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Go ON…take your
first steps online
Getting online simply means you are using the
internet, and there are lots of reasons to do it.
It can make life a lot easier by saving you time
and money, and help you do more of the things
you like doing best.
You can look for a new job online, stay in touch
with friends or family or do the weekly shop –
all with a computer and internet connection.
Plus you can find all the help and support you
need to get started at www.go-on.co.uk, and
from your local UK online centre.

To find a local UK online centre
you can call 0800 77 1234
or search on our website at
www.ukonlinecentres.com
1

“Go ON…
see what
the internet
could do
for you!”

Go ON…get started
on your online journey
The Go ON website is a great place for you to get
started with computers and the internet. It includes
lots of free and easy courses that will give you the
skills and confidence you need.
It doesn’t matter if you’ve never touched a mouse or
a keyboard before, or you just want to learn a little bit
more, Go ON is a great place to get started.
Get started
This section is full of fun games, inspiring videos and it
also gives you the chance to find out more about the
mouse and keyboard, and practise using them.
Online basics
Online basics is the place to get started with the
basics. The course includes six modules covering all
the essential skills, including emailing, using the
internet safely, searching for things online and using
online public services – as well as helping you with your
mouse and keyboard skills.
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Learn more
When you’re feeling confident with the basics,
the Learn more section is a great way to find out
more about what you’re interested in. From online
shopping to using your mobile phone, finding a job
to finding friends on Facebook, there are loads of
great things you can do online – and this section
will help you to do them.
What next?
Your journey doesn’t have to finish after completing
these courses – there’s still lots more that you can do!
Whether you want to find a job, get an IT qualification
or help someone else get online by becoming a Digital
Champion, you’ll find it all here!

Go ON….make online easy

www.go-on.co.uk
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Your keyboard
at a glance

The keys in blue are the
number keys.

Using a keyboard is one of the first things
you’ll need to do, so let’s start here.

The letter keys are in the
middle of the keyboard,
and these will probably
be the ones you use
the most.

This is what a typical computer keyboard
looks like. It sometimes gets compared to a
typewriter, but there are extra keys that can
help you do lots of clever things!

These keys help you to do
lots of things when you’re
typing, like adding capital
letters, spaces and moving
down to the next line.

Using a keyboard can take a bit of getting used to,
and you’ll need to remember to only press the keys
down lightly. You can practise with the keyboard
as much as you like until you feel confident!

These symbol keys include
things like the question
mark key, the full stop key
and brackets.

If you’re using a laptop, turn over to take a look at
what a laptop keyboard looks like.
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1 The Tab key moves the
cursor to the next box,
and it’s really useful
when you’re filling in
a form online.
2 When you press the
Caps Lock key, all of
the letters will type in
capitals. You’ll have to
press the button again
to turn Caps Lock off.
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3 You can also use the
Shift key to type
capital letters – just
hold it down and then
type the letter you want
to make into a capital.
It will also let you type
the symbols that are
above the number keys,
such as ! or “.
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4 The Ctrl or Control
key is used for
keyboard shortcuts
which you’ll learn more
about on page 13.
You’ll notice there are
two control keys, both
along the bottom of
the keyboard.

5 The Space bar is
pretty straightforward
– it helps you add a
space between words,
letters and symbols.
6 Pressing the
Backspace key will
delete the last letter
you typed, so you can
use it to correct any
mistakes you make.

7 You can also use the
Delete key to delete
words to the right of
the cursor.
8 The Enter key will
move you down a line
if you’re typing. It’s
also the action or ‘Go’
button when you’re on
the internet.

9 The Arrow keys help
you to move around
the screen, up or
down, left or right.

Your laptop keyboard
at a glance

11
7
6
1
8

2
3
4

5

Laptop keyboards are slightly different from
computer keyboards. If you have a laptop you’ll
still be able to do the same things that you can
do using a computer keyboard. Some of the
keys might be in a slightly different place,
as you can see in the diagram to the left.
Once you’ve got used to using a keyboard – either
with a laptop or a computer – you’ll be able to switch
between different ones easily!
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These keys help you to do
lots of things when you’re
typing, like adding capital
letters, spaces and moving
down to the next line.

The keys in blue are the
number keys.
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The letter keys are in the
middle of the keyboard,
and these will probably be
the ones you use the most.

These symbol keys
include things like the
question mark key, the
full stop key and brackets.
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5 The Space bar is
pretty straightforward
– it helps you add a
space between words,
letters and symbols.
6 Pressing the Backspace
key will delete the last
letter you typed, so you
can use it to correct any
mistakes you make.
7 You can also use the
Delete key to delete
words to the right of
the cursor.
8 The Enter key will move
you down a line if you’re
typing. It’s also the action
or ‘Go’ button when
you’re on the internet.
9 The Arrow keys help
you to move around the
screen, up or down, left
or right.
10 The touchpad does the
same thing as a mouse.
Don’t worry – you’ll
learn all about how this
works soon.
11 The on/off button is
how you turn the laptop
on and off.

1 The Tab key moves the
cursor to the next box,
and it’s really useful
when you’re filling in
a form online.
2 When you press the
Caps Lock key, all of
the letters will type in
capitals. You’ll have to
press the button again
to turn Caps Lock off.
3 You can also use the
Shift key to type
capital letters – just
hold it down and then
type the letter you want
to make into a capital.
It will also let you type
the symbols that are
above the number keys,
such as ! or “.
4 The Ctrl or Control key
is used for keyboard
shortcuts which you’ll
learn more about on
page 13. You’ll notice
there are two control
keys, both along the
bottom of the keyboard.

12

Useful keyboard
shortcuts
There are lots of clever things you can use a
keyboard for, so why not take a look at these
handy shortcuts? To use them, hold the Ctrl key
down and press the letter button.

+
Ctrl and V – You can now paste your copied text
by using this shortcut.

+

+
Ctrl and Z – This shortcut helps you undo
something, so if you’ve made a mistake you can
wipe it away instantly.

Ctrl and B – If you want to make your text bold,
highlight it and use Ctrl + B. You’ll need to be writing
something, like an email or word document, to do this.

+

+
Ctrl and C – If you want to copy some text from
an email, a document or a web page, just highlight
it using your cursor, and then use the shortcut.
Flip to page 16 to find out about copying, pasting
and cursors. Page 19 talks more about highlighting.

Ctrl and U – You can also underline text in a
document or email by using this shortcut.

+
Ctrl and I – Using this shortcut, you can turn your
text into italics.
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Get started with your
computer or laptop

Jargon buster

To help you get started, we’ve put together a short
list of some of the first things you’ll come across.

When you first start using computers and the
internet, there can be lots of words that seem a
bit confusing. You’ll find some of these words in
this booklet, so here are some explanations.

1. The On button. It normally looks like this
you’ll need to press this
button to get the computer
or laptop going.

and

2. Your desktop. Once
your computer or laptop is
on, the first thing you’ll
see on the screen is what’s
called your ‘desktop’. It usually has a
picture as a background, some little pictures (icons)
and a big bar along the bottom. Your desktop can be
a starting point to do lots of things such as going
onto the internet or opening up another programme,
like a word processor to write a letter on.
3. Icons. On your desktop there should
be some little pictures that represent
the different things you’ve got on your
computer. These are called icons.
15

Attachment – If you want to send a file, like a photo
or a document, to someone by email then it’s called
an ‘attachment’. This just means that you’re
electronically attaching it to an email.
Browser – A browser is the window you use to get
onto the internet. Some of the most common
browsers are Internet Explorer, Firefox and Chrome.

Copy and paste – Rather than retyping information
you find on the internet, you can copy it directly from a
document or web page, and paste it somewhere else.
Cursor – This is the arrow that moves around
the screen when you move your mouse.
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Downloading – This is when you transfer files from the
internet to your computer. You can download lots of
things, including photos, webpages and documents.
Email – All this means is “electronic mail”,
and allows you to send a message to
someone else over the internet.
File – This is a photo, a Word document,
or anything else you have stored on
your computer.
Homepage – This is the first page you’ll see when
you open your browser. You can get to it at any time
by clicking the “Home” button.
Icons – These are small pictures on your desktop that
represent an application or a programme that you
have on your computer.

Link – You’ll see the hand icon when
you hover your cursor over a link, and
clicking it takes you straight to that page
on the internet.
Log in – This is where you provide your personal
username and password to get access to an online
account, for example an email account.
Online – This means being connected to the internet.
Password – A series of characters that you can use to
access something, for example your email or your
Online basics account.
Search engine – This is usually a website that helps
you search for information. Some of the most
common ones are Google, Bing and Yahoo!

Internet – This is the network that connects all
computers together.
Laptop – A laptop is just a computer that is portable.
17
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Get started with
the mouse
Using a mouse can take some getting used to, but
once you’ve got the hang of it you’ll never forget!
The left button. This is the main button
you’ll use. You can hover your cursor over an
item and click this button once to select it.
You can also ‘double click’ by clicking this
button twice very quickly to open documents
or programmes. On text, you can hold down
the left hand button and ‘highlight’ sections
by moving the mouse along the letters and
words you want to highlight.
The right button. The right button brings
up different menu options, but you can
ignore it when you’re getting started as
you won’t need to use it often.

The mouse moves the cursor, or little arrow,
around the screen. If you move the mouse
gently, you will see the cursor move.
If you hover over the cursor above a web
address or link, you will see it turn into a
hand. If you click the left button when the
hand appears the computer will take you
to this webpage.
If you’re typing, hovering the cursor over
your text will see it change to the symbol.
When you see this, you can start typing in
the space.
Sometimes, you’ll see the cursor turn into
a timer or ‘whirl’. This means you have to
wait while the computer finishes doing
something you’ve asked it to do.

Some mice also have a little wheel which
moves your cursor up and down the page.
If you’re using a laptop, you’ll have a
touchpad that you can use to move the
cursor around the screen.
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What is
Online basics?
If you’re getting started with computers and
the internet, Online basics is a great course
that can provide you with all the skills and
confidence you need.
In Online basics there are six modules that can
help you get started!
1. Starting with a keyboard
Try out this module to find your way around the
keyboard, learn what the keys do and find out how
they can help you move around the screen.

4. Using the internet safely
This module will help you
understand how to stay safe,
avoid computer viruses and spam
and protect your identity online.
5. Using online searches
Try out this module to help you find sites and
information on the internet, store web addresses
and print and save what you find.

2. Starting with a mouse
This module will help you use the mouse, scroll up and
down and use the mouse buttons to select objects.

6. Using online public services
This module will help you find the different
government services available online, so you can
apply for car tax, passports or use services such as
NHS Choices.

3. Using email
This module will show you how
to send and reply to emails, set
up an address book and attach
files and photographs.

You can find Online basics by clicking the button at
the top of the Go ON website (www.go-on.co.uk).
You’ll need to sign up for an account first, and it’s
really easy to get started! Turn over to find out more.
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Getting a Go ON
account
To use Online basics, you’ll first need to sign up for
an account on the Go ON website. We ask you to do
this so we can save your progress as you go along.
That means you can leave the course and then pick
up exactly where you left off. It also means we can
provide you with a certificate when you’re finished.

When you’ve typed these details in, click “Create
new account”.

Getting an account is straightforward and shouldn’t
take long! To create an account, you can click
“Create an account” at the top of the website,
or click the Online basics tab and then scroll
down to “Sign up and get started”.

If you haven’t got an email address yet – don’t
worry! You can enter a phone number or a postal
address. You can add your email address in later
when you’ve done the email course and set up your
email account.

You’ll then be taken to a web form where we’ll
need a few basic details from you. Type these
in carefully. Once you’ve got your log in details,
you can write them down at the front of your
Online basics notebook so you don’t forget them.

Once you’ve completed the form, click “Go to my
learning” to get started!
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You’ll now be asked for a way we can contact you.
Email is best, as it means we can reset your
password if you forget it and send you a certificate
when you’ve finished the course.

24

Your web browser

Tell us what you think!

One of the little pictures on your desktop will be
a web browser, and this will allow you to literally
‘browse’ the internet. When you’ve found and
opened your web browser, here are some of the
things you’ll spot!

If you’ve tried out some of the courses on Go ON,
we’d love to know what you thought of them!
Letting us know your thoughts will help us improve
the courses and the website for other learners.

The address bar. This is where the web addresses like
http://www.go-on.co.uk appear. They’ll pop up in this
box automatically if you click on a link, or you can type the
address directly into this box and hit the “Enter” button.

Filling in our survey will also be great practice for
you in filling out forms, so please do take five
minutes to go through it and give us your thoughts.
All you’ll need to do is click the “Tell us what you
think” button which appears at the left of most of
the pages on Go ON.

Thank you!

The back button. Clicking this will take
you to the last page you visited – and
you can keep going back if you need to.
The home button. If you get completely
lost, click on the home button on the top
menu which will take you to the first page
you saw when you opened your browser.
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Useful websites

The internet can open up whole new worlds,
and you can find out practically anything you
want to know! Here are our suggestions for
some of the most useful websites you can use
to find things from weather to travel times,
what’s on TV and much more.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

www.go-on.co.uk
www.direct.gov.uk
www.nhs.uk
www.nationalrail.co.uk
www.metoffice.gov.uk
www.whatsontv.co.uk
www.bbc.co.uk
www.google.co.uk
www.bing.co.uk
www.moneysavingexpert.com
www.bbc.co.uk/firstclick
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“Go ON…you can get
started with computers
and the internet too!”
www.go-on.co.uk

“Go ON…you can get
started with computers
and the internet too!”
www.go-on.co.uk

If I can do it, so can you!

Notes:

Using computers and the internet has helped me
save time and money, and do more of the things
I like doing best.
I got started here – and so can you!
Come along to:

If I can do it, so can you!
Using computers and the internet has helped me
save time and money, and do more of the things
I like doing best.
I got started here – and so can you!
Come along to:
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Notes:

Your email log in details:
Once you’ve set up your email account,
write your address and password reminder
down below so you don’t forget them.
Remember to write them down exactly as
you see them – and you don’t need to
include any spaces!
Email address:

Password reminder:
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