorer.
· If file sizes are not shown, click the ‘View’ icon and choose details. 

· If you don’t get a column on the right hand side, right click the title bar and click size on the menu.

· If you want to see the size of a folder, right click it and choose ‘Properties’.

· If you want to see how much free space is left on a drive, right click it and choose ‘Properties’.

· If you want to see what files are taking up space, search the internet for ‘hard drive usage’, and choose a free program which show  the relative sizes of stored data and programs.
22.3 Help from the internet

· There is a Wikipedia article on the measurement of data storage: http://en.wikipedia.org/wiki/Binary_prefix 
· Sequoia View (http://w3.win.tue.nl/nl/onderzoek/onderzoek_informatica/visualization/sequoiaview/) is a program which will show you hard drive usage.

23 Connecting to the internet
23.1 Connecting to the internet

· There are three main ways of connecting to the internet in the UK

· Through the telephone wires (twin cables)

· Through a cable service provider, where available (Virgin). This consists of a fibre-optic cable to a box near your house and a co-axial cable to your house. (A co-axial cable is similar to the cable which connects an aerial to a TV- only better quality). This cable is capable of delivering phone, TV and internet connections.
· Through the mobile phone network.

· Satellite connection is also possible but it is expensive and not available everywhere.

· Connecting the computer to the internet requires two stages (only one if a mobile connection is used):
· Connecting the property to the internet service provider (ISP) by installing a ‘modem’
· Connecting the computer(s) to the modem.
23.2 Connecting to an ISP

· There are also four ways of connecting to an ISP:

· Dial-up. This involves the computer dialling the ISP (just as you would dial a number) and communicating by sending the digital signal as audio through a modem. If you listen to the signal, it sounds like a stream very fast Morse code (dots and dashes). Computers used to be fitted with internal modems for direct connection to an ordinary phone socket, but this not so common now, although it is possible to buy dial-up modems for USB sockets. Dial-up providers charge by using a telephone number which gives them part of the cost (such as a 0845 number). As a result, you are not tied to a particular supplier. The disadvantage of dial-up is that is slow and relatively expensive. The advantage is that it is flexible and can be used if you are away from home.
· Broadband over the phone (known as ADSL).  This involves a special signal being sent down the phone line which is split out by a filter plugged into to the phone socket. This filter has two sockets, one for the phone and one for the computer. There are several broadband ISPs (Sky, BT, TalkTalk) who may also supply the phone line. ADSL is much faster than dial-up but is the speed is limited by your distance to the phone exchange and the number of other people using the service.
· Broadband over cable. The coaxial cable used for TV is also used for data transmission and phone. Because it is based on a fibre-optic network, it is capable a providing a more reliable high-speed service. The main cable broadband provider is Virgin Media, although only properties close to a cable will have access.
· Broadband over mobile. This involves plugging a ‘dongle’ (which looks like a flash memory pen) into a USB port. The dongle contains a mobile phone SIM which, together with the supplied software, allows the computer to access the internet through the mobile phone network. Download speeds vary, depending on the strength of the signal. Dongles are available from the mobile phone providers and are generally more expensive than wired broadband. Used with laptops they have the advantage of accessing the internet anywhere there is a mobile phone signal.
· Connecting the computer to the phone line is done using a ‘modem’. A lead from the modem is plugged into the phone socket (dial-up), ADSL socket (broadband ADSL) or cable socket.

· It is possible to connect some mobile phones to the computer and use these to connect to the internet, either as dial-up or broadband.
23.3 Connecting to the modem

· In some cases a computer can be plugged directly into the modem, using a network cable and the network socket on the computer (also known as an RJ45 socket). However, modems usually only have one socket and so a ‘Router’ has to be plugged into the modem. A router usually has four sockets, allowing four computers to be connected to form a ‘network’. 

·  Networks are not used with dial-up lines, and not usually attached to broadband over mobile, since the modem is directly attached to the computer through the USB port. However, some routers are available from mobile network providers (Vodaphone, 3, T-Mobile etc) for mobile broadband.
· It is usual to connect desktop computers to the router with a cable. However, laptop computers can connect with a suitable router using radio signals. This is known as a Wi-Fi connection.

· In practice, modems and Wi-Fi routers are now combined, so that in a normal installation the modem supplied by your ISP will have a lead to the ADSL phone socket, or cable, and have four sockets for network cables to computers plus an aerial for Wi-Fi connections to laptops.

· Desktops can be used wirelessly by plugging in a Wi-Fi transmitter into a USB port. 
· Restaurants and libraries are now providing free Wi-Fi, allowing customers to connect their laptop the internet.

· Where wired and wireless connections are not possible, the computer can be connected to the modem/router using the installed electricity mains cabling. A sending adaptor is plugged into a mains socket near the router and a network cable plugged in. The network cable from the computer is plugged into a receiving adaptor plugged into a mains socket near the computer.
23.4 Connection speeds

· Unlike storage, which is measured in bytes, network transmission speeds are measured in bits (8 bits = 1 byte) per second.

· So:

· 1,000 bits/sec = 1 Kb/sec.
· 1,000,000 bits/sec = 1000 Kb/sec = 1 Mb/sec.
· Typical download speeds (the speed at which a web page or e-mail will be loaded onto your computer):

· Dial-up: up to 56 Kb/sec.
· Broadband phone line or cable: up to 50 Mb/sec, depending on the contract.
· Broadband mobile: up to 7.2 Mb/sec, depending on contract.

· Typical network speeds (the speed between the router and computer) are:

· Wireless: up to 54 Mb/sec – frequently much less.
· Mains adaptors: around 100 Mb/sec, depending on the adaptor and mains circuit.
· Wired: usually 100 Mb/sec. 1 Gb/sec if the router and computer have the electronics required.
· Note that speeds are always quoted as ‘up to’. This is because the actual speed obtained is dependent on the quality of connection, particularly with broadband phone line and mobile. Broadband cable is more reliable due to the dedicated fibre-optic cable used.

· You can check the speed of your connection by logging onto websites which test your connection. It’s worthwhile doing this as you may be paying for a speed which is higher than you are actually receiving.
· ‘Upload’ speeds, the speed at which you send an e-mail, is usually much lower than the ‘download’. Typically it is less than 1Mbits/sec and usually 0.5Mbits/sec. This means that a photo attached to an e-mail will take much less time to download than upload – so try not to send large files.
23.5 Bluetooth

· Bluetooth is a means of connecting computers, mobile phones and other equipment to each other wirelessly using radio waves. Some laptops and mobile phones have Bluetooth built in.
· Bluetooth can have a range of 100m, but the usual is 10m.

· The speed is around 3 Mb/sec – much slower than a cable connection.

· The great advantage of Bluetooth is the lack of cable, making it particularly suitable for headphones.

23.6 Help from the internet

· You can check the speed of your broadband, using websites. Search on ‘broadband speed check’. You may also be able to see the speeds that other providers have achieved in your area. (Note that speeds may appear lower if you are part of a network.)
· http://www.howstuffworks.com/home-network.htm provides a tutorial on networks.
24 Next steps
24.1 Next steps

Check out:

· Windows Word Pad (plus more complex word processors, if it’s important to you)

· The Control Panel

· Depending on your interests: family history, Friends Reunited, setting up a website, and so on….
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