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Welcome to Teach Yourself Internet and Email for the Over 50s.



I’ve written this book for the more mature newcomer who wants to get to grips with the Internet and email. I’ve assumed no prior knowledge of using a computer, and tried to keep jargon to a minimum. Where I have had to use any, the word is highlighted in bold, and you will find it in the ‘jargon-busting’ glossary at the back of the book.


You can work your way through the chapters in order or you can dip into the bits you are interested in. Before you dip in, if you are a complete novice user I’d recommend that you first read through:


Chapters 1 to 4, which cover general computing basics.


Chapters 9 – 10, which cover the basics of using the Internet.


Some of the chapters share common themes so you might want to work through those in sequence:


Chapter 5 – 8 cover all aspects of email.


Chapters 11 – 14 are related to additional ways of communicating with others using the Internet.


Chapters 15 and 16 are about Internet safety.


Chapters 17 – 25 cover using the Internet for everything from shopping to dating and pretty much anything else you can think of.


Once you have developed the basic skills of searching the Internet and finding your way around websites, you will soon be able to find anything you want on the Internet even if the topic you are interested in isn’t covered specifically in this book. There are hints and tips throughout the chapters to help you on your way.


The book assumes that you have a Windows 7 computer. The main program that it covers is Internet Explorer 8, which will be already present on your computer. Any other programs referred to are either already installed or are freely available from the Internet.


Finally, when you first start, computers can be a bit scary. One mature night class student said to me that the computer screen is so cluttered it looks like a flight deck on an aeroplane with little buttons and signs all over the place. However, the big difference is that if you go wrong on the computer, it doesn’t matter. Your computer is virtually impossible to break – so don’t be scared of it, just click away and see what happens. Have fun.


If you are looking for a more general introduction to all aspects of computing you might also be interested in Confident Computing for the Over 50s also in the Teach Yourself series


Bob Reeves





About the author


Bob Reeves has been working with computers for the last 25 years. He started his career in one of the country’s leading financial services companies involved in IT and training roles. He later retrained as a teacher specializing in business and ICT. He has taught thousands of children and adults on a range of business and ICT courses over the years with students as young as 4 and as old as 80.


Bob has worked on a number of projects here and abroad related to computer education and has written for a number of computer publications. He has also written several textbooks on ICT including the best-selling Computing for the Over 50s also available in the Teach Yourself series.


Bob is married with two grown-up sons. He says that his wife has been his most difficult student to date and his two sons both chose careers that had nothing to do with computers.





1: Only got one minute?



There’s been something of a computing revolution going on in the last 20 years. If you’ve picked this book up, it’s probably because you want to join the revolution! There has never been a better time.


The Internet is a global connection of computers. Anyone with a computer and an Internet Service Provider (ISP) like Tiscali or BT can connect into it and become part of a massive network of millions of people all over the world.


The Internet is made up of millions of pages of information in the form of websites. There are websites for everything you can think of from day-to-day tasks like shopping and banking through to more exciting past-times like tracing your family tree or even finding a new partner!


The skills needed to access all of this information are relatively simple. A few carefully chosen words typed into a ‘search engine’ like Google and the ability to spot a link on a web page (the pointer changes shape!) and you will be ‘surfing the Net’ in no time.


Email or electronic mail allows you communicate with people all around the world. Using email is a bit like sending a letter, except you don’t have to post it and it will arrive almost instantly. All you need is the address of the person you want to send it to and an email provider like Hotmail or Google Mail. Email is free and you can access it from any computer that is attached to the Internet.


You will soon find that a few skills learnt on the computer will take you a long way.





5: Only got five minutes?



In a world full of computer whizz kids it’s easy to forget that anyone over the age of about 40 did not receive any formal education in computers and IT when they were at school. According to the latest figures, over 70 per cent of households now own a computer so there has clearly been something of a revolution going on over the last few years. At the same time there has been the phenomenon of the Internet and email with an estimated 1 billion users around the world, 50 million of them in the UK.


Computers, once the domain of the ‘nerds’ are for everyone. That’s not to say that they are easy to use, but they are much easier to use now than they have ever been. You will also find that there are a few core skills that can really take you a long way. Also, skills learned in one area can be applied to new areas.


‘Surfing the Net’ is one of those phrases that you hear bandied about. The Internet (or Net) is a global connection of computers and anyone with a computer is allowed to join in. One of the key uses of the Internet is the World Wide Web or simply the Web. You have probably seen addresses for websites, most of which start with the www.


The Web has billions of web pages full of information but the key to accessing all of this information is actually quite simple. Using web browser software such as Internet Explorer, which you will already have on your computer, you can access a ‘search engine’ such as Google. Using a few carefully chosen search words you can very quickly find what you are looking for.


Websites are a collection of individual web pages. Once you are inside a website you will find that there are common ways of moving around so that you can access even more information. Web pages are linked together using ‘hyperlinks’ or ‘links’ for short. You will know when you are on a hyperlink because the mouse pointer changes shape. When you click on the link it will take you off to another page and so on and so on.


Many people and organizations make websites for various reasons. For many businesses it is a key way of marketing and selling products and services. This can be of great benefit to us as consumers as prices are often lower on the Internet. Many government organizations and charities also use the Net as do many individuals. This means that in amongst all the good websites there is a lot of rubbish and you need to know how to filter out or avoid it.


Email or electronic mail is the computer equivalent of sending a letter. Once you are on the Internet you can send and receive emails, which get delivered almost instantly. You need to know the address of the person that you want to send the email to. These are in the format glynishubblethwaite@hotmail.co.uk where the bit before the @ is the name of the person and the bit after is the name of the email provider on the Internet.


Using email software you can send messages and other information. For example, you might have some holiday photographs that you want to send to someone. Rather than posting them you can attach them to the email and the recipient can see them straight away.


You can also use your computer to make telephone calls over the Internet. The beauty of this is that it is totally free and you can even see the person you are talking to.


The Internet and email have revolutionized the way that we communicate. We have many ways of keeping in touch with friends and family wherever they live in the world. In addition, the Internet can be used to make new friends and get involved in new social networks. You might ever only meet some of these people ‘online’ or the friendship might spill over into the real world.


The range and choice of what you can do with the Internet and email is probably only limited by your imagination.





1


Choosing a computer


In this chapter you will learn




	what the main parts of the computer are


	how to understand a computer specification


	how to choose an ISP and what connection speed to go for


	how to make your decision of what to buy and where to buy it






1.1 The computer system


When you buy a computer the manufacturer will publish the specification of the computer. A basic computer system is made up of the base unit, sometimes called a tower, a screen, keyboard, mouse and printer. Computer equipment such as this is called hardware.


You will also need what is called software. This refers to the programs that you will run on the computer. Programs are needed to let you do all the things you want to do like send emails and get onto the Internet.


The price of the computer is usually based on how fast it works and how much information you want to keep on it.
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1.2 What you will need


The base unit or tower is where all the clever stuff goes on. The main features to look for when you are choosing your computer are:


Processor


The processor is the brains of the computer. Everything that is done on the computer goes through the processor. The speed is measured in gigahertz (GHz). The simple rule is the higher the number of GHz, the faster your computer will work. Anything over 2GHz is perfectly adequate for most computer users.



Memory


This is sometimes called RAM (random access memory). This is measured in gigabtyes (GB). The simple rule here is the higher the number of GB, the faster your computer will run. 2GB of memory is the minimum recommended when running Windows 7 – more is better.





Hints and tips


How important is speed? All modern computers are fast. Most things you do on the computer such as typing documents, surfing the Internet, emailing, etc. do not require a really fast processor or lots of memory. If you plan to use your computer for playing computer games or editing movies, then faster processor speeds and more memory might be needed.





Hard disk drive (HDD)


This is the amount of information that the computer can store. This is measured in gigabtyes (GB) and, you guessed it – the bigger the number, the more information it will store. Anything over 100GB is more than adequate for most computer users.


CD or DVD drive


These are the trays on the front of the tower that slide out so that you can put in a CD or DVD. CDs and DVDs have all sorts of information on them including computer programs, data and films. It is recommended that you get a DVD drive as these will cope with CDs and DVDs. A CD drive will cope only with CDs. It is recommended to get a DVD-R or DVD RW, which means you can save information onto DVDs as well as take information off them.





Hints and tips


Computer manufacturers bring out new computers all the time. They are always bringing out faster processors and increased memory. This means that your computer will start to become out of date quite quickly. This does not really matter for most users.





Monitor


This is the screen on which everything is displayed. As with the computer tower, there are thousands of variations to choose from. All new monitors now are flat, which means that they take up only a small amount of space on your desk. The main decision is about the size of the screen. The size is measured in inches. Standard sizes are from 15 to 19 inches. Bigger screens are more expensive but are much easier to read. The best advice is to go to a shop and have a look at the different sizes.


Keyboard and mouse


You don’t usually get much choice with these as your computer will come with a standard keyboard and mouse. All keyboards are pretty much the same and you use them for typing in letters and numbers. The mouse is a pointing device. You point at things on the screen and click the buttons to make things happen. If you don’t like wires everywhere, you can invest in a wireless mouse.





Hints and tips


Almost every keyboard is a QWERTY keyboard. This is from the layout of the letters on the keyboard – the first six letters starting from the top left spell QWERTY. This layout is exactly the same as on typewriters.





Printer


This is for producing printed copies of anything you do on your computer. As with everything else to do with computers, there are thousands to choose from. The main decisions are whether you want an inkjet or a laser printer and whether you want colour or just black and white prints. Inkjets are usually cheaper to buy, but the ink cartridges can run out quickly and are expensive to replace. Laser printers are slightly more expensive to buy, produce slightly better quality and print more quickly.


Colour printing is more expensive than black and white printing as you have to buy colour cartridges as well as black ones. However, unless the only thing you will be doing is typing documents, then a colour printer is going to be essential.





Hints and tips


Some printers can also be used as scanners and photocopiers. If you think you will need to scan or copy documents, then it would be worth having a look at one of these.
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An inkjet printer.



1.3 The operating system (Windows 7)


You will also need to choose what software you want. When you buy your hardware, you usually get some software with it. There is more on this in Chapter 3, but at this stage you must make sure that the computer you buy comes with an operating system. This is a program that enables your computer to work and is essential. The most common operating system is Microsoft Windows®, which normally comes as part of the price of the computer. Make sure any computer you choose has this on it already.





Hints and tips


Several different versions of Windows have appeared over time. Most new computers come with Windows 7 Home Premium or Professional. Either of these is fine.






1.4 Plugging things in using USB ports


In the next chapter, you will learn about a range of additional devices that can be plugged into your computer. Most of these devices attach using a USB connection. Make sure your computer has got at least six USB ports. This will allow up to six different devices to be plugged in at the same time.
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USB ports.



1.5 Connecting to the Internet


If you want to connect to the Internet you will need a modem or router. This is a device that might be built into the computer, or may be plugged into the back. You have to choose which company to get your Internet connection from, for example Tiscali, BT, AOL, etc. and they will normally supply you with a modem or router to plug into one of the USB ports. The other end plugs into the telephone socket. If you have broadband, you will also be supplied with filters, which you need to plug into those other phone sockets to which telephones will be attached. These enable you to make phone calls while using the Internet at the same time.


You might like to consider have a wireless router. As the name suggests, this means that you do not have to physically plug your computer in as the information will travel wirelessly. Your Internet access will be a bit slower than plugging in with a wire but it does mean that you can have your computer anywhere in the house and you will still be able to get access to the Internet without having to trail wire around all over the place.


These days, broadband is available in most areas. Broadband means that the access to all of the information is quite quick. Without broadband, access is boringly slow.
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A wireless routes.



1.6 Internet connection speeds


When you are choosing your ISP you need to look at the ‘connection speeds’ that they offer. This refers to how quickly the information on the Internet will appear on your screen. Connection speeds are measured in Megabits per second (Mbs). The higher the number, the faster you will be able to get information from the Internet. Typical connection speeds are anywhere between half a megabit (usually called 512K), all the way up to 20Mbits. In some areas you will not be able to get very high speed connections and you might not have any choice but 512K or 1Mb is sufficient for many uses such as reading emails and general browsing. However, if you can get a faster connection you are advised to do so.





Hints and tips


Ask your friends and relatives which ISP they use. Go on recommendation if you can.






1.7 Where to get your computer from


As you will discover when you try to buy a computer, there are several different manufacturers to choose from and you can buy from a range of places. Generally speaking, you get what you pay for and it pays to shop around.


 




	
High Street chains: These are quite competitive on price and have a good selection of computers. They are a safe bet if you don’t have a good local specialist.



	Specialist computer shops: The level of advice you get will probably be a lot better in a specialist computer shop, though they may not be able to be as competitive on price. They are usually good at looking after you if you have any problems later. It’s good if you can find one that comes recommended.


	The Internet/mail order: You can get some real bargains from catalogues and the Internet (if you have access). Internet and mail order businesses don’t have the overheads that the shops do and this is how they can do it cheaper. The disadvantage is that you won’t get to see the computer ‘in the flesh’ before you buy it. Use a bigger company that you have heard of or that has been recommended. You could always find the computer you want in a shop and then see if you can get the same thing cheaper on the Internet.





Most new computers come with at least one year’s warranty although this can be extended to three. Most warranties require the computer to be sent to the manufacturer, which means you will be without it for a week or so.


 





IMPORTANT THINGS TO REMEMBER FROM THIS CHAPTER




	
Processor speed is one of the key factors in how fast your computer will work. It is measured in Gigahertz (GHz).





	
Memory (or RAM) is another key factor that determines how quickly your computer will work. This is measured in Gigabytes (Gb).





	
The hard disk is where all information is stored. This is also measured in Gigabytes (Gb).





	
Your computer should have a CD or DVD drive. If choosing just one go for a DVD-RW as this will cope with CDs and DVDs.





	
Monitors are measured in inches across the diagonal face. 17 – 19 inches is common although you might like to pay extra for a bigger one.





	
There are two main types of printer: inkjet and laser. You can get these in either mono (black and white) or colour.





	
Windows 7 is an operating system. It is a package of software that controls all aspects of the computer.





	
If you are buying a computer make sure it has lots of USB ports – at least six if possible.





	
You will need a modem or router to get onto the Internet. Connection speeds vary between 512Kb and 20Mb.





	If you are buying a computer, think about where you will be using it as it may be a good idea to get a laptop, which is portable.
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Other equipment you might need


In this chapter you will learn




	what other computer equipment you might need


	what specification of equipment is needed






2.1 What peripherals do you need?


Many of the peripherals that you can buy have quite specific functions, so it is not worth investing in them unless you have good reason to do so. Most devices these days plug into your computer using a USB connection and your computer should have at least six USB ports for you to plug in to.





Hints and tips


Most devices are now ‘plug and play’, which means that when you plug them in, the computer spots that they have been plugged in and they will work automatically.






DIGITAL CAMERA


These are now more common than old-fashioned cameras. They do not use film. Instead, they store the image electronically on a card that slots into the camera. You can store hundreds of images on a card and can transfer the images onto your computer where you can store and print them.
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The main things to look for when buying a digital camera are:


 




	Megapixels: This refers to the number of tiny dots used to make up the image. The larger the number of megapixels, the better clarity you get in your finished photographs. Anything over 8 megapixels is adequate for the average photographer.


	Optical and digital zoom: This refers to the amount of magnification you can get, i.e. how far you can focus in on images that are far away. Optical zoom is better as it is achieved using the camera’s lens; 3.3 optical zoom is usually sufficient. Digital zoom digitally zooms in on the image; 6 digital zoom is perfectly adequate.
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