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About This Book

This book is intended to show that older people can benefit
greatly from using the Internet; also that the new skills involved
are not difficult for anyone to acquire at any age. It's now
possible to buy, for under £200, a computer which is perfectly
capable of “surfing the net” and opening up a new world of
information and entertainment. | genuinely believe that, if used
sensibly, the Internet can enhance people’s lives and present
new opportunities which were previously unimaginable.

The first chapter outlines the main features of the Internet and
World Wide Web and discusses some of the many worthwhile
applications such as arranging holidays, shopping online, tracing
your family history and communicating with friends and family.
The second chapter gets down to the nuts and bolts of what you
need to get started, the various types of computer, key
components and the additional devices needed to make an
Internet connection. Chapter Three discusses the choice of
Internet Service Providers such as BT and describes how to
make an Internet connection using wireless broadband.

The next two chapters discuss the use of a Web browser such as
Internet Explorer to find information, view Web pages and revisit
Web sites at a later date. Alternative browsers such as Mozilla
Firefox are also discussed, together with the Microsoft “ballot
screen” which presents users with a choice of browsers to install.

Electronic mail enables people all over the world to communicate
and exchange information, including the sending of photographs.
This is described in detail together with the creation of your own
Web presence in the form of a “blog” (or “Web log”) or a simple
personal Web site. The final chapter describes some simple
steps to keep your computer up-to-date and protected from
viruses and criminal activities such as “phishing”.

This book is suitable for users of all versions of Microsoft
Windows, including Microsoft XP, Vista and Windows 7.
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Conventions Used in this Book
Words which appear on the screen in menus, etc., are shown in
the text in bold, for example, Print Preview.

Technical terms for devices which may be unfamiliar to the
reader are introduced in italics, for example, wireless router.
Many of these terms appear in the glossary on page 113.

If a word appears on the screen using the American spelling,
such as Favorites, for example, this spelling is also used in the
text of the book.

Mouse Operation

Throughout this book, the following terms are used to describe
the operation of the mouse:

Click

A single press of the left-hand mouse button.

Double-click

Two presses of the left-hand mouse button, in rapid succession.
Right-click

A single press of the right-hand mouse button. This can be
used to display context-sensitive menus, i.e. relevant to the
objects on the screen at the current cursor position.

Drag and Drop

Keep the left-hand or right-hand button held down and move

the mouse, before releasing the button to transfer a screen
object to a new position.

Further Reading

If you enjoy reading this book and find it helpful, you may be
interested in the companion book by the same author,
Getting Started in Computing for the Older Generation
(BP704) from Bernard Babani (publishing) Ltd and available
from all good bookshops.
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Introduction

Age Doesn’t Matter

The media often give the impression that older people can't
really cope with computers and that new technology is the
exclusive preserve of the young. This false impression causes
many older people to mistakenly think they've missed the boat.
However, having taught students of all ages from eleven to
eighty, | know that age is no barrier to making good use of
computers in general and the Internet in particular. Older people
usually have more time to learn new computing skills and the
wisdom and experience to apply these skills to worthwhile
activities. For example, since retiring from teaching | have written
nearly 30 books, including the best-selling and highly-acclaimed
“Computing for the Older Generation™.

You're Never Too Old

A friend of mine, Arthur, is now 77 years old and is the computer
“guru” for many of the people in his locality. He also manages all
of the computers at a nearby religious centre. Arthur’s regular
computing activities include:

¢ Building new machines to customers’ requirements.

¢ Repairing and upgrading computers.

e Setting up connections to the Internet.

« Downloading software, music and video from the internet.

Although everyone doesn't need Arthur's level of technical
expertise, the following pages are intended to show how you can
get started with the Internet and use it for a wide range of
enjoyable and beneficial activities, no matter how old you are.

[N
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it's Never Been Easier

Nowadays with hand-held mice =

and onscreen menus and icons, @ Google Earth
many tasks just require you to
“point and click”, as shown on "L Adobe Reader 9
the right. Simply move the
mouse so that the arrow-shaped @ Google Chrome
cursor is over the required menu
option and click the left button on the mouse. Clicking the right

mouse button usually brings up a context sensitive menu, i.e.
relevant to the current cursor position.

While computers have become much easier to use, they have
also become more affordable; you can now buy a small netbook
computer for around £200, which is quite suitable for most
Internet tasks, as discussed later in this book.

Special Needs

If you have any physical problems such as poor
eyesight or impaired dexterity, you can tailor the @
-~

computer to your needs using the Ease of Access
Center in the Windows Control Panel. This is i
discussed in more detail in our companion book, i’:c'::
Getting Started in Computing for the Older | Center
Generation from Bernard Babani (publishing) Ltd,
reference BP 704.

Make your computer easier to use

Quick access to common tools
You can use the tools in this section to help you get started.

Windows can read and scan this list automatically. Press the SPACEBAR to select the

highlighted tool.

¥| Always read this section aloud Always scan this section

¥ Start Magnifier ¥ Start Narrator

% | Start On-Screen Keyboard P se up High Contrast




Introduction

What is the Internet?

The Internet is a network of millions of computers all over the
world. They are connected by various methods in order to
communicate information, along what is sometimes called The
Information Superhighway. Many computers are connected to
the Internet by telephone lines while others use wireless
networks, satellite communication or cable television networks.
People on the move can use a laptop computer to connect to the
Internet via an access point in a hotel or airport, for example,
while others may use a mobile phone network. Some mobile
phones can themselves be used to connect to the Internet.

Internet Servers

A server is a computer on a network (such as the Internet) which
stores information for other people to view on their own
computer. For example, large stores display information on their
servers allowing customers to view products and make
purchases online, i.e. while connected to the Internet.

Internet Service Providers

Many servers are located at specialist Internet companies known
as Internet Service Providers, usually abbreviated to ISP.
These are companies, such as BT, AOL and Tiscali, for example,
who manage users’ connections to the Internet. ISPs provide a
user name and password to allow you to log on to the Internet
and also use facilities for sending e-mails; these are electronic
messages sent to other people with a computer on the Internet.
Some Internet Service Providers also include their own content
on their servers, such as pages of news and information.

Information on the Internet

The Internet is like an encyclopaedia of unimaginable size and
scope. Servers around the world contain information on every
conceivable subject; unlike the encyclopaedia it can be kept up-
to-date in a matter of minutes. This information is generally
available to anyone with a computer and an Internet connection.

[}
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The World Wide Web, Web Pages and Sites

Information on the Internet usually takes the form of pages,
similar to pages in a book and the entire global collection of
pages is known as the World Wide Web or WWW: a Web site is
a set of Web pages belonging to a company or individual. Web
pages can consist of various types of information, such as:

» Plain text presenting paragraphs of facts.
¢ Pictures, diagrams, charts and photographic images.

e Links which you click with a mouse to move to other Web
pages or to play sound, music or watch TV or video.

No-one is in overall control of the Internet; some Web sites
require you to register and set up a user name and password
while others charge a fee for viewing certain Web pages.

Downloading

It's often useful to be able to copy a report, some music or a
video, for example, from an Internet server and save a duplicate
copy on your own computer. This is known as downloading.

Uploading

Uploading involves sending information from your computer and
saving it on another machine on the Internet. For example, some
Internet servers allow you to save your photographs on the Web
so that anyone can view them from anywhere in the world.
Uploading is generally a slower process than downloading.
E-mail

This is a major use of the Internet and is the sending and
receiving of messages as an alternative to the traditional letter
post; e-mail is very quick and easy to use. Pictures, photographs
and reports can be attached to an e-mail and sent electronically.

As discussed later, there are many other Web sites that allow
people to communicate, express their views and exchange ideas.
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Searching for Information

One of the most powerful facilities of the Internet is the ability to
find the latest information on virtually any subject by simply
typing in one or more keywords. Most computers have a
program called a Web browser, which helps you to search the
internet and move about its many Web pages. Internet Explorer
is probably the most popular browser and includes a Search Bar
into which you type your keywords. Shown below is a search to
find information about the peregrine falcon, for example.

Get the NEW Internet Explorer 8 16 June 2009

msn* Bl bing

B Ux Oniv ' What is Bing? Ady Murray | Bug Brother | Travel ins

When you click the magnifying glass icon or press the Enter key
a list of Web sites is displayed, each containing information about
the peregrine falcon. When you click any of the links in the list
(usually shown underiined) the corresponding Web site is
opened up. As shown above, you can also focus your search on
particular categories such as News, Images and Maps, etc.

Google is a very popular program dedicated to searching the
internet and is known as a search engine. it can be installed on
your computer after opening the Web page www.google.co.uk.

-" Google r-‘ 9

Google

peregnne falcon
Google Search T Fosling Lucky
Search the web @ pages from the UK

Searching with Google is discussed in detail later in this book.

[[8,]
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Some Popular Internet Activities

The remainder of this chapter gives a taste of some of the most
popular applications of the Internet. Some of these are discussed
in more detail in later chapters.

Booking a Holiday
Some of the main features of holiday Web sites are:

e You can view the rooms, prices and hotel facilities.

e Sample restaurant menus can be perused.

* You can see videos and notes on the surrounding area.
* Vacancies can be checked immediately.

e Bookings can be made online and quickly confirmed.

CIPRIANI

Events jar | ¢ y | Weat Tide:
A GUIDE TO VENICE
Leave the tounst trail behind and discover thd

city with the guidance of our Concierge to thel
unexpected landmarks, shops and restaurant

The Sights of venice
Use our interactive map to g
off the beaten track and en)
some exceptional sights of
Venice

Nore

# Dining in Venice

Oining is an essential part

of any visit to Venice, plan
a long casual lunch, or that
romantic dinner for two.

4




Introduction

The Weekly Shopping Online

Online shopping allows you to browse catalogues and purchase
books, groceries, music, etc., from the comfort of your own
home. Major supermarkets such as Tesco and Sainsburys have
built up significant online shopping enterprises, saving you the
time and effort of the weekly shopping trip.

TESCO

- - c - 5

T
&7 - 7

Doubleupon & =

grocery delivery.

Eng Wl halps

After completing your initial order online (in only a few minutes),
the system “remembers” your shopping list and this can be used
as the basis for your future weekly shopping. In subsequent
weeks you only have to select any new items and confirm or omit
the items on your basic core list. When your order is complete
you select a convenient delivery time; the most popular delivery
“slots” are slightly more expensive.

Online shopping can literally reduce an entire week's shopping to
just a few minutes at the computer.

I~
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Tracing Your Family History

Much of the census information for the United Kingdom has been
placed on the Internet for anyone to see. Original census
transcripts are available to be viewed and printed for a small fee
and it's also possible to obtain copies of original birth, marriage
and death certificates.

2., Wi/ ewee gitip g e pisiun e HEDN LT s
fde Edt Vwe Fovortes Took Help
g lovertes o B SupgrardSan - @ Get Morr Add-ama ~
5 Gotonby in Guisire e Canade BB [ e ey ten e @
Gatenby's from Guisborough and 10 Canada
Willam CATENWY 1772
- iy
Mary PLIHOCE 184
Hoasah  Juha  Andoew Joostien Yo Wilss Thoma e
woa  oe  worum W Mo My e e
Cub)  m
™ Asn WRIGHT
[
May  Senh Ackvmcn e Wik e
rr g s [y P e—— bq&m
- RO e
72 Jaaes COOPRR My HERLOP
~‘l—
b et Hucieth Ave Johe Heskap i et G e My el Ade Merbort
T W 198 oy ) i e gl
S = Grorge GARDAER -y - = 1w B
Asne Einabeth HEBORN Tom BOAGHY Aor M GALLACHER
Wilan My ks Lian  Hevber A e il
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-~ atrice Mery) EVAYS o
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o -] Michasi lon
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£
CA Quse Dovid  Rihasd

@ Itermet | Provected Mode: On ar AL -

There are many Web sites offering help with genealogy; some of
these allow you to post up notices asking for information from
relatives anywhere in the world. There are also Web sites listing
parish records and enabling you to construct your own family
tree. Shown above is part of my own family tree which contains
information about ancestors | would never otherwise have known
about. Without the Internet such work would be extremely difficult
and time-consuming, but the Internet brings masses of
information within your grasp without even leaving home.



Introduction

Buying and Selling on eBay

If you are thinking of downsizing or simply want to
get rid of some “clutter”, eBay allows you to offer |
your items to a nationwide or even worldwide
audience of over 200 million potential customers.
The range of goods offered for sale on eBay is
enormous, from jewellery, antiques, porcelain and
collectable items through to motor vehicles and
even aircraft. As shown below, each item is listed
with a photograph and a brief description.

[ [l A STUNNING AND PRISTINE ART NOUVEAU CARRIAGE CLOCK 7 Bies €500.09 ~in® 4B
E, }

! BEAUTIFUL LARGE CARFIAGE CLOCK WITH MAND PAINTED PANEL 4 Bids 77000 =TE 5%

A time limit for the sale, usually several days, is set by the seller
and eBay displays a running total of the number of bids, the
highest bid received so far and the amount of time left for
bidding. The cost of posting the item in the United Kingdom is
also shown on the screen. At the end of the time allowed for
bidding, the item is sold to the highest bidder who must then pay
for the item before the seller arranges delivery by normal post.
Obviously in the case of very large items such as cars or
furniture, buyer and seller must liaise to agree viewing and make
arrangements for collection.

PayPal is a security system used by eBay to protect the
purchaser's payment against the goods not being delivered and
also ensures that the seller receives their payment instantly. A
feature called Meet the seller allows you to check their record,
including the number of transactions made and a rating based on
the amount of positive feedback from other users.

1
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Electronic Greeting Cards

Instead of sending an e-mail message consisting of just plain
text, a more interesting option is to send an e-card; this is rather
like a traditional greeting card displayed on a screen but with
sound and music and animations including birds and animals.
The Jacquie Lawson range of cards (www.jacquielawson.com)
offers a wide choice of e-cards covering every type of greeting or
message you are likely to send throughout the entire year. The e-
card graphics and animations are both amusing and designed to
a very high standard, as shown in the extract below.

(255 B Swpputod Shae - (@ Got More Add-ans
WP terisl Doorry Mirthuday Vorsion] - smevated fla H * Pagn= Sdwyc Tade @~

. .. P x Sums =

There is a small annual membership fee and this enables you to
send as many cards as you wish throughout the year. Once
you've selected a card it can be previewed and then the e-mail
addresses of your intended recipients are entered. After adding
a few words for your own personal message, the e-card can be
finally previewed and the Send Card button clicked to send the
card electronically on its way.



Introduction 1

Interactive Web Sites and Social Networking

In recent years a number of Web sites have been set up to allow
anyone to post their own material (such as text, photos and
videos) on the Internet, for anyone to see and comment on. Most
of these Web sites are completely free although you may have to
register and accept the terms and conditions laid down by the
Web site providers. You usually have to set up a user name and
password. The providers of the Web site are obliged to remove
offensive material and ban irresponsible users; individual users
can also report anyone they think is abusing the Web site, for
example by posting offensive comments or obscene images.

Facebook and MySpace are very popular Web sites which
enable people to acquire new friends and communicate with
them online. A personal profile including photos and videos may
be uploaded to the Web site. Facebook and MySpace are
examples of social networking Web sites.

Twitter allows you to keep friends and family up-to-date with what
you are currently doing; you do this by posting tweets or short
text messages of up to 140 characters in length.

Friends Reunited helps you to make contact with old friends and
classmates and let them know what you have done with your life
since leaving school.

Flickr is a Web site for posting your photographs and videos on
the Internet; there are powerful photo-editing tools and facilities
to organize your photographs into categories so they can be
shared with other like-minded people.

YouTube is a Web site which allows you to upload videos and
share them with other people; these can be amateur clips or
videos recorded from TV programs and concerts. Amusing or
embarrassing incidents can be captured on video and very
quickly viewed by millions around the world.
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The Diversity of the Internet

The following are some of the ways my own family uses the
Internet; without the Internet, many of the tasks would take
much longer and some would be impossible.

Sending e-mails to friends and family.

Booking holidays after checking vacancies and viewing
the accommodation and surrounding area online.

Tracking flight arrivals and departures at various airports.
Checking-in online, avoiding airport queuing.

Ordering the weekly shopping in a few minutes online.
Using an online census to find details of forebears.
Ordering books online, delivered the next day.
Validating the ownership history of a second-hand car.
Valuing a car and renewing road tax online.

Selling surplus household items on eBay.
Downloading software and music.

Finding information about plants and shrubs.

Finding best interest rates on Internet bank accounts.

Checking current account bank statements, setting up
standing orders and transferring funds online.

Searching for houses and flats in other parts of Britain.
Ordering repeat prescriptions from local Medical Centre.
Filing self-assessment income tax online.

Obtaining state pensions information and forecast online.
Identifying birds by viewing RSPB images and videos.
Solving obscure crossword clues.

Sending electronic animated greeting cards or e-cards.
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Everything You Need

Introduction

This chapter describes the equipment and other facilities needed
to start using the Internet in your own home or on the move. The
essential requirements are:

o A computer of fairly recent manufacture.

e Access to an Internet source such as a BT landline, TV
cable network or a mobile phone network.

e A modem or device for connecting the computer to the
Internet; alternatively several computers can connect
using a router, a sharing device with a built-in modem.

e A Web browser ie. software for searching for
information, displaying Web pages and moving between
the pages. Most computers already have the Internet
Explorer browser installed and others are freely available.

e An account with an Internet Service Provider (ISP), who
manages your Internet connection and provides e-mail
facilities and perhaps news and information content.

« Additional software may be needed to play music, video
and radio and TV programs. This software, known as
plug-ins, can be downloaded free from the internet.

The next few pages discuss the setting up of an Internet
computer in the home. It should be pointed out that most
computers made in the last few years will be suitable for use on
the Internet. It's also true that no great technical skills or
knowledge are required — you probably won't even need to use
a screwdriver.

|—
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Everything You Need

Microsoft Windows

You have probably heard the terms Windows XP, Windows
Vista and Windows 7, Microsoft Windows is a suite of
programs known as an operating system. It is the software
which controls every aspect of the running of a computer, such
as saving and printing your work and displaying information on
the screen. The computer is operated by clicking icons (or small
pictures) and menu options displayed in various rectangular
boxes or windows. This is called a Graphical User Interface.

The Windows PC (or Personal Computer) dominates home and
business computing throughout the world; currently either
Windows XP, Windows Vista or the latest version, Windows 7,
are installed on the majority of personal computers. Microsoft
Windows has a Web browser, Internet Explorer (currently at
version 8), which is used to search for and display Web pages;
other browsers, such as Mozilla Firefox, can be installed and
used with Windows, as discussed later. To find which

version of Windows is installed on your computer, click

the Start button, shown on the right, then Computer E
(click My Computer in Windows XP) and then System
properties. In Windows XP select View system information.

View basic information about your computer ]
Windows edition

Windows 7 Ultimate

Copyright € 2009 Microsoft Corporation. A rights reserved.

This book covers Windows XP, Vista and Windows 7; where
there are differences these are explained in the text.
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The Internet Computer

The speed with which you can find Web pages and move
between them is important; if it's too slow you may become
bored and lose interest. One critical factor affecting the speed of
the Internet is the type of connection, which can be either an
early dial-up system or a much faster and more modern
broadband connection. These are discussed in detail shortly,
but unless you are on a very tight budget, a broadband
connection will enable you to get the best out of the Internet.

If buying a new computer, the choice nowadays is between a full
size desktop machine and a laptop. In recent years laptop
computers have improved a great deal so that they are now
comparable with desktop machines in terms of performance.

The Desktop Computer

If you are going to do other work on your computer such as word
processing or accounts, for example, perhaps in a home office,
then a desktop machine is probably the best choice. The desktop
computer has the advantage of a full size keyboard, mouse and
monitor, as shown below.
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The Laptop Computer

For using the Internet on the move in hotels and airports, etc.,
the laptop computer is the only choice. These public places now
have Internet access points, enabling you to connect to the
Internet using the wireless technology built into modern laptops.

The Netbook Computer

The netbook is a very small laptop computer, typically 10 inches
or less across the screen (measured diagonally), compared with
15 inches for a normal laptop. Despite its very small size, the
typical netbook performs as well as many much larger desktop
machines. (If the small screen is a problem you can increase the
text size using the Zoom or Text Size options on the View menu
in Internet Explorer). If necessary the netbook can be connected
to a full size keyboard, mouse and monitor. A typical netbook is
shown below to the right of a normal-sized laptop computer.

Laptop and netbook computers are usually “Internet ready”; they
can easily be connected to the Internet via a wireless router or
Internet access point. Simply switch on the computer's WiFi and
enter a security key or password (as discussed shortly).
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Computer Performance

Although you don’t need an expensive super computer to make
good use of the Internet, a sluggish machine will spoil your
surfing experience.

Three of the most critical components affecting the performance
of a computer are the processor, the memory (also known as
RAM) and the hard disc drive.

The Processor

Often described as the brains of a computer, the processor can
also be likened to the engine room of a ship which powers
everything else. The processor carries out millions of instructions
when executing a program; the speed of a processor is
measured in gigahertz (GHz) or thousands of millions of cycles
per second. While many new machines have
processor speeds of around 3 GHz, any machine
with a processor speed of 1 GHz or above should
be fine for Internet use. An AMD Athlon processor
chip is shown on the right.

The Memory or RAM

The memory stores the instructions and data which are being
used by the current program, which might be an Internet Web
browser or search engine, for example. If a computer has
insufficient memory for a particular task, the computer will run
very slowly. Memory or RAM is measured in megabytes (MB) or
gigabytes (GB) which stand for millions and thousands of
millions of characters respectively. A character is a letter of the
alphabet or digit 0-9, etc. New machines are currently being
delivered with 3 or 4GB of RAM but this is not essential for
general Internet use. Machines running the Windows Vista
operating system need at least 1GB of RAM but preferably 2GB.
For the earlier Windows XP operating system 512MB should be
quite adequate. 1GB of RAM is recommended for Windows 7 (for
the 32-bit version) and | have found this quite adequate.
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Increasing the memory is a simple and inexpensive job which
can yield very pleasing improvements in performance. It's just a
case of removing the cover of the computer and elther flttlng an
extra memory module (shown '
on the right) or replacing a
module with one of a higher
capacity.

The Hard Disc Drive

This is a set of magnetic
discs inside the computer,
revolving at very high speed.
The hard disc is the
permanent store for all of
your programs and data files
including copies of Web
pages which you've recently visited. The hard disc is also used
as temporary storage when a computer has insufficient memory
(RAM) for the current task. A computer will run badly if the hard
disc is nearly full. New computers may have a hard disc capacity
of 250 or even 500GB but most users can manage with less.

Shown below are the specifications of four inexpensive home
computers. These machines are not particularly powerful or state
of the art, but they are all used to surf the Internet quite happily
without any frustrating delays waiting for pages to load.

Windows Processor | Memory | Hard Disc
Version Speed (GHz)| (RAM) Capacity
(GB)
XP (Netbook) 1.6 448MB 68.5
XP (Laptop) 1.4 512MB 40
Vista (Desktop) 26 2GB 149
Windows 7(Desktop) 1.6 1GB 76.6
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Examining the Specification of a Computer

To check the specification of a computer, click the Start
button shown on the right and then click Computer in
Windows Vista or Windows 7. (In

Windows XP click Start and My | /0% free)
Computer). The size of the hard Local Disk (C)
disc and the free space are -, ..
revealed, as shown on the right. n '

Now click System properties in Vista or Windows 7 (in Windows
XP click View System Information) to check the amount of
Memory (RAM) and the speed (GHz) of the Processor.

System
Rating: m Windows Experience Index
Processor: AMD Athlon(tm) Processor LE-1640 2.50 GHz
Memory (RAM): 200 GB
System type 32-bit Operating System

it Needn’t Cost the Earth

You don't need to spend a fortune on an Internet computer; the
desktop machine running Windows Vista shown in the table on
the previous page cost under £300 new, including a slimline TFT
monitor. Netbook computers can be bought for around £200, as
discussed shortly and you won't need to spend much else, apart
from a monthly subscription to an Internet Service Provider.

Buying Second Hand

You could probably pick up an adequate second hand machine
for £100 or less. These may be advertised in your local paper or
on eBay, for example. Second hand electrical goods in particular
need to be carefully checked before buying and it may be
advisable to take along a knowledgeable friend. However, having
had numerous computers over many years | have found them to
be incredibly reliable with no expensive repairs needed.
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Adding a Printer

Once you start using the Internet, you'll probably find you need a
printer to make hard copies of Web pages to read away from the
computer. Also many Web sites provide copies of documents
such as notes and booklets on taxation or health matters or user
manuals for equipment and software; these are posted on the
Internet as Portable Document Format (PDF) files which can
be downloaded to your computer and printed out on paper. The
advantage of PDF files is that they can be read on any computer
and you don't need special software such as Microsoft Word to
read them. All you need is a program called Adobe Reader,
which can be downloaded free of charge from the Internet and
installed on your computer. Downloading and installing software
such as Adobe Reader is a simple task, as discussed later.

Shown below is an example of a multi-function inkjet printer.
These produce good quality output for both text and images,
including photographs. The multi-function title means the printer
also doubles up as an easy-to-use colour photocopier for
documents and photographs; you can also scan documents and
save the scanned image as a file on your hard disc or insert it in
a program such as a word processor.

Although a scanned image of a
text document is like a
photograph and can’'t normally
be edited, some scanners have
an OCR facility which converts
the image into text which can
then be edited in a text editing
program. Scanned images can
also be sent electronically as e-
mail attachments. This would be
useful if you had some old
photographic prints and wanted
to e-mail copies to friends or relatives in Australia, for example.
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Internet Connections — Dial-up vs. Broadband

There are two main systems for delivering the Internet to your
computer, known as dial-up and broadband. Dial-up is the
original method of making a connection and was widely used
untit a few years ago. Although some people still use a dial-up
connection, it has been overtaken by broadband, for the following
reasons:

e Broadband is many times faster than dial-up, giving better
searching and display of Web pages and enabling large
photographs, music and video files, etc., to be uploaded
and downloaded more quickly.

e You can use a broadband connection and an ordinary
telephone handset simultaneously, using the same tele-
phone socket. With dial-up it's one or the other. This can
be very inconvenient if you only have one BT line.

e The broadband connection is always on throughout the
day, whereas with dial-up your computer needs to dial the
Internet server's telephone number for every session

Some people may choose to continue with a dial-up Internet
service rather than graduate to broadband because:

e The subscription to an Internet Service Provider for a dial-
up service is usually much cheaper than for broadband.

e The speed of the dial-up service may be adequate for
their particular Internet activities, especially if they don't
want to download or upload very large multi-media files.

e In a few areas of Britain a broadband service may not be
available because the local telephone exchange has not
been modified to deliver broadband.
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The Dial-up Modem

A dial-up modem is a device that converts the digital information
from a computer into the analogue format used by the telephone
lines. An external dial-up modem is a small box which
plugs into a standard BT telephone socket. Another |
cable from the modem connects to one of the USB |
ports on the computer, as shown on the right. Some
dial-up modems connect to the COM or serial
ports, i.e. sockets, on the computer, as shown =
on the right. An internal dial-up modem takes
the form of a small expansion card, a plug-in
circuit board inside the computer. Many computers already have
an internal dial-up modem built in; if not, a dial-up modem can be
bought for a few pounds.

The Broadband Modem

Broadband requires a special ADSL modem:; this stands for
Asymmetric Digital Subscriber Line. Asymmetric refers to the
fact that it's much faster to receive information into your
computer than to send it up to the Internet. Like the dial-up
modem, the ADSL modem can still use the ordinary copper
telephone cables but data is transferred at much higher speeds.
In addition telephone exchanges need to be modified to offer a
broadband service. This has been the stumbling block preventing
some areas receiving broadband.

One cable from the ADSL modem connects to one of the USB
ports on the computer as shown above; another cable connects
the ADSL modem to a telephone socket via a splitter or
microfilter shown on the right. The
splitter enables you to use the Internet
at the same time as making a
telephone call; this may be useful if you
are expecting a phone call while using
the Internet or to seek computing help
using a telephone helpline.
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The Wireless Router

Many homes now have more than one computer, especially with
the increased sales of laptop and netbook computers. The
wireless router is a device which enables one broadband-
activated telephone lire to be shared wirelessly between several
computers; the router may contain a built-in ADSL modem or the
modem may be a separate device.

Some networks use special Ethernet cables to connect
computers and wireless routers generally have some sockets for
Ethernet cables, so it's possible to have a mixed wireless and
cabled network. Many businesses still use cable networks as
they are very fast; however, for the home user, wireless networks
are a better solution as they avoid the need to drill holes in walls
and have wires trailing around the home. The wireless router
needs to be situated near to a telephone socket in your home.
Once the network is up and running the computers can be used
anywhere in the house, flat or garden; the wireless signals, i.e.
radio waves, can penetrate several walls and floors.

Wireless routers may have a built-in firewall to prevent hackers
getting access to your computer. The firewall is a program stored
in the permanent memory of the router. This type of program is
known as firmware; although regarded as semi-permanent, it is
possible to update a firmware program with a later version.

Wireless routers are often provided free when you sign up with
an Internet Service Provider; even if you only have one laptop or
netbook computer, the wireless router is an excellent way to get
online.

The BT Home Hub shown on the next page is a popular wireless
router and includes a built-in ADSL modem. Diagnostic lights on
the front of the Hub indicate when broadband and wireless are
working correctly and when upgrading is taking place. There is
also a button to restart the router; this sometimes provides the
solution to a connection problem.
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Ports on a Router

Shown on the right is the rear
of a wireless router, in this
case the BT Home Hub. Above
the row of ports or sockets is a
label giving various security
details for the router, intended
to prevent other people using
the connection to the Internet
which you are paying for.
These are the Network name
or SSID (Service Set Identifier)
and the Wireless key.
Whenever someone tries to
connect to your network for the
first time, they need to enter the wireless key. Otherwise anyone
nearby such as a neighbour or impecunious student with a
laptop in the street outside could use your Internet connection.

The white left-hand socket in the group of sockets above is used
for the cable which connects the router to the broadband
telephone socket, via a filter, as mentioned previously. The green
socket is for connecting a telephone handset. The four yellow
Ethernet sockets have several uses, such as the initial setting up
of the router using an Ethernet cable connected to a computer.
The Ethernet sockets can also be used to create a wired
network, using Ethernet cables and adaptors instead of wireless
technology. A further use of one of the Ethernet sockets is for a
cable to connect the BT Vision digital box, as discussed on page
31. On the right of the router above is the socket for the power
cable; finally there is a USB socket to connect a cable to a USB
port on a computer (as an alternative to an Ethernet cable.) This
might be used in the initial setting up process before your
wireless connection is working.
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Wireless Network Adaptors

Each computer on the wireless network must have some form of
wireless network adaptor fitted. This enables the network
computer to send and receive information from the router. Laptop
and netbook computers normally have this technology built-in as
standard enabling them to get straight onto the Internet. A
desktop machine may need a wireless network adaptor which
can be bought for a few pounds and fitted quite easily.

The Wireless Dongle

The adaptor can be in the form of a dongle as shown below.
This plugs into a USB port on the front or back of the computer,
as shown on page 22.

r'
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The wireless dongle above is shown plugged into a desktop
stand with a USB extension cable; although the dongle may be
plugged directly into a USB port on the computer, the extension
cable allows you to move the dongle around to optimize the
strength of the wireless signal.
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The Wireless Adaptor Card

Alternatively the wireless network adaptor may be an expansion
card as shown below. This fits inside the computer case. There is
also a small aerial which can be moved around to optimize the
signal strength. Network adaptors should be compatible with a
Wi-Fi standard known as 802.11b, g, or n.

Fitting a wireless network adaptor card is not difficult; it's simply a
case of taking the cover off the computer and carefuily pushing
the card into one of the spare PCI/ slots on the computer's
motherboard, the large circuit board to which everything else
connects.

A network adaptor dongle or card may be included in a wireless
router package and they can be purchased for under £10 from
computer shops and by mail order. The package should also
include installation instructions and a CD containing the driver
software needed to make the device work with your computer.
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introduction

An Internet Service Provider (ISP) is a company which
manages connections to the Internet for individual users. This is
done using powerful computers known as Web servers. Apart
from enabling you to search the World Wide Web and display
Web pages, the ISP usually also provides your e-mail facilities.
Some Internet Service Providers also have their own Web pages
displaying content such as news, sport and the weather. The
choice of Internet Service Providers is huge, although there are
a few household names which dominate the market such as BT,
0,, Virgin Media, TalkTalk, AOL and the Post Office. Most
broadband is delivered through the BT telephone network,
alternatives being fibre optic television cables (Virgin Media),
satellite, local wireless networks and the mobile telephone
network. Not all services are available in every area.

If you already have access to the Internet, there are some
useful Web sites which compare ISPs and also tell you which
types of broadband are available in your area. If you don't yet
have Internet access, your local library may provide Internet
computers enabling you to log on and do your own research.

Broadband |Cbecker

Broadband Summary
Broadband services for the Y263 7PQ area on 23rd June 2009

ADSL & ADSL Broadband esing & d 87 kne s
Cable 9  Cable Broadband is not avalable from the service rowders we checked

Satefite & Satolliie TV + Broadband ts available
Mobile 36 W  Mobde Broadband for your PC using wireless 3G

Broadband services may be subgect to additronal ine tests and avasable network capacity i your area.
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Shown on the previous page is an extract from the Broadband
checker Web site at www.broadbandchecker.co.uk. After
entering your post code, the Web page displays the Internet
services available in your area. The extract shows that my area
is served by ADSL broadband using a BT line from the local
telephone exchange, which has been broadband “enabled”. This
may not always be the case in some remole areas. The
Broadband checker extract also shows that cable broadband is
not available in the area but satellite and mobile broadband are.

The Broadband checker also lists a number of Internet Service
Providers available in the area. There are several other
broadband comparison Web sites on the internet such as Top 10
Broadband at www.top10-broadband.co.uk, shown in the
extract below. After entering your post code this shows
broadband services available in your area.

@ Packages available to you

Sort packages by

ll-e

2 Yirgin Medsa Natonal (Non Cable)

> Non-catie package Free wireless router, Bee
Virgin TV 001 & arytime cais
Exchusive: order onlime Sor £10 credit

Mo ndo

D GED GED ¢

B10s%on 3
Wireless Home Hub included Oplonal 8T
Vision & moblle broadband

Onine deat Iree wirsless Heme Hubd
Sign up on 0080 329 1587

More i,

e £7.78

8Mb 1L

months

10Gb

o £5.00

8Mb 12

3 Tk P o Bt padband and Phone

Fros warsless router & ofi-peak calls wilh R

Ausive Droadband up to 40Gb 18

émmu—.wmm

o 8Mb

Sign up on 8600 049 7084 i

TalkTatk

If you've not yet got access to an Internet computer, perhaps you
could enlist an Internet “savvy” friend or relative who can help
you look at the various comparison Web sites. You could also
ask them about their own choice of ISP. Our own Internet
Service Provider for the last few years has been BT Broadband
and we have seen no reason to change; the service has always
been very reliable and there is good telephone support.
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Choosing an Internet Service Provider

You can see from the previous table the criteria on which Internet
Service Providers are compared, some suppliers offer various
packages such as light, heavy or unlimited Internet usage. The
following list suggests some criteria to compare Internet Service
Providers and perhaps discuss with more experienced friends.

Criteria for Choosing an Internet Service Provider

Availability of a broadband service in your area.

The monthly subscription.

The speed for downloading information.

The amount of downloading “traffic” allowed per month.
The minimum length of your contract with the ISP.

The reliability of the service — freedom from “down-time”.
Quality and availability of telephone and e-mail support.
Cost or ease of setting up the Internet connection initially.

Any special signing on offers such as a free wireless
router, mobile modem “dongle” or free laptop computer.

Provision of free Internet security and anti-virus software.
Any penalties or difficulties if changing to another ISP.

Download Speed

This is important because it is the speed at which Web pages
open on the screen and large files such as music and video can
be transferred to your computer from the Internet.

Download speeds are measured in Megabits per second (Mbps)
or millions of bits per second. A character or letter of the
alphabet occupies about 10 bits.

Many Internet Service Providers are currently offering speeds of
up to 8 or 10Mbps, with others offering 2Mbps, 20Mbps and
Virgin Media offering 50Mbps over fibre optic cables.
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Monthly Charges for Broadband

Although the first 3 months may be at a reduced rate, typically
£5-£8 per month, after that you can expect to pay more like £15-
£20 for a limited amount of usage with nearer £25-£30 for
unlimited downloads. If you exceed your monthly download
allowance of, say, 10GB of information downloaded, you are
charged for the extra usage.

Contract

You are normally required to enter into an agreement to pay the
subscription for either 12 or 18 months. There may be a cooling
off period allowing you to cancel the agreement and obtain a
refund but you may be expected to return any free equipment
provided as part of the initial offer. Your chosen ISP package
should allow you to set up one or more e-mail accounts and may
also provide server space for you to create your own Web site.

Dial-Up Internet Services

Although broadband now dominates the advertisements in
newspapers and magazines, dial-up users are still catered for. A
dial-up service may be adequate if you are only a light Internet
user with just a small amount of Web browsing each week and
perhaps some e-mailing. All you need is a dial-up modem which
plugs into a port on your computer and this connects to the
Internet via an ordinary, unmodified phone line. Some dial-up
services are free, i.e. there is no monthly subscription, although
you will have to pay your telephone company for the time the line
is used. This should be charged at the rate for local telephone
calls. Tiscali, now part of TalkTalk, at the time of writing offered a
pay-as-you-go dial-up service charged at 1p for each minute
surfing the net while another package allowed up to 150 hours a
month for a fixed monthly fee of £14.99.

It should be remembered that a dial-up connection will not allow
you to download large image or video files unless you are
prepared to wait a very long time — hours rather than minutes.
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Other ISP Services

As well as providing and managing your Internet connection and
e-mail services, some Internet Service Providers offer other
related services, such as:

Phones

Some broadband packages, such as BT, Sky and Tiscali, include
cheap or unlimited evening and weekend phone calls.

Digital Television

Both Sky and BT offer a digital television service. We have been
using BT Vision for about two years and have found it to be a
giant leap forward compared with earlier systems, in terms of
ease of use, speed, reliability and powerful features. The BT
Vision television service offered with BT Broadband includes a
free digital television recorder box. The box has a built-in 160GB
hard disc. The TV box and the BT Home Hub are connected
either by an Ethernet cable or by wireless adaptors. If necessary
you can pay to have BT Vision installed by a BT engineer, but it's
not difficult to do the job yourself. Among the many features of
BT Vision are:

e Pausing and restarting of live television.

e Over 70 FreeView TV and radio channels available.

e The ability to record up to 80 hours of TV programs.

e Scheduled recording of TV programs including series.

e Record two programs simultaneously including the one
you are currently watching.

e Easy replaying and eventual deletion of recordings.

e Films, TV programs and sport, etc., available on demand
for downloading at any time, for an extra charge.

e Constantly updated TV Guide giving program schedules
for two weeks ahead.

|
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Making an Internet Connection

After reviewing the various broadband options and packages
available in your area you need to sign up for an account with an
Internet Service Provider. Apart from BT themselves, many other
ISPs use the BT telephone lines to deliver their service;
regardless of which ISP you are using, before you can connect to
the Internet your broadband ADSL line must be activated in
your local telephone exchange by a BT engineer. This may take
about a week and there may be an activation charge.

Setting Up a Wireless Router

This is a very popular method of connecting to the Internet via an
ADSL i.e. “broadband-enabled” telephone line. It allows one or
more computers to get access to the Internet from anywhere in
your home or garden, without the need to drill holes in walls and
trail untidy cables around the rooms.

As well as a free wireless router, ISPs may also provide one or
more microfilters or splitters to allow the Internet to be used at
the same time as an ordinary telephone. The microfilter has two
sockets, one to accept a cable from the router and one for a
cable from the telephone handset. A short cable from the
microfilter plugs into the telephone socket on
the wall. BT recommend fitting a microfilter to
every telephone socket in your home. The
filter prevents interference from other
electrical devices which may be plugged into
telephone sockets.

ei—

As mentioned in Chapter 2, each computer on a wireless network
needs to be fitted with a wireless network adaptor; modern
laptops and netbooks have this wireless capability built in as
standard, although it may need to be switched on. The wireless
switch may be on the front or side of a laptop. Some desktop
machines may need a wireless network adaptor to be fitted, at a
cost of a few pounds.
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Your Internet Service Provider should send you clear instructions
for connecting the router and its various cables. Once connected
the power to the router is switched on and all being well the
diagnostic lights on the router should indicate everything is
operating correctly. The next step is to place a computer near to
the router, start it up and insert the CD provided by your ISP.
Now follow the instructions on the screen.

If, perhaps to understand your system better, you prefer 1o use a
manual approach to setting up a wireless broadband router, you
can use the Connect to a network feature in Microsoft Windows
Vista or XP. Click Start and Connect To and follow the
instructions on the screen; you may need to enter a user name
and password provided by your ISP. In Windows 7 click Start,
Control Panel, Network and Internet and Connect to a
network.

(= |
@ ‘4 Culudt.aanetm

Choose a connection option

ﬁ Set up a wireless router or access pownt

‘. M. fly connect ta & wirel ok

-

N Set up a wirdless ad boc (computer-to-computer) network
L Y

7%=, Set up a disl-up connection

During the initial setting up process it may be necessary to have
a computer connected directly to the router with an Ethernet
cable. Once the router is up and running the Ethernet cable can
be removed.
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After installing the software from
the CD or using the Connect To
feature in Windows, a small
Internet icon (consisting of either
one or two monitors as shown on
the right) should appear in the
Notification Area on the Taskbar at the bottom right of the screen
in Windows XP and Vista. The icon will probably display a red
cross, indicating that the Internet is not yet connected; hover the
cursor over this icon and it should display the message Wireless
networks are available, as shown above. The Windows 7 icon
is shown on the right, with an orange
star, indicating that connection to the
Internet has not been made yet.

Not Connected

‘ g Wireless networks are available.
-

Double-click the Internet icon and from
the small window which pops up, click Connect to a network. A
list of nearby wireless networks is displayed, including yours, as

shown below:
dﬂ!] Connections are available

Wireless Network Connection 2 A

BTHcmeMub-5778 A7

Name: BTHomeHub-5778
Signal Strength: Fair
Security Type: WEP
Radio Type: 802.11g

] SSID: BTHomeHub-5778

In this example, two networks have been detected, BTHomeHub
-5778 and whitebox, belonging to a neighbour. The name of a
network is also called the SSID or Service Set Identifier in
Internet jargon. Click the name of your connection, such as the
BTHomeHub and then click the Connect button, before entering
the wireless key given to you by your Internet Service Provider.
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Entering the Security Key

The security key or password must be entered into every
computer the first time it is connected to the router. If you don't
have a secure network, i.e. requiring a security key, any of your
neighbours or someone nearby with a laptop could use your
Internet connection and possibly hack into your data. The
dialogue box for entering the security key is shown below:

Type the network security key or passphrase for BTHomeHub2-SWEN

The person who setup the network <an give you the key or passphrase.

Security kay or passphrase

so00000000

[ Deplay characters

Finally Connected to the Internet

All being well, once you click Connect you will be told that you
are successfully connected to the router and the Internet. This is
also indicated by the Internet icon which should appear as shown
below, depending on your version of Windows. These are found
on the right of the Taskbar along the bottom of the screen.

Connected to the Internet

L 4 & B

Windows XP Windows Vista Windows 7

Not Connected to the Internet

~ -

Windows XP Windows Vista Windows 7
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Checking Your Internet Connection

Right-click the Internet icon at the bottom right of the screen, as
shown on page 35 then click Network and Sharing Center. This
dialogue box allows you to view many aspects of your new
wireless network. You can also set up your network so that files,
printers and other resources can be shared by all of the
computers on the network.

. [E=nEon |
(Jk.-f 55 « Metwork ond Intemet + Metwerk and Sharing Center = )
& -
ontrol ) . . .
< o0l Home, View your basic network information and set up connections

Manage wirehess networks h .‘ 0 ee ful
Change sdsptesisettings ra-pC BTHomeHus-STT8 Intenet
Change sch anced shanng Ths computer
9 Yiew yous active networks
Access type: Internet
g ‘ BTHomeHub-5778 HomeGroup
i
Change your networiong setings

Set up a wardless, broadband, dial-up, #d hoc, of VPN connechon. of set up 8 router of

acCess pownt.
’ Connect or reconnect to & wireless, wired, dial-up, or YPN netwerk connection.
y A«mﬁsmdmb‘m«mm:wwnu:wwm
Intemnet Options
Windows Frewell b ]

Disgnose and repair network problems, or get troubleshocting information.

B - o &3] . e

Broadband Speed

Finally you can check the speed of your broadband Internet
connection. As stated at the bottom of page 29, download
speeds are measured in Megabits or millions of bits per second,
with performance varying from 2 to 50Mbps depending on the
system. 8-10Mbps is currently considered a good broadband
speed. The download speeds stated above are nominal in
practice these may not be achieved because of factors such as
the distance of your home from the local telephone exchange.




Internet Service Providers

Checking Broadband Speed

The broadband speeds quoted in ISPs advertisements are
usually download speeds; this is because downloading is what
the ordinary user does most of the time when using the Internet.
Downloading involves opening Web pages and copying files,
documents, software, music and video from the Web server to
their client computer. Unless we are professional Web page
designers or Web “masters”, most of us spend less time
uploading files to the Internet, updating Web pages or uploading
new Web sites.

You can check your broadband speed by logging onto a Web site
such as:

www.broadbandspeedchecker.co.uk

Now follow the instructions on the screen to test the upload and
download speeds of your broadband connection.

The image below shows the result of running the speed checker
on my Windows Vista computer:

B DBAND

speedchecker co.uk

Dewnload Speed  Upload Speed
6208 Kbps 287 ps

Start spesd test again
W80 dsasadadeaadadaaae

From the above speed test it can be seen that my Internet
connection via a BT Home Hub wireless router has a download
speed of 6208Kbps or just over 6Mbps. Note that the upload
speed of 297Kbps is only a small fraction of the download speed.

3
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The Future

Competition between Internet Service Providers and the
demands of customers for more powerful systems is leading to
ever faster download speeds. These greater speeds are required
for the downloading of large files such as films and TV programs
on demand. Not long ago most people were using a dial-up
modem, forerunner to the broadband system, with a nominal
download speed of only 56Kbps (Kilobits per second) or 56,000
bits per second. Now a relatively slow broadband connection of
2Mbps is still about 35 times faster than the dial-up connection,
while a not uncommon 8Mbps system would be well over 100
times faster.

Virgin Media, which supplies broadband over its fibre optic cable
television network, recently announced a 50Mbps (nominal)
download speed. At 50 Mbps a two-hour film would take about 3
minutes to download. Dial-up would take several hours. In the
future, Internet and television may converge completely in the
home, with a single Internet connection providing Web browsing
together with all your films and television programs on demand.

Broadband speeds in several other countries are currently
considerably much higher than in the United Kingdom. At the
time of writing, (in 2009), the Government White Paper, entitled
Digital Britain, has set a target to enable everyone in the United
Kingdom to have access to 2Mbps broadband by 2012 and
10Mbps by 2013. This might be financed by a “broadband” tax on
landlines. BT is installing 40Mbps fibre optic broadband cables in
various parts of the United Kingdom, starting with Scotland.

Modems in the form of dongles which plug into a laptop should,
in theory, be able to connect to the Internet while on the move
anywhere in the UK, so you don't have to find a WiFi access
point in a hotel or station, etc. BT Mobile Broadband uses a
USB dongle modem to give a 7.2Mbps download speed; this
should be available to 80% of the United Kingdom.
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Introduction

This chapter covers the use of a Microsoft Windows computer to
begin exploring the Net. Windows XP, Windows Vista and
Windows 7 are supplied with their own Web browser, known as
Internet Explorer; a browser is a program for finding information
and displaying Web pages. The European Parliament ruled that
other manufacturers of browsers should be able to compete with
Microsoft in the Windows browser market. Microsoft responded
by offering a “ballot screen” allowing users of Internet Explorer a
chance to download and use a different browser.

At the time of writing Internet

, Wedoay
Explorer is by far the most € Internet Explorer'8

commonly used browser,
followed by Mozilla Firefox. DO 0ad

This chapter is based on

Internet Explorer but alternative

browsers are discussed in Chapter 5. The latest version, Internet
Explorer 8, can be downloaded free of charge from:

www.microsoft.com

Some of the main functions of a Web browser are:

e Displaying Web pages on the screen.

e Searching for Web pages containing specific information.
« Moving between Web pages using clickable links.

« Displaying Web pages after entering the Web address.
e Bookmarking Web pages for future reference.

« Downloading files such as videos, music and documents.
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Launching Internet Explorer
From the Start Menu
Internet Explorer sits at the top of the Start Menu which
g
-r
L

is displayed by clicking the Start button at the bottom
left-hand corner of the screen, as shown on the right.

Click over the Internet icon or the word Internet to launch the
Internet Explorer program. The program opens at the Internet
Home Page, as shown near the top of page 42.

Using the Quick Launch Internet Explorer Icon
The Taskbar is the long

F o
8 . - - f »
bottom of the screen. On the

left of the Taskbar is the Start button, shown above. To the right
of the Start button on the Taskbar you may see some more
icons, as shown above. On Windows XP and Vista, this is the
Quick Launch toolbar and provides very easy access to various
programs and features. On

Windows 7 the left-hand side of ﬁ,a =

the Taskbar is slightly different, g ¢ =

as shown on the right.

Windows XP, Vista and Windows 7 all have an Internet
Explorer icon, as shown on the right, on the left-hand fa
side of the Taskbar. This allows you to start Internet L.
Explorer with a single click of the left mouse button.
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Displaying the Quick Launch Toolbar (XP and Vista)

If you can’t see the Quick Launch toolbar, right-click over a blank
area of the Taskbar along the bottom of the screen. From the
menu which pops up select Toolbars and then click Quick
Launch to make sure it is ticked, as shown below. The Quick
Launch toolbar icons should now be displayed, as shown on the
previous page.

Toolbars > Address
Cascade Windows Wi ‘ )
Show Windows Stacked —
Show Windows Side by Side Tablet PC Input Panel
Show the Desktop P

v Quick Launch
Task Manager

Adding Programs to the Quick Launch Menu (XP and Vista)

You can add programs to the Quick Launch toolbar by dragging
their icons onto the toolbar. To drag a program icon, place the
cursor over the icon on the Windows Desktop or on the Start
Menu, then, keeping the left-hand button held down, move the
cursor over the Quick Launch toolbar and release the mouse
button. For example, if the Internet Explorer icon shown /
on the right was not present when the Quick Launch -
toolbar was displayed on the Taskbar.

The Home Page

Whenever you launch Internet Explorer, the computer displays
the Home Page. This is often the MSN page shown on the next
page, but you can use any page you like as your Home Page.
This can be done using Internet Options from the Tools menu
in Internet Explorer; or you can click the Home icon on
the left of the Command Bar towards the top right of the
screen, as shown below.

{':i_\vv'm-vpmv“ayv]'odsvev:

’:.T"v
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42

Changing the Home Page

When you first start up the Internet it may be displaying the
default Home Page at http://uk.msn.com/ as shown below.

« men.com: T et | oy | x WO G B
Hs (0 View Ffovolbn Taskh Help
Foverites 4y ) Sumgented She = g Gt Mare Add-ams =
W Fotmil, M, S, Music. M, Money Ca Q-0- & v Pogre Sy c Tash+ @

WITH POWER COMES
RESPONSIBILITY.

Woos Grtertwwmed  Cor Mha WMoves Spert TV LivG Myl Trovel Westher Cavemnment
Toch & Gadpats Money Local Detmg Letiery Jubs Herescipes Games Auchens Shopping

THE NEW FULL HYBRID RX 450h

However, you can change the Home Page to whatever you like.
First open the Web page which is to be used as the new Home
Page. Then from the Menu Bar across the top of the Internet
Explorer screen, select Tools and Internet Options and make
sure the General tab is selected. Now click Use current as
shown below, followed by Apply and OK to set the currently
open Web page as your new Home Page.

Home page

'? To areate home page tabs, type each address on its own ine.
.. -

| http://go.microsoft.com/fwlink/TLinkld=69157

Useasrent | [ usedefadt || Useblank

Alternatively click the arrow on the Home icon shown on
the right and then click Add or Change Home Page...
and Use this web page as your only home page.
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Clickable Links

If you open the Home Page in Internet Explorer and move the
cursor around the screen, you'll notice that the form of the cursor
changes to a hand when it's over certain screen objects. Objects
causing the hand to appear can be either pictures or text; the
appearance of the hand indicates a link, also known as a
hyperlink. While the cursor is over a text link the words are
underlined as shown below for the Travel link. Clicking a link
causes the Web browser to locate and display another Web
page. This new Web page may be in another part of the current
Web site or it may be on a different Web site on another Web
server anywhere in the world.

The example below shows an extract from Internet Expiorer 8,
with links representing various categories or directories.

Sport TV Life & Style Travel Weather Environment

Lottery Jobs Horoscopes Games Auctions Shopping

Clicking the Travel link opens another Web page, Travel
Features, which contains many more links, as shown in blue in
the extract below.

LAST MINUTE DEALS from ebookers.com

= Worldwide Gty breaks from £140 * Book together and save from £199
* Summer holiday deals from £199 = Mediterranean hotels from £29

= Stay 3 pay, 2 Marriott Exdusive * Britain's hidden retreats from £75
* Up to 10% off worldwide car hire * Bank holiday deals from £135

The wonders of West Sussex
ll 'j ‘- &maﬁyamnmmmmmnvdu
H French

-
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Clicking the link Britain’s hidden retreats from £79 shown in
the extract at the bottom of the previous page launches the
ebookers.com Web site shown below.

Home | Fughts | Hotei I Fiaghl « otel | Car Hire | naurance

Britain's hidden retreats

Each of the tabs shown above, such as Home, Flights, Hotel,
Car Hire, etc,, is a link to further Web pages allowing you to
check the various services and make bookings online.

Forward and Back

When you've moved between a series of Web pages, the
Forward and Back buttons at the top left of the screen display
white arrows against a blue background, as shown

on the right and below. These provide a quick and
easy way of moving in either direction between Web

pages that you’ve previously visited.

¥~ Holidays, travel and tourism, air travel, hotels and tourist attractions

Q’.‘" ‘:;\ € | hittp://travel.ul.msn.com/

File Edit View Favorites Tools Help

Starting from your own Home Page, you can move about the
Internet from Web page to Web page and between Web sites all
over the world. All this is achieved simply by clicking the links
between Web pages.
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Returning to Your Home Page

No matter how many Web pages you've visited you can [ 2|
always return straight back to your Home Page by | ’-}T
clicking the Home icon on the Command Bar towards
the top right of the Internet Explorer screen.

| % - B v 7 = - Page~ Sofety~ Took~ @~

Displaying Toolbars

If the Command Bar above is not displayed on your computer,
click View and Toolbars and click to make sure there is a tick
against Command Bar (and any other toolbars you may need.)

Status Bae
Google Toolbar
Refresh FS Vv Llockthe Tookbars

Displaying the Latest Version of a Web Page

Some Web pages have to be updated at regular intervals
throughout the day. For example, when checking live flight
arrivals at one of the airports your computer may not be
displaying the latest updated information if the page has been
loaded on your computer for quite some time. To display the
latest version of a Web page, select View from the Menu Bar
shown above and then click Refresh.

Surfing the Internet using the clickable links is fine for some
purposes but you often need other methods to move directly to
specific Web sites or find out about particular topics. These other
methods are discussed in the next few pages and in Chapter 5.
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Typing in a Web Address

To use this method of navigating to a Web site, you obviously
need to obtain the address, perhaps from an advertisement, or
newspaper article. Exact spelling and punctuation are important.
Every Web site has a unique address, such as:

http://www.mycompany.co.uk/

This is entered manually into the Address Bar across the top of
the Internet Explorer Web browser, as shown below:

Hotmail, News, Sport, Music, Mowvies Money, Cars, Shoppin«

> * 4 http://www.mycompany.co.uk/

In computing jargon, the address of a Web site is known as a
URL or Uniform Resource Locator. In the above example, the
meanings of the parts of the address are as follows:

http:
HyperText Transfer Protocol. This is a set of rules used by

Web servers. ftp is another protocol used for transferring files
across the Internet.

www
This means the site is part of the World Wide Web.
mycompany.co.uk

This part of the Web address is known as the domain name.
mycompany

This is the name of the company or organization hosting the site.
co.uk

This denotes a Web site owned by a UK company. co is known
as the domain type.
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Other common Web site domain types include:

biz Business

com Company or Commercial organisation
eu European Community

info Information site or service

me.uk UK individual

org Non-profit making organization
gov Government
net Internet company

In addition, some Web addresses include the code for a country,
such as fr and uk as in:

www.bbc.co.uk/

If you know the address of a Web site, enter this into the Address
Bar at the top of the Web browser as shown below. (In practice
you can usually miss out the http://www. part of the address.
This will be filled in automatically.)

-

Hotmail, News, Sport, Music, Mowies, Money, Cars, Shoppan

? o Cr——

When you press Enter your browser should connect to the Web
site and display its Home Page on the screen. Then you can start
moving about the site using the links within the page

as described earlier. If you click the small downward I vl X
pointing arrowhead to the left of three icons shown

on the right, a drop-down menu appears with a list of the
addresses of your recently visited Web sites, as shown on the
next page. If you click one of the addresses it will be placed in
the Address Bar and you can then connect to the Web site by
pressing Enter (if this doesn’t happen automatically).
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/= BBC - Homepage - Windows Internet Explorer

http://bbc.co.uk/
hitp://www.ispreview.co.uk/
http://www fishd.co.uk/homes/
http://google.co.uk/
http://amazon.co.uk/
http://babanibooks.com/

Sometimes you may notice the icons on the right
of the Address Bar will change to the group
shown on the right. These have the following functions:

i:: Display a clickable list of previously visited Web addresses
Use Compatibility View for older Web site designs

EI Refresh the Web page with the latest information
lZ\ Stop trying to connect to the specified Web site

If you start typing a Web address that you've entered before, the
browser displays a list of suggested complete addresses under
the Address Bar. If the address that you require is displayed,
click its entry in the list to connect to the Web site.

Searching Using the Address Bar

The next chapter covers searching the Web for information on a
specific subject; this is normally done by entering the relevant
keywords into a special program known as a search engine.
Google is probably the most well-known search engine at the
present time. However, you can enter keywords, such as wild
orchid, for example, into the Address Bar in Internet Explorer as
shown below; the default search engine then produces a list of
links to Web sites containing your keywords on their pages.

/" Hotmail New  oport, Music, Mowes, Money, Cars shopping, Windows |
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Web Sites of Special Interest

There are many Web sites containing useful information for older
people. The following Web addresses can be typed straight in
after clicking in the Address Bar. There's no need to enter http://
every time. Most of the Web sites give advice and information on
topics such as health, finance and travel for the over 50s.
www.ageconcern.org.uk Age Concern Web Site.
www.agepartnership.co.uk Equity release specialists.
www.aarp.org Discounts, magazine and online information.
www.cennet.co.uk Holidays for the over 50s.
www.direct.gov.uk Guide to government services.
www.dwp.gov.uk Advice on benefits, work and pensions.
www fiftyplus.co.uk Fashion catalogue for people over 50.

www.friendsreunited.com Catch up with old school friends.

www.digitalunite.com Digital Unite (DU) — computer training

for the over 50s.

www.helptheaged.org.uk Support for older people.
www.kelkoo.co.uk Price checks on Internet goods for sale.
www laterlife.com Promotes a fuller life for the over 50s.

www.moneysupermarket.com Comparisons of prices of

goods and services.
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www.neighbourhoodwatch.net Promotes home security.
www.nhsdirect.nhs.uk Advice and help with iliness.
www.opin.org.uk Older People's Information Network.
www.overfiftiesfriends.co.uk Senior social networking.
www.primeiniative.org.uk Encourages over 50s enterprise.
www.rias.co.uk Insurance for over 50s.

www.saga.co.uk Wide range of services for older people.
www .seniority.co.uk Internet community for over 50s.
www.seniorsnetwork.co.uk News and information.
www.ship-ltd.org Release capital tied up in your home.

www.silversurfers.net Provides links to an enormous range

of Web sites relevant to over 50s in particular.
www.sixtyplusurfers.co.uk Online magazine for over 60s.
www.theoldie.co.uk A witty magazine for all ages.
www.thewillsite.co.uk Help in making your own will.
www.thisismoney.co.uk Guide to savings and loans.
www.travel55.co.uk Holidays for older people.

www.uswitch.com Look for cheapest gas, electricity and

telephone, etc.
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The Keyword Search

So far we have looked at two ways of moving to different Web
pages:

1. By clicking text or picture links on the current Web page.

2. By typing the address or URL of a Web page into the
Address Bar in Internet Explorer.

The World Wide Web also enables you to find information easily
on specific topics. No other source of information, such as books,
magazines, etc., can match the Web for the sheer quality and
quantity of information and its ease of retrieval. This is made
possible by the ability to search through billions of Web pages
and list those which contain certain keywords.

Suppose you are a bird watcher and want to find out about the
Red Kite. Simply enter the name of the bird into the Search Bar
in Internet Explorer, as shown below.

UK . v * - ’ d F 2 blrg

B Ux Only Popular searches Ths Ashes | Honey trap gl guity |

When you press Enter or click the magnifying glass icon above,
the search program, known as a search engine, instantly
produces a list of search results, as shown on the next page. In
this example, Microsoft's Bing search engine is being used but
there are many others including the world famous Google,
discussed in the next chapter. Most searches only take a fraction
of a second and can produce millions of results.

Each of the results in the list includes the title of the Web page,
underlined and in blue; this is a clickable link to the Web page.
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red kite D]

® < 5

The RSPB: Red kite
This magnificently graceful bird of prey is unmistakable with its reddish-brown body, angled
wings and deeply forked tail. k was saved from national extinction by one of the world

Red Kite Feeding Station - Gigrin Farm!
Provides information on red kites, birdwatching opportunities. holidays at Gigrin Farm,
Kitewatchers Wildlife Breaks and the Welsh Kite Trust.

Red Kite

School minibuses and minibus conversions
’ k

Shown above is just a very small sample of the millions of search
results. In this example, the first result connects to the RSPB
Web site, allowing you to see videos, hear sound recordings and
read facts about the Red Kite.

Narrowing Down a Search

Although nearly 8 million Web pages were found containing the
words Red Kite, not all of them are relevant to the current bird
search; for example one result above is a link to a Red Kite bus
company. Adding the word bird to the keywords in this case
would narrow down the search and eliminate many such
irrelevant results. Fortunately search engines usually put the
most relevant results at the top of the list and you normally find
the information you need very quickly.

Cached Web Pages

The Cached page links above display earlier (but probably still
informative) versions of Web pages currently unavailable.
Sponsored sites

These are links to companies paying to have their names at the

top of relevant search results. For example, results of searches
for books will be headed by links to well-known book retailers.
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Revisiting Web Pages

You often need to return to a Web site at a later date, such as an
online bank account or supermarket shopping site. As discussed
shortly, Internet Explorer automatically creates a list of links to
recently visited Web pages in its History feature. Or you can
add the current Web site to your list of Favorites (American
spelling). (Some browsers refer to such Web site links which
have been created by the user as Bookmarks).

Creating a Desktop Shortcut Icon

For a really quick and direct way to return to a Web page you
frequently use, you can place an icon for it on the Windows
Desktop. First open the required Web page and right-click over a
blank area. From the menu which pops up select Create
Shortcut. When asked if you want to place a
shortcut icon to the Web site on your desktop, click
the Yes button. In future, double-clicking the new |=
desktop icon immediately launches the Web site, in
this example online shopping at www.tesco.com.

Displaying the Windows Desktop

To display the Windows Desktop at any time, click the

Show desktop icon shown on the right. This is found -
on the Quick Launch toolbar on the

Taskbar, shown on the right, at the
bottom left of the Windows XP and ‘v -
Vista screen. On Windows 7 the

D i ti

esktqp F:an be displayed at any time T 912 AM
by clicking the rectangular Show [siliet b

desktop button just visible on the

extreme right of the Windows 7 Taskbar as shown on the right.

r =




|

More Surfing and Searching

The Favorites Feature

The Favorites Bar across the top of the screen is shown below
under the Menu Bar (File, Edit, View, etc.). The Favorites Bar
lets you return to Web pages visited days or weeks before.

| File Edt View Favortes Tools Help

Favorites s

Clicking the Favorites button [ric e view Fovorites Took Help
above opens a list of links to Web [ Favortes |

pages as shown on the right. [ ..
These have been “bookmarked” | . e e
by the user for future use. To add L_
a Web page to the Favorites list, Microsolt Websites
open the page on the screen and
click Favorites from the Menu | @ Housefor ssle - Beanbum, Ayton, Berwicksh...
Bar above, then select Add to f'mmafsm;‘::::
Favorites.... To return to this | & wip-w humberlandnationaipark.org
Web page at any time, simply

click the Web site's entry in the Favorites list. You can also add a
link to the current Web site to the Favorites Bar across the top of
the screen. Open the Web page, such as Babani Books
for example, then click the star icon to the right of the *
word Favorites.

File Edt View Favortes Took Help
¢ Favorites | 4g £ Babani Books

Clicking the small arrowhead next to p Add to Favorites... | v
Add to Favorites... shown here on the
right displays a menu enabling you to organize your Favorites
into folders for different categories; you can also delete or
rename them and import or export them to different computers.




The History Feature

The History feature is another list of previously-visited Web sites,
but, unlike Favorites, it is created automatically by
Internet Explorer. To display the History list, click

the Favorites button shown on
the right above, then select the
History tab as shown on the
right. To return to a Web site
which you've previously visited,
click the entry for the site in the
drop-down History list, as
shown on the right. A Web site
can be deleted from the History
list by right-clicking the site’s
entry and then clicking Delete
from the small menu which
appears.

More Surfing and Searching
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File Edit View Favorites Took Help
u Favortes
¥ Add to Favorites... ~

Favorites | Feeds History
|View By Date

4 3 Weeks Ago

"4 2 Weeks Ago

& Last Week

E Today

¥} babanibooks (www.babanibacks.com)
bbc (www.bbc.co.uk)

news.bbc (news.bbc.co.uk)
£, rightmove (www.rightmove.co.uk)

£, uk.msn (uk.msn.com)

You can specify how long you
wish to keep pages in the History list. From the Internet Explorer
Menu Bar, select Tools, Internet Options and make sure the
General tab is selected. Under Browsing history click the
Settings button. You can now set the number of Days to keep
pages in history:, as shown below.

History

Spedfy how many days Internet Explorer should save the list
of websites you have visited.

Days to keep pages in history:

20 <

Use the small arrows shown above to increase or decrease the
number of days, before clicking the OK button to finish. There is
also a button, shown on the right, to delete all of your browsing

history. This is accessed from Tools, Internet EI
Options, the General tab and Browsing history.
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Tabbed Browsing

This feature, included in Internet Explorer 7 and 8, enables you
to open several Web sites in one Window. Previous versions of
Internet Explorer required you to open a separate window for
each Web site. Clicking the tabs makes it very easy to switch
between Web sites, especially useful when you need to keep
referring back to different pages.

In the example below, two tabs are open in a single Explorer
window. On the left is the list of the results of a keyword search
for the greater spotted woodpecker; next to it is a tab for the
Homepage for Babani Books.

[Ftle Edit View Favorites Tools Help ]

Favorites >

* [ greater spotted woodpeck... @ Homepage for Babani ...

Clicking any of the tabs displays that Web page. The icon
here on the right and on the left above is the Quick Tabs
button; selecting this displays “thumbnails” or miniature
images of the currently tabbed Web pages, as shown below for
six tabbed Web pages. The thumbnail images help you to identify
the Web page you want and then move directly to it by clicking
the image. Close an image by clicking the cross at the top right.

T Ve VRoRE  Tok T —

Fovorte
BT Deioh. [0 Womninl 8 rompeg w010 8-8 ® - Pegp Sdey o Toon
greater ipotted woodpecker - Bing The PR Great wpotied woodpecker Great Spotied Woodpecker, Dendroop
e 3
Btk Garden Bard: + Levser Spotted W_ Homepege or Batsers Books O8C - Homepage.

N




More Surfing and Searching

Opening New Tabbed Web Pages

When you start Internet Explorer, the name of your Home
Page is displayed on a tab. To the right of this tab is a
small blank tab; hover your cursor over the blank tab and
the New Tab icon appears, as shown on the right and below.

& Favorites 3

@ Hotmail, News, Sport, Music, Movies, Money, Ca...

When you click the New Tab icon or press the Ctri+T keys,

= =

the New Tab itself appears as shown below, together with | )

the Quick Tabs button shown here on the right and on the
left below. (Internet Explorer 7 uses the words Blank Page
instead of New Tab, but the idea is the same.)

Favorites

3+ | @ Hotmail, News, Sport, Mus... & New Tab X

After opening a New Tab, if you type a Web address into the
Address Bar in Internet Explorer and press Enter, the Web page
opens and its title replaces the words New Tab on the tab shown
above. Several other ways to open a Web page on a New Tab
are listed below:

+ Press the Ctrl key while clicking a link on a Web page.

« After typing an address into the Address Bar, (discussed
on page 46), hold down the Alt key and press the Enter
key, also known as the Return key.

e Click over a link using the middle mouse button (if you
have one).

e Right-click over a link and select Open in New Tab from
the drop-down menu.
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The Internet Explorer Command Bar

The Command Bar is a group of icons towards the top right of
the Internet Explorer screen, as shown below.

%3 v B v @m v Pagev Safety~ Took~ @@~

The functions of some of the icons and tools are as follows:
,ﬁ.

g ¥

The Home icon; click this to return to your Home Page
at any time. Clicking the small arrowhead to the right of
the icon displays the menu
£, HomePage shown on the left, allowing you
to change your Home Page or
add or remove pages. See also
pages 41 and 42.

Add or Change Home Page...

Remove »

This is the RSS Feeds icon. Feeds are like newsflashes
:\\ of the latest Web page content, such as weather

information. RSS stands for Really Simple Syndication. If
a Web page supplies feeds, the icon is coloured, as in the
example here. A greyed out or colourless icon indicates that no
feeds are available on the page.

The icon on the left launches your e-mail program to
read your latest messages. E-mail is discussed in detail
in Chapter 6.

Printing a Web Page

- Clicking the printer icon shown on the left allows you to
= make a copy on paper of the current Web page. The
small arrowhead to the right of the

o Prnt.. S printer icon above left displays
Print Preview... options to Preview the printout on
paper and adjust various page

Page Setup... settings. These include the

addition of headers and footers,
changing the paper size and the orientation of the paper —
portrait or landscape (long edge vertical or long edge horizontal.)
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Saving a Web Page

The Page icon on the Command Bar presents a
menu of options including Save As... to save a Web
page with a name of your choice and in a selected
folder location on your hard disc.

r.lew Hom Books
Save as type: WebAl(hvgu\qlefi_t(‘.mM) ) -
= Browse Folders Encodng: (Westem Eucpean 050) = | [_Seve | [ Cancel

The Web page can be viewed again later by double-clicking its
name in the folder in which it was saved. Other options on the
Page menu include editing the text of the page in Microsoft Word
and also e-mailing the page to a friend or colleague, etc.

Privacy and Security

The Safety button on the Command Bar provides
various security and privacy features. These include
an option to delete your browsing history and also to use the
SmartScreen Filter to check on potential threats from another
Web site, as shown below. Such threats include phishing, in
which, for example, fraudsters try to trick you into loading a
bogus Web page and then to reveal your bank account details.

S

Even though this site has not been reported to Microsoft for containing threats, check the |
address to make sure it i 8 site you trust. If you believe this is an unsafe site, dick the ’4

Safety button, dick Smas tSareen Fiter, and then dick Report Unsafe Website,

The Safety menu also includes a link to the Windows Update
Web site; Update allows you to download the latest upgrades to
the Windows operating system, including security features.
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The Tools Menu

The Tools menu on the right of the Command Bar shown again
here contains a number of important options discussed below.

»]

n v g - @ v Page~ Safety~ Took~ @~ |

The Pop-Up Blocker

Pop-ups are small windows which can suddenly appear on the
screen; they often contain advertisements and can be a
nuisance. Internet Explorer contains a Pop-up Blocker to allow
you to prevent these interruptions to your browsing. Click Tools
from the Command Bar shown above, and then select Pop-up
Blocker from the drop-down menu.

Tum On P Blocker
Now select Turn on Pop-up o e
Blocker from the sub-menu shown |
on the right.
Toolbars
The Tools menu on the Commgnd v Menu Bar
Bar also has a Toolbars option ]
which displays the sub-menu shown | ¥  Favorites Bar
on the right. This enables you to | v Command Bar
switch the various toolbars on or off | s  Giatus Bar

and to customize the toolbars by
adding or removing buttons. For
example, if you don't use the Menu
Bar (File, Edit, View, etc.), you
could switch it off. (Many of the Menu L
Bar options are duplicated on the

menus which drop-down from the Command Bar.)

Google Toolbar

v  Lock the Toolbars

Customize...

The Tools menu also has an Explorer Bars sub-menu which
allows you to switch the display of the Favorites, History and
Feeds features on or off. These features appear in a panel called
the Favorites Center on the left of the Internet Explorer screen,
as shown on page 54.



More Surfing and Searching

Internet Options

This dialogue box allows you to change many of the Internet
Explorer settings. You can open Internet Options from the
Tools menu launched from the Command Bar shown on the
previous page. The Internet Options dialogue box should open
with the General tab selected, as shown below.

e
Internet gtions
P 5

General Seunty|mv;yTCmmtiEurm]Progm]Advaud_ o

Home page

‘? To areate hame page tabs, type each address on its own line.

http://go.microsoft.comfwlink/?Linkld=69157

{ Use current Use default | Use blank N

Browsing history

‘ Delete temporary files, history, cookies, saved passwords,
and web form information.

| Delete browsing history on exit

| oeete.. || setngs |
Search |

p Change search defaullts. I Settings i

Tabs
Change how webpages are displayed in
tabs.
Appearance
Colors | | Languages ]l Fonts | | Accessibility
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Home Page

The General tab shown on the previous page includes the Home
Page settings as discussed earlier. You can assign a Web page
as your Home Page after opening the Web page on the screen.
Then open Internet Options and click the button marked Use
current. Next time you start Internet Explorer the first page you
see will be your new Home Page. As shown on the previous
page, there is a Use blank button. A blank Home Page causes
Internet Explorer to start up faster than a complex Home Page.

Browsing History

This section of the Internet Options allows you to delete from
your hard disc, the names of previously-visited Web sites listed in
your History feature. The Delete... button in the Browsing
history section allows you to get rid of Cookies and Temporary
Internet Files. These are files on your hard disc storing copies of
Web pages and other information. Web pages load faster from
your local hard disc than by downloading from the Internet.
(When browsing, to make sure you are using the latest version of
a Web page, click Refresh off the View menu on the top left of
the Internet Explorer screen.) The Settings button under
Browse History in Internet Options is used to specify how
many days previously-visited Web sites stay in the History list.

Search

The Search section of the Internet Options window shown on
the previous page allows you to change the default search
program (or search “engine”) used in the Search Bar. This bar
appears at the top right of the Internet Explorer screen, as shown
below. As discussed in Chapter 4, the search engine produces a
list of links to Web pages which all contain the keywords entered
in the Search Bar.

I g *
a7 Live Search
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When you click Settings in the Search section of Internet
Options shown on page 61, a list of the available search
providers is displayed, as shown below:

Name Status
B Bing
3 ' Google
£ Live Search Default
Safe Search
\X/ Wikipedia (en)
¥? Yahoo!

At the time of writing, Bing is the search engine provided by
Microsoft for use in Internet Explorer. At the bottom of the list
shown above is a link Find more search providers.... This
presents a list of additional search providers that can be added to
the above list in Internet Explorer.

Many users will be happy with the default search engine
provided as standard in Internet Explorer. However, Google is
currently acknowledged as the best search engine in the world,
both for speed of searching and quality of results. As discussed
shortly, Google has also expanded into other areas of computing.

Setting Google as the Default Search Engine

Right-click over Google in the above list and click Set As
Default from the menu which appears. When you click the Close
button, Google should now appear as the search engine in the
Search Bar at the top right of the Internet Explorer screen, as
shown below.
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The Google Phenomenon

Google is famous for its world beating search engine, a highly
efficient tool for finding information about virtually any
conceivable subject. Google finds highly relevant Web pages to
match the keyword search criteria you make up and enter into
the Google Search Bar. Clickable links on these Web pages then
allow you to navigate to other related Web pages.

Google was started by two students at Stanford University and
has grown into a multi-national corporation on the strength of its
ability to find relevant results quickly. This has enabled Google to
expand into other online activities such as maps, news and e-
mail. Street View in Google Maps provides panoramic views of
streets, buildings, vehicles and people made by scanning the
streets with cameras using fleets of vehicles all over the world.
Google Earth provides satellite images from all over the globe
and Google Chrome is Google's own Web browser, an
alternative to Windows Internet Explorer. Google Chrome OS is a
complete computer operating system designed specifically to
work with the Internet and to challenge the Microsoft Windows
operating system which currently prevails.

At the time of writing Google is easily the world’s most popular
search program and a new verb, “to Google”, has entered the
English language. You can start Google straightaway by entering
the address www.google.co.uk into the Address Bar, at the top
left of the Internet Explorer screen, as shown below.

|' www.google.co.uk
File Edit View Favorites Tools Help

Favorites

When you press Enter the Google page is launched in Internet
Explorer, as shown on the next page.
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- . o8 W = Pogn= Seery = Teok
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Google

T3

Geogle Seach T F ostng Lucky
Seaxch @ thewsb © pages bom the UK

2 Make Google vy search engne 5 Ivemet Explwesr Undete pow

Advertiaens Progammes  Busness Solbens  Abot Gooole U in Ceoghe.com

Make Cosgie fTy Demepsge

In the centre is the Search Bar into which the keywords are
typed; for example, if you wanted to find information about the
stormy history of the Scottish Borders, you might enter border
reivers as your keywords, as shown below.

{border reivers
Google Search |  Im Feeling Lucky |
Search: C the web © pages from the UK

The small circular radio buttons above can be switched on or off
with a single click to set the boundaries for the search — either
the entire Worldwide Web or just pages from the UK.

Click the Google Search button or press Enter to display the list
of search results, as shown on the next page.

Clicking the I'm Feeling Lucky button above bypasses the list of
search results and opens the Web page which would have been
at the top of the list of search results.
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. ot e~ Ccomale hamch - Weoes Smntbgiome-____________________— 1
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File Edt View Fovortes Took Help

Favorites
|48 bordes rewer - Googge Search | RD-Tee-
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Google e _Seach | Semoa
Sessch © the web © pages from the UK
Web  Show options Resulls 1 - 40 of about 54,398 for border reivers (0.87 seconda
The Border Reivers
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mes of the Border Reivers Relver sumames clan feuding ... Border Reivers al Amazon
www borderreivers co uiv - Cached - Smiar Save now on millkons of titles
Fwe Delvery on Orders over £5

Border Reivers A

The Border reivers aexiended thew actaes far mto enemy lemiory, Scottish rauding parties

M-anm I

www borderrelvers & Bt du Reivers Borders ireivers

As can be seen above on the lower right, there are Sponsored
Links to Web sites such as the Amazon online bookstore;
companies pay to have sponsored links placed near the top of
lists of results of searches relevant to their product or service.

Along the top of the Google search screen there is a list of
various categories, as shown below. You can either search the
entire Web or limit the search to, say, Images, Maps or News for
example.

*§ Google |
Web Images Videos Maps News Shopping Mail more v

Launching Google Directly

Right-click over the Google screen and select
Create Shortcut to place an icon for Google on
your Windows Desktop. Whenever you want to use
Google, simply double-click the icon on the
Windows Desktop. If you can't see the Desktop
because of Web pages or windows you've opened, click the
Show Desktop icon as discussed on page 53.
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Alternative Web Browsers

Internet Explorer is the most widely-used Web browser, being
supplied with Windows XP, Vista and Windows 7. However,
recent legislation in the European Parliament has meant that
Microsoft now offers a choice of browsers from other
manufacturers, as alternatives to Internet Explorer. This choice is
implemented by a “ballot screen” provided by Microsoft, from
which the user can download their chosen browser. In fact,
downloading a browser without a ballot screen is a simple
operation; just open the company’'s Web site (as listed below),
click the Download button and follow the instructions on the
screen. You might do this, for example, if you have Internet
Explorer 7 on your computer and want to upgrade to Internet
Explorer 8. The main browsers available for download are:

Browser Download from Website:
Internet Explorer 8 www.microsoft.com
Mozilla Firefox www.mozilla.com
Google Chrome www.google.comichrome
Opera www.opera.com

Apple Safari www.apple.com

Downloading a Web Browser (e.g. Mozilla Firefox)

Firefox is the closest challenger to Internet Explorer in the current
“browser wars”. You can download a free copy of the Firefox
browser after entering the following into your Address Bar, as
discussed on page 46 of this book.

www.mozilla.com/firefox/

Firefox 3.5

Free Downio_ad -
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Downloading a Web Browser Step-by-Step

The following method is based on Mozilla Firefox but the process
is broadly the same for other browsers and software in general.

¢ Click the Download button shown on the previous page.

e From the File Download window click Run to download
the Firefox Setup file. This may take 2 or 3 minutes.

e The downloaded setup file is placed in a temporary folder.

¢ In answer to Do you want to run this software? click
Run.

e The setup file, initially in a compressed format for fast
downloading, is extracted, i.e. expanded.

o You are presented with a Welcome to the Mozilla
Firefox Setup Wizard which advises you to close all
other applications, i.e. Programs, such as Microsoft Word.

o Click Next and then select Standard as the Setup type.

e Click Next and accept the location given for the files, then
click Install and Finish to complete the
process.

e An icon for Mozilla Firefox is automatically
placed on the Windows Desktop. Double-click
this icon to start Firefox at any time.

e Firefox is also listed on the Start
Menu as shown on the right. Click the
Start Button then click the Firefox
entry on the Start Menu.

Mozilla Firefox

e In Windows XP and Vista an icon J—
for Firefox is also placed on the ?: W )
right of the Quick Launch Toolbar
shown on the right. A single click
launches Firefox, as shown on page 69.
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Mozilla Firefox at a Glance
S -

e fde Youw Hgtery Sootmasks Josk ey
c ~ 9 |
# Mot Vised  Geting Sastesl & Lotest Hondines

29 Moriis fuvton Start Page

The Firefox Start Page is shown above and at the centre is the
Google search engine. Most of the main browsing tools appear in
the top left-hand corner of the screen, as shown below.

%) Moalla Firefox Start Page - Moazilla Firefox

v C 2 3 mtp//www.google.com Firefox

£ Most Visited |_| Getting Started 3, Latest Headlines
*§ Mozilla Firefox Start Page

As shown above, there is the familiar File, Edit and View Menu
Bar also including the History feature and Bookmarks. The
Tools menu is used to alter many of the settings in Firefox. On
the screenshot above, reading from the left, there are forward
and back buttons and icons to reload the current page, stop
loading a page and the Home button, next to the Address

Bar. At the right-hand end of the Address Bar is a star icon,

for bookmarking the current Web page, like adding to
Favorites in Internet Explorer. The yellow button above and on
the right presents the latest news. Firefox r o Latest Headﬁ,,es]
includes many other features such as
tabbed browsing and a pop-up blocker, as mentioned earlier in
the discussion of Internet Explorer.
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Choosing a Web Browser

This chapter has looked at the two most frequently-used Web
browsers, Internet Explorer and Mozilla Firefox. Microsoft now
provides a “ballot screen” offering a choice of browsers as
alternatives to Internet Explorer. However, as discussed on the
two previous pages, it's a simple matter to download any of the
browsers yourself. The main alternative browsers are Mozilla
Firefox, Google Chrome, Opera and Apple Safari. Any of these
alternative browsers will probably be more than adequate for
most users' needs, as indeed will Internet Explorer 8.

It's quite feasible to download and install several browsers and
use whichever one you like. This process will normally place an
icon for the browser on your Windows Desktop; if not, right-click
over the entry for the browser in the Windows Start Menu and
click Send To and then click Desktop (create shortcut).

Double-click any of the Desktop icons to start surfing the Net to
evaluate each browser. Some of the criteria to consider are:

» Ease of use and clarity of screens, menus, icons, etc.

* The speed with which highly relevant results can be found
and displayed, using the associated search engine.

e Easy to follow and useful on-screen help.

* Useful and innovative features such as tabbed browsing,
pop-up blocker and spelling checker, etc.
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Introduction

Electronic mail or e-mail is now one of the most popular methods
of communicating between people; a message consisting of text
and, if necessary, pictures is entered into a computer and sent
immediately to other computers anywhere in the world. Some of
the main advantages of e-mail compared with the traditional
letter post are:

e An e-mail travels to its destination almost instantly. If the
intended recipient is online to the Internet they can read
your message immediately.

e The same e-mal can be sent quickly to many different
people by simply clicking their names in an electronic
address book.

s An e-mail can be sent at any time — day or night.

e You don't have to make direct contact with the other
person — if they're away from their computer they will see
your message next time they read their mail.

e E-mails can be forwarded to other friends or colleagues
who may be interested.

e You can send attachments with e-mails. These can be
photographs, sound or video clips or document files
containing text and pictures, for example.

e With a suitably equipped computer you can read
important mail and send replies while you are away from
home, anywhere in the world.

« E-mails can be saved and printed out on paper.

e Many e-mail services are free of charge.
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However, there are some negative aspects to e-mail, which can
cause some people a great deal of stress:

* Some people are inundated with e-mails, many of them
trivial and unnecessary, yet still requiring answers.

e “Spam” or unsolicited junk mail may annoy you and clog
your Inbox.

e “Phishing” e-mails attempt to trick the recipient into
revealing their financial or personal details.

* An e-mail may spread a virus which can damage the files
on your hard disc.

* Some e-mails tend to be written in a hurry, perhaps with
less emphasis on style, content and grammar; eventually
this may cause a decline in traditional letter writing skills.

¢ In a face-to-face meeting with someone in the same room,
you can learn a lot from their demeanour, body language,
tone of voice and facial expressions and possibly have a
better understanding of their feelings and point of view.

In spite of these negative aspects, e-mail seems certain to
remain a major method of communication, especially where
speed is a factor. Important messages, perhaps concerning
medical information, legal matters or business negotiations can
be sent and received in minutes rather than days. For example, a
doctor can e-mail some images of a medical problem to a leading
specialist in another part of the world; a second opinion can be e-
mailed back in a matter of minutes, possibly improving the quality
of the diagnosis and speeding up the treatment.

Conversely there has been outrage when people have been
dismissed from their jobs by a brief e-mail when clearly a more
sympathetic and personal method of communication is called for.
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E-mail Software

Microsoft Windows in the past included its own e-maii client
software; this is a program used to type in your message then
send it to its destination over the Internet. The e-mail program is
also responsible for handling the messages you receive by
downloading them from the Internet. Windows XP and earlier
versions of Windows used the Outlook and Outlook Express
programs for e-mail, while Windows Vista and Windows 7 can
use Windows Mail. Windows 7 users need to download the latest
version, Windows Live Mail, from the Microsoft Web site at:

http://download.live.com/wimail

There are also third-party e-mail programs such as Eudora,
Pegasus Mail and Mozilla Thunderbird.

Types of E-mail

There are two main types of e-mail, known as POP3, (Post
Office Protocol) and Web-based e-mail.

POP3 E-mail

Your incoming messages are stored on a mail server computer
until you read them. Then they are downloaded to your hard disc
using a program such as Windows Mail or Outlook Express.
Once downloaded your messages are deleted from the mail
server. Advantages of this type of e-mail are that you can
compose new messages and read old ones without being
connected to the Internet. A disadvantage is that setting up a
computer to use POP3 e-mail is quite complicated, making it
difficult tor read your mail when away from home.

Web-based E-mail

This type of e-mail is handled using your Web browser, not
special e-mail software; you can log on to the Web and read it
using any Internet computer anywhere in the world, after entering
a user name and password. Well-known Web-based e-mail
services are Windows Live Hotmail and Yahoo! Mail.

6
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Introducing Windows Mail

This is an e-mail program introduced with Windows Vista and
available as a free download for Windows 7; Windows Mail is
known as an e-mail client and replaces Outlook Express
provided in Windows XP and earlier versions of Windows.

As shown below, you can launch Windows Mail in Vista from the
Start menu or from the Start, All Programs menu.

Your computer may already have on icon for
Windows Mail on the Vista desktop, as shown on -
the right. If not you can create an icon by right- e l
clicking Windows Mail in the Start or All @J.
Programs menu, then select Send To and click | \ijastsis
Desktop (create shortcut). Double-click this VT3]
new desktop icon every time you want to launch

Windows Mail.

Before sending your first e-mail, you need to enter details for
your new e-mail account, using information provided by your
Internet Service Provider such as BT, etc. Some typical
information for a BT e-mail account is shown below.

E-mail address: johnsmith@btinternet.com
Username: johnsmith
Password: g Lo

POP3 Incoming mail server: mail.btinternet.com

SMTP Outgoing mail server: mail.btinternet.com
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Setting Up a Windows Mail Account (POP3)

The first time you try to use Windows Mail, the setup wizard
starts up and the first dialogue box requires you to enter a
Display name, such as John Smith, for example, as you would
like it to appear in the From field on the messages you send.
After clicking Next enter your e-mail address such as
johnsmith@btinternet.com. After clicking Next again enter the
details of your incoming and outgoing mail servers. The servers
are computers belonging to your Internet Service Provider and
they handle the e-mails you send and receive. You will need to
select from drop-down menus the type of servers, such as POP3
for incoming mail and SMTP for outgoing mail. Also enter the
names of the mail servers, such as mail.btinternet.com for
example, as shown in the example at the bottom of page 74.

Finally click Next and enter the E-mail username and
Password which you set up with your Internet Service Provider,
together with the server details mentioned above.

Setting Up a Hotmail Account (Web-based)

Simply log on to MSN at http://uk.msn.com click Hotmail and
then click the Sign Up button, as shown below.

£ Windows Live
One Windows Live ID gets you nto Hotmadl, Ressemger, Xhbon LIVE — and Jther pleces you see )

Hotmad Sign ;m

a8 e y halps hoht 3
|}

Use anhenced mpcurity

You are then presented with the Sign up screen shown on the
next page.
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£7 Windows Live™ !I I— — I Il : -

Create your Windows Live ID

R gets you into all Windows Live services—and other places you see <
All information is required.

© Already using Hotmail. Messenger. or
Xbox LIVE? Sign in now

Windows Live ID: @ live.co.uk -

L ) Check av;l;)lllty |

Create a password:

Retype password:
Alternate e-mail address:

Or choose a security question for password
reset

First name:

Last name:
Country/region: ynited Kingdom -
Constituent Country: Select one -

Postal Code:

Gender: . Male Female

St

Birth year:

Characters:

The above online form is used to set up your Hotmail user name
(called the Windows Live ID here) and your password.

In this version of Windows Live Hotmail, an e-mail address will
be something like johnsmith@live.co.uk. If your chosen e-mail
address is not available, modify the address slightly and check its
availability again. After completing your personal details and
copying the jumbled verification code at the bottom, click the |
agree button to complete the new hotmail account.
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E-mail Addresses

In order to send someone an e-mail message you must know
their unique e-mail address, for example:

stella@aol.com
james@msn.com
enquiries@wildlife.org.uk
richard@hotmail.com

david@live.co.uk

The first part of the e-mail address is usually part of your name,
followed by the name of the mail server at your company,
organisation or Internet Service Provider. The part of the e-mail
address after the @ sign is known as the domain. The last part of
the e-mail address shows the type of organization and
sometimes the country, such as:

.com commercial company

.org non-profit making organisations
.net Internet company

.biz business

.co.uk UK business

.eu organizations and people within EU

E-mail programs normally have an electronic Address Book or
Contact List; this makes it very easy to enter the addresses of
your recipients when creating an e-mail. You simply select the
required e-mail addresses from the Contact List by clicking with a
mouse rather than typing them at the keyboard.
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The E-mail Process

The general method of sending and receiving e-mails is broadly
similar whether you are using a POP3 program such as Outlook
Express or a Web-based service such as Windows Live Hotmail.

The main stages in the e-mail process are as follows;

e The text of the e-mail is entered, together with a subject
and the e-mail addresses of the intended recipients.

s Any attachments are added to the e-mail; these are files
such as photos or word processing documents.

e A single click of the Send button despatches the e-mail to
all of the recipients. You are informed if the message has
been successfully delivered or otherwise.

» At this stage you can add any new recipients to your
Address Book or Contact List.

e A copy of the despatched e-mail is placed in the Sent
Messages folder.

» The people receiving the e-mail download and read the
message plus any attachments.

» After reading the emails, the recipients can delete them,
organise them into folders or print them on paper.

* A message can be forwarded on to other people who may
be interested. You can also send a quick reply by typing
on to the top of the original message and clicking Send.

Apart from the above basic tasks, an e-mail program may have
additional features such as a spelling checker, an electronic
calendar/planner and formatting tools for altering the style and
appearance of the text and background of the message.



Electronic Mail

Using Hotmail

As this is a Web-based e-mail service, log on to the
Web site at http://uk.msn.com and click the Hotmail
icon. If your e-mail address doesn’t appear on the
screen, click Sign in with a different account and
enter your address and password on the Sign in screen, which
appears as shown below.

Sign in

& Windows Live ID: jillaustin@hotmail.com
(exampleS5S@hotmail.com)

Password: eeeeceseee
Forgot your password?

On pressing Enter, the Windows Live Hotmail Home Page
opens on a tab in the Internet Explorer browser. The main folders
containing e-mails are shown down the left-hand side. Inbox
down to Deleted are Hotmail folders; Jill, Jim, etc., are created
by the user for organising received e-mails into categories.

4 Windows Live Hotmail

Hotmail New Manage Newsletters  Read our blog
Jilaustinehotmall com
Inbox (2)
Junk (10) You have aver-growing storage. Learn more
Drafts
Yo change the look of your inbox. pick a new theme from: the Optio|
Sent down menu.
Deleted (37)
M
hen Favortes Surprise me
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Creating and Sending an E-mail

From the main Hotmail screen click New; a blank message
screen opens ready for you to start entering the names of the
recipients and the text of the e-mail, as shown below.

From: johnsmith@hotmail.com v

To: : Jjillaustin@hotmail.com x

Subject:  Gardening work
0 Total size: 290.6 KB of 20.0 MB
Cherry Treejpg (290.6 KB) *

& 23 @ Verdana v 10 B I U

-
11
ves
1l

Entering the Addresses of the Recipients

First enter the names of your intended recipient(s) in the To bar
as shown above. Each e-mail address must be spelt accurately
or the message will not reach its destination. You can enter lots
of e-mail addresses in the To bar. In Hotmail there’s no need to
separate the addresses with a semi-colon, etc., as you do with
multiple e-mail addresses in some programs.

If some of the intended recipients are already listed in your
Contact List, click the To button to display the list.

Then click the small box on the left of each of the required
names, click Close and the e-mail addresses are automatically
entered into the To bar, as shown below.

from: ohnsmith@hotmail com  * Show Cc & Bec Y Suces
To austn@hotmail.com Michael Babans (enquiries@babanibooks
People Close
Subgect: | Select All »
sad 7] Michael 8abani enquines@babanibools.com
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Carbon Copies: Cc: and Bcc:

In most e-mail programs there is an option to send “carbon
copies” and “blind carbon copies” to

people other than the main | Show Cc & Bcc L7 &5mcns
recipients. To switch these features
on click Show Cc & Bcc near the top right of the Hotmail screen.
Two new bars for e-mail addresses, Cc and Bcc, appear under
the To bar. All recipients can see who has received a carbon
copy but the recipients of the blind carbon copies are not known
to the others. After entering the e-mail addresses of the
recipients, enter a meaningful word or two in the Subject bar.

Entering the Text

It's now just a case of entering the text of the message by typing
into the main panel. There is a full range of formatting tools —
bold, italic, underline, etc., bullets, numbering and coloured text
and backgrounds. You can also edit text by cutting and pasting.

& 42 3 Verdana v e B/ UEEBRITESREQEAYY
Dear Mt

Further to my visit last week te discuss the garderung work you are considenng, | have
attached a photograph of a cherry tree and one or two other shrubs which I think would

suit your location. Just double- click Cherry Tree.jpg at the top of thes page to get an idea

Inserting a Link to a Web Page into an E-mail

If you want a friend or relative to view a Web page, you can
insert a link to the page amongst the text of the e-mail you are
sending them. When your contact reads the e-mail, they
simply click the link to connect their computer to the Web
page. To insert a link, click the (o = AY 3

hyperlink icon shown above on A= -
the right. Enter the address of
the Web page after http://
shown on the right and click OK | http://

to insert the link into the text of - —
the e-mail. oK L_Czl_nc__el__ J

Address:
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Inserting an E-mail Attachment

An attachment is a file sent with an e-mail; it might be a
photograph, a financial spreadsheet or a word processing
document, for example. | have sent whole chapters of books as
attachments to an e-mail. It's just like using a paperclip to send a
photo with a traditional letter.

When you read an e-mail, any attached files are listed at the top
of the message; double-clicking the name of the file opens the
file in its associated program, such as a photo editor,
spreadsheet program or word processor.

To send a file such as photograph with an e-mail, click Attach on
the Menu Bar at the top of the Hotmail screen, as shown below:

Send Save draft Attach Spell check Richtext» ¥ §  Cancel

The following window opens allowing you to browse the files on
your computer’'s hard disc to find the file to attach to the e-mail.
In this case the photo Cherry Tree.jpg is being sent from a
folder called Garden stored on the hard disc (C:).

Click the required file name to select it then click the Open button
at the bottom right of the Choose File to Upload window. You
are then returned to the New e-mail screen where the name of
the file, Cherry Tree.jpg, is displayed at the top of the e-mail
message as shown in the extract on the next page.
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6

__To: J Jillaustin@hotmail.com
@ Total size: 2906 KB of 200 M8
ﬁ\erry Tree. pg (2906 KB) ]

& da @ verdana v 10 B/ UEBAISITREQEA
Dear 3

IFurther to my visit last week to discuss the gardersng work you are corsidenng,

The attached photographic file Cherry Tree.jpg is shown
outlined in red in the image above. Several separate files can be
attached and sent with an e-mail.

Sending an E-mail

When the text has been entered and any files attached, click the
Send button to despatch the e-mail to its destination(s). All being
well, the screen will display the statement Your message has
been sent. However, if you've entered an e-mail address
incorrectly or the address doesn't exist you will get a note in your
Inbox from the Hotmail “postmaster” informing you that the
delivery has failed.

postmaster@mail.hotm... @  Delivery Status Notification (Fallure)

If any of the recipients are not in
your contact list you are given
the chance to add them, using
the small dialogue box shown
on the right. Next time you send First name
them an e-mail, you won't need
to type in their e-mail address.
To add them to the To bar just | [ add to contadts |
click the To button and click
their name in the Contacts List
then click Close.

J] pllaustin@hotmail.com
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Receiving and Reading E-mails

All incoming mail is listed in your Inbox as shown below. The list
is displayed by clicking Inbox in the left-hand panel. The number
in brackets indicates the number of unread messages.

‘ 47 Windows Live Hotmail ’

Hotmail New Delete Junk Markas+ Moveto+ ®m

jpmgatenby@hotmatl. Sort by »
Inbox (2) postmaster @mard.hotm. @ Delivery Status Notification (Failure
Junk (12) John Smith @  Gardening work
Drafts customer.services@tesc Order Canfirmation
Sent casylet Fed up with the weather? £10 off
Deleted (48) Jacquie Lawson

New Jacquie Lawson “cveryday”

digital photogra... enquiries @babanibooks Re: Thunderbird

Messages which have attachments include an icon for a paper-
clip after their name, as in the example below.

John Smith 0 Gardening work

To read an e-mail, simply click its entry in the Inbox list as shown
above. The e-mail opens for reading as shown below.

Hotmal iew Delete runk  Mark as + oe @ >
pngatenby@hotmaldl.  Reply Reply st Forward & €

o

Junk 12) Gardening work

Dratts Joha South

Deleted (48! a h
digital photogra.

eavyel

0 my visd I e g 1have aftachedt 8 photograph of
o . k Cherry Tree jpg
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Opening E-mail Attachments

In the case of the Cherry Tree photo attached to the e-mail in
the previous example, the photograph is displayed after ihe text
of the message as soon as you open the e-mail for reading.
However, you may want to open an attachment for editing. For
example, if you are collaborating with someone on a report or a
financial spreadsheet. Then you need to open the file in its
associated program; for example, a word processing document
in Microsoft Word, a spreadsheet file in Excel.

The screenshot on the right suebrown @hotmail.com
shows an Excel spreadsheet @ 1 attachment

fle Income Expenditure
2009.xlsx as an e-mail

attachment. Click the file

name and the following dialogue box appears.

File Download s m

Do you want to open or save this file?

I': Name: Income Expenditure 2009.xdsx
_J Type: Microsoft Office Excel Worksheet, 10.6KB
From: 65.55.175.103

[ open || save | [ Cancd ]

While files from the intemet can be usefd, some files can potentially
ham your computer. F you do not trust the source. do not open or
save this file. What's the risk?

You are warned of the risks of opening or saving files from an
unknown source; always make sure your computer is protected
with up-to-date anti-virus and Internet security software as
discussed in Chapter 8 of this book.
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If you click Open in the File Download window on the previous
page, the Excel program (in this example) opens to display the
worksheet which was sent as an attachment. Then it can be
edited and perhaps sent to someone else as an attachment.
Similarly, the photo file Cherry Tree.jpg would be opened in a
program like Photoshop Elements or whatever is your default
program for .jpg photographic files.

Managing E-mails
There are several ways of dealing with e-mails which you've

received into your Inbox. The Menu Bar across the top of the
Hotmail Inbox has the following options, as shown below.

|_N_ew D_elete Junk Markas v Movetov -

Delete

Any messages you don’t want to keep can be ticked in the Inbox
list then deleted. The Junk folder contains messages deemed as
junk mail and these are automatically deleted regularly.

Mark as

This option allows you to mark messages as Read, Unread or as
a Phishing Scam if someone has been asking for personal
information.

Reply, Reply All and Forward

These options allow you to deal quickly with an incoming
message. Clicking Reply addresses the message automatically
and you type in your reply above the original message. Reply All
sends your reply to all the recipients of the message. Forward
allows the original message to be sent on to someone else.

Move to

You can create a system of folders using Manage Folders near
the bottom left of the Hotmail screen. Move to allows you to
place e-mails in these folders.
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Introduction

A few years ago, creating a Web site was a specialised task;
each page had to be built up by writing lists of instructions in the
Web page language HTML or HyperText Markup Language.
As with so many computing tasks, software has been developed
to shield the user from the more technical aspects; nowadays
programs like WebPlus allow you to create stylish Web pages
easily with all the features you'd find in a professional site. Some
programs offer a template approach in which you choose a
design from a set of ready-made Web pages. Then you simply
customise the Web page by replacing the “dummy” text and
pictures in the template with your own.

This chapter looks at two methods of getting your personal news
and information onto the World Wide Web.

The “Blog” or Online Diary

A blog or “Web log” is a journal into which you enter fext and
pictures. The blog is a very simple Web site and is easy to
create — the formatting, layout and uploading are done tor you.

Serif WebPlus

This is a reasonably priced and easy-to-use Web design
program, capable of producing professional looking results.
WebPlus can be used to produce an attractive Web site to
display your own news or to create an e-commerce site to
promote a small business and deal with orders. The latest
version of WebPlus typically costs about £60 and has many of
the features of software costing several hundred pounds. In
addition, when a new version of WebPlus is launched, Serif
usually make earlies versions available as free or extremely
cheap downloads from the Internet. At the time of writing Web
Plus SE can be downloaded free and WebPlus10 costs £9.99.




7__Your Own Web Presence

88

The Blog or Online Diary

One of the best known programs is Blogger, created in 1999 and
now owned by Google. If you log on to www.blogger.com you
are given very simple on-screen instructions for creating your
own blog. First you are asked to create a Google account by
entering your e-mail address and password and agreeing to the
Terms of Service. Then enter a title for the blog, as shown below.

8 Blogger

I
6 Name your blog |
I

NAME BLOG

Favourdte Walks

http:// pmgatenty slogspot. com
Check Avaitabill

‘e | J|

fantocke é\

Since a blog is a very simple Web site you are asked to enter the
Web Address or URL (Uniform Resource Locator). The address
of your blog will be something like yourname.blogspot.com if
this has not already been used.

Blo-;addr;s(_URL_) _htt;;7/ ypmgatenby N —.bl-oéspo_t.com
Check Availability

This is the unique Web address of your blog. Your friends and
relatives can connect to your blog by entering the URL in the
Address Bar of their browser.
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During the setup process you are given a choice of twelve Web
page designs or templates on which to base your blog.

& Blogger

CHOOSE TEMPLATE

0 Choose a template

—

8

s — - — —J

Then you're ready to start posting or entering the text of the blog,
using the Posting tab in the Blogger window shown below. This
has many of the features of a word-processor, including text in
different styles and sizes, bold, italic, bullets, numbering and a
spelling checker.

ew Pest Edit Posts Comn Moderatic

Thiez |St Abbs Head
Edit Huml  Compose

et -f- b i Y ESEE T« B o Preview

St Abbs Head must be one of the most
spectacular walks in the British [sles. It is
situated near Eyemouth in Berwickshire
Scotland, a few miles from the border with
England. near Berwick on Tweed.

The name St Abbs derives from Aebbe, a 7th ¢
Century Northumbrian princess who founded an
early Christian Community. The village of
Coldingham is nearby and there are two cafes
near the harbour at St. Abbs itself.

.

Labels tor this post:
4 @.¢. wooters, hotiday, astumn Hohdeys
"

7
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Adding a Picture to a Blog

You can insert a picture into a blog, after clicking the Add
Image icon on the Toolbar as shown on the right and
below. Browse to find the image on your computer then
click UPLOAD IMAGE to send the picture to the Web

ot~ b P EEESsE-uwyY Il o

Previewing a Blog

Click the SAVE NOW button shown below to save a draft of your
blog. When you've finished entering the text and pictures, click
Preview to see what it will look like on the Web, as shown below.

Posting a Blog

Finally click the PUBLISH POST button shown below to post
your blog on the Web for others to see. Other people can add
comments to the blog and you can view the blogs of lots of other
people. Blogs are free and can be used for any legitimate
purpose, although a blog can be closed down if it is deemed
offensive.

Pons st T ave ow-

Return to list of posts

St Abbs Head

St Abbs Head must be one of the
most spectacular walks in the
British Isles. It is situated near
Eyvemouth in Berwickshire,
Scotland, a few miles from the
border with England, near Berwick
on Tweed.

The name St Abbs derives from
Aebbe, a 7th Century
Northumbrian princess who
founded an early Christian
Community. The village of
Coldingham is nearby and there are two cafes near the harbour at St. Abbs

itself
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Creating a Web Site with Serif WebPlus

Serif WebPlus is an easy-to-use but powerful program for
designing Web pages. At the time of writing you can download a
free copy of the basic version, WebPlus SE, from:

www.freeserifsoftware.com

This free software has many of the features of programs costing
hundreds of pounds and is capable of producing very
professional Web sites. WebPlus 10 is very similar to WebPlus
SE but contains additional features for creating a Web site for an
online business (known as e-commerce). These features include
standard forms displayed on the screen, to be completed online
by customers. There are also options for managing electronic
“shopping baskets” and dealing with payments. At the time of
writing WebPlus 10 can be downloaded for £9.99. There are two
basic approaches to creating a Web site in WebPlus:

The Template Approach

This uses a ready-made template, including pictures, text,
colours and other design features. A choice of templates is
available for different purposes whether business or
personal. The user replaces the text and other content given
in the template with their own material, while retaining the
overall design and style of the template.

The Blank Canvas Approach

Using this approach you design the Web site from scratch,
starting off with a blank page onto which you add your own
text, images, colours and other design features. Extra pages
can be inserted and all of the pages connected by the
addition of links or hyperlinks, or a Navigation Bar.

These methods are discussed in the remainder of this chapter.
On completion, the Web site must be uploaded and saved on an
Internet server with a Web Address, for other people to view.
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Getting Started with Serif WebPlus

When WebPlus is installed on a computer, an icon
is placed on the Windows Desktop as shown on
the right. Double-click this icon to launch the
program. The Startup Wizard appears in the S%gat
centre of the WebPlus screen, displaying the
following options:

Use a design template.

Start from scratch.

Open a publication.

View tutorials.

As can be seen above there are options to use a ready-made
template, start from scratch with a blank page or open an existing
publication, a Web site created earlier. View tutorials displays
some very comprehensive notes in the Adobe PDF format. If you
have the freely-downloadable program Adobe Reader program
you can view these notes and print them out on paper.

Using a Web Page Template

If you choose the first option Use a design template, you are
presented with a set of ready-made templates in different styles.

%E"i! =2
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If you would like to base your Web site on one of the templates,
click the thumbnail image of the template as shown on the
previous page and then click the Open button. The template
opens in the WebPlus design screen, as shown below.

Wb 5E LD (el AN
Fie 6t Yoo bnet fomst Tadle Tosk Amsnge Windew Help
.} eda-«E3e
B Foar Pagee 51 0 Buctsn [ Loyns Guatos @ ot Uner Dol [IOmre P Coter Sctumm
- A L] w = " Cobes  Low Towvpaney Smsttws - |
[y =
. = .
13 2 s o
| e— e
— E
i e Sty Gy T Crmtven | |
»\ Moaw Poges »
- Pages [
- s [
= »& e
2
na N
& D4 Ostwm
et ra =3
- ]
O
e
2- N T | Ot |
Paressw
=
&

Down the left-hand side of the screen are various tools such as:
+ Insert text in a frame.

¥ Insert a picture e.g. from a folder on your hard disc.

|« Insert a link or hyperlink to connect to another Web
page.

n « Crop or trim a picture or image.

There are several other tools on the left-hand side including
those to insert sound clips, Navigation Bars and RSS feeds.
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Across the top of the WebPlus screen is the familiar Menu Bar
with File, Edit, View, etc. There are options for starting a Web
page on a blank sheet and opening an existing Web page that
you have created and saved.

Several icons across the top of the screen are used in the
development and final publishing of a Web site, as follows:

§ Publish the Web site to a folder on your hard disc. This
"'.": prepares the site for posting to the Internet.

Preview your Web site, i.e. see what it will look like in
6 ¥ any of your installed Web browsers such as Internet
Explorer or Mozilla Firefox.

Ir;-‘ Publish the finished Web site to the Web server
computer you have chosen to host your Web site.
The WebPlus Studio
The Studio is a panel down the

Site | Theme Graphics | > |
right-hand side of the screen and B —
Master Pages »
shows the structure of the pages
that make up the Web site. All | Paxes ¢ B QD
Web sites have a Home Page, A= tome |,
which is the first page to appear DA Aoxs )
when you launch a Web site. The D — m—
small eye icon shows that the \ A‘: L
Home Page is currently open for QA OxCoiee )
editing in WebPlus. To switch to | © (P4 Cotaa )
another page §uch as. Ol:lr Da —
Coffee, double-click the title in
the Studio.
The page title Our Coffee in the T N
Studio is now preceded by the Da 4
lc';on fc?r a.n gye. as shqwn on thg _ iDA & Our Coffee J]
right, indicating that this page is ==

now open for editing.
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The WebPlus screen now displays the Our Coffee Web page
ready for editing, as shown below.

=]

N Fie i View Dwet Fenet Tobis Teok Awempe Wendow Help ”

| han” et 53¢~ - Qe -EQéeh EHE

; Bl Foam Pages 31 0 Scnms [ Lovedt ot 99 50 Lo bt [KIComere O Cotwr St |
T3 ¥ o T S o, SO 8 T T SR L~ S ———

@2 2 e
—-— ©
Cale; Schame Caler 3
e —
L S ey o s
Mots Pages &
e e WD
ca e I
& DA =y
. Ta o g
'»I P O Cates ,
L 27 e |
T

| M Tt | Ot

Puplr 412

Master Pages

In this example, the artwork including the coffee cup at the top of
the page appears on all six of the Web pages. There is also a
Navigation Bar on every Web page, as shown below.

_ Home | AboutUs | News | Our Coftee | Contact

The Navigation Bar contains a set of links to all of the Web pages
on the site. As the Navigation Bar and the coffee cup artwork
appear on several Web pages, they are created on a WebPlus
Master Page, which can be applied to some or all of the ordinary
Web pages. Master Pages can be added and managed using the
Master Pages area in the Studio on the right of the WebPlus
screen.
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Editing a WebPlus Template
Replacing the Default Text

The text in WebPlus is contained in several separate frames, as
shown below. Select the required frame by clicking anywhere
over the text; the selected text appears highlighted with eight
blue squares, as shown on the right below.

With the text frame selected as shown above, you can now
delete the default text and enter your own, just as you might edit
a document in a word processor or desktop publishing program.

"I
= u
I :
} n n -

Replacing a Default Picture

To replace the coffee beans image shown above, select

the image and then click the Insert Picture tool shown on v
the right. You are then able to browse for the new picture

in its location on your hard disc, etc. Select the required

image and click Open. Then, keeping the left-hand mouse

button held down, drag the cursor (now in the shape of a

cross) until the new image is the correct size, as shown below.
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Starting from Scratch

Double-click the WebPlus icon on the Windows
Desktop, as shown on the right, and then select
Start from scratch from the Startup Wizard which
appears. WebPlus presents you with a blank page.

Entering Text

Click the HTML Frame Tool shown on the right and - -
enter your text in the frame in the required size and font.
[ File Edt View Insert Formst Tsble Took Amange Wwdow Help

DB s a-«BRBa~-- Dhah & Q W

e « Agenan -%m -8 /U [EEEm
Mrr—

A.n.l.n.l...l.-‘.??é:.1...-.—‘....1.4.‘.??..L..‘.~| el .:?-.u“l.“l...L.T..l.n.l.?!l_.:.A.-T.AI...A-.
-l

1
olatellose

[ -VISIT EDINBURGH

-
-

The yellow background to the text can be applied after selecting

the text frame then clicking Format and Fill... from the WebPlus

Menu Bar. Select the required fill colour and click OK.

Inserting a Picture

Click the Insert Picture icon shown on the right, then -

browse to find the picture in a folder on your hard disc.
Edrburgh mages - @ * @

R Date taken  Tags Size Rating

i o 4

Cannonjpg Castlejpg  Hoteljpg

;

If the image is not likely to need updating, switch
on Embed picture as shown on the right. This ‘:::'f:‘”
will simplify uploading and updating the Web site. | , gy e

Unk mcaure
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Now use the cross cursor as shown on the right to position
the image and, by keeping the left-hand mouse button [
held down, drag it to the required size, as shown below.

8 WebPlus SE 10 - (Site3 ] )

} Fle Ede View Inset format Table Took Artange  Window Help

DB xra @a-~BRB&a ~ - thHbh & Qo QO N
Bl Reptoce Pae [JEdtnftatoiin (B .2 = O Q@ @ '@ € | mooe Adusmerts | € Properses |
[‘;‘ Site3 * -

LT&;A- 'y ] St idery T

.0"

=X VISIT EDINBURGH
@

m' o 9 a
Av
@v
-
0-&|
£ -] ]
@~ .
=g
[
a-

LR |

Adding Extra Web Pages

From the WebPlus Menu Bar [iw« s o
select Insert and Page...; the | e

following dialogue box appears, :::; ::::”""’"‘ I
allowing you to enter a title for o S =

the new Web page, such as € rome

Places of Interest shown on the
right. You can also apply a | reemn

Master Page to the new page, | P @ B o8 b ower
such as a master page
containing a Navigation Bar. x ncel
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As new pages are added to the " Siyles | Gallery | Theme Graphics |
Web site, they appear in the site

structure in the Studio panel as .
shown on the right. The new | Pages mmd, B2 9
page cah appear before, after or €4 =
as a child (sub-page) of an
existing page. In this example, LB
Edinburgh Castle is a child of DA MC,J
Places of Interest. -

Master Pages »

Home

Inserting Links

A picture or a piece of text can be made into a link to another
Web page on your site or a link to an entirely different site. For
example, to make a link from the Home Page to the Places of
Interest page, insert a text frame with the required words

and select it. Next click the Hyperlink icon shown on the & -
right to open the following dialogue box.

Pperinks _ s — " iﬁ

Create A Hyperink To:

in the Hyperlinks window above, we would select A page in
your site and then, perhaps, Places of Interest, from the drop-
down menu next to Page name:. Click OK to create the link.
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Creating a Navigation Bar

The Navigation Bar is a horizontal [[Sic sy Geley| TheneGaphcs |5
or vertical set of links between your | jwwrwes @@ B
various Web pages, created semi-

automatically for you in WebPlus. ﬁ
First open a Master Page by
double-clicking, e.g. Master A, in
the Studio then select the style, colours and design from Theme
Graphics in the Studio. WebPlus automatically adds the names

of your Web pages to the Navigation Bar, as shown below.

Master A

Home Places of Interest Places to Eat

The Navigation Bar is part of a Master Page and this can be
applied to all of the Web pages on the site or just to selected
pages using the Master Page Manager in the WebPlus Studio.

Previewing a Web Site

To test any links and Navigation |Q -3 Yy 1
Bars, you need to preview the I

site in your installed Web il

browser, such as Internet Aﬁ_xhuml .
Explorer or Mozilla Firefox. If X Estimate downdoad time
you've more than one installed | Preview Page in Google Chrome
browser, click the small arrow [ v Preview Page in Mozilla Firefox
next to the HTML % . Preview Page in Intemet Explorer
Preview icon shown on Preview Page in Opers

the right and on the Preview Site in Google Chrome
Toolbar above right. Then select Preview Site in Mozilla Firefox
the required browser from the Preview Site in Intemnet Explorer
drop-down list as shown on the Preview Site in Opera

right. This displays your Web site
as it will appear when people open it on the Web. If necessary go
back to WebPlus and edit the pages to incorporate any
modifications arising from the preview.

100
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Saving a Web Site

While you are developing a Web site, it's a good idea to regularly
save a copy of the latest version of the site on your hard disc.
When the site is up and running on the Web it’s still advisable to
keep a local copy confaining the latest modifications.

To save a copy of the Web site click the File and Save As...
options from the WebPius Menu Bar. The file is saved with the
extension .wpp as in Edinburgh.wpp shown below. .wpp is an
abbreviation for WebPlus Project.

1D Sove As ] et
Save n Edinburgh - Q% M-
] fiame Date taken  Tags Saze Rating
-5
Recent Places ﬁ
b
- Edinburgh....
Desitop
Computer
(.
-
Network
- Eori o 20 A
Save s type: WebPlus SE She (wpp) - Cancel

To save the Web site quickly keeping details such as File
name and folder location the same as before, simply click
the Toolbar disc icon shown on the right.

Publishing a Web Site

A Web site can be published to a local folder on your hard disc or
to the World Wide Web. Publishing converts all the HTML text
files and graphics files to the final form required by the World
Wide Web. To publish a site to a local folder on your hard

disc, click the Publish to Disk icon shown on the right,
then select the destination folder and the Web pages to be
published for your site.

—_
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Publishing to the World Wide Web

This requires the following to be provided by your Internet
Service Provider or a specialist Web hosting company:

» Space on their Web server to store your Web site.

e The FTP (File Transfer Protocol) address of their server,

such as ftp://ftp.myhost.uk.net/.

* The Web address or URL (Uniform Resource Locator) of
your site, such as www.myownwebsite.co.uk/.

e Your personal Username and Password.

Full instructions for uploading your Web site should be available
from your ISP or Web host. WebPlus has its own
program for uploading Web sites, launched by clicking
the Publish to Web icon shown on the right. After
making up your own Account name, enter the FTP address of
your host Web server and also your Username and Password.
Finally enter your Web site URL and click OK. The following
window appears, from which you click the Upload button to send

your Web site up to the host server.

Manage FTP Accounts

FTP Account

| Jim's Web site

Add... | copy... || i_gdit
Settings
ftp://ftp.myhost.uk.net/
Username: Jimgatenby
Password: e0e000000e

| Upl_oid__“_ Close

_ ]_'_est

Help
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Security Matters

Introduction

The Internet has brought major changes to the lives of many
people both at work and at leisure; these include instant e-mail
communication, access to infinite amounts of information and the
ability to shop and carry out financial transactions at the touch of
a button. However, these incredible opportunities bring with them
some serious risks; the sophisticated modern criminal doesn’t
need to break into your home armed with a jemmy. The
computer felon can carry out their offences secretly from within
the comfort of their own home. Listed below are some of the
risks we run when using the Internet:

A “hacker” might gain access to your computer and
copy files containing personal or financial information.

e A virus, perhaps sent in an e-mail, might destroy files,
wipe the hard disc and cause great inconvenience.

e If you are using an unsecured wireless router,
unscrupulous people nearby can log on and use your
Internet connection.

e You may be the target of a phishing attack in which
criminals attempt to trick you into revealing details
such as bank account numbers and passwords, etc.

Although these threats are real enough, they can be overcome
by making full use of the security features within Windows XP,
Vista and Windows 7, supplemented by inexpensive third party
anti-virus and Internet security software as discussed shortly.
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The Windows Security Center

You can check all the security features in Windows

by launching the Windows Security Center. Click *}
Start, Control Panel and double-click the Security d
Center icon as shown on the right. In Windows 7

Security
click System and Security. You are recommended Center
to make sure that the main security features are
either switched On or marked OK, as shown below.

= &8

R : ¥ :
Using Windows Security Center
:Firewall = On® &

0% Kaspersky Interet Security reports that it is currently turned on.
Show me the firewall programs on this computer.

Note: Two or more firewalls running at the same time can conflict with each cther.
How does a firewall helip protect my computer?

Automatic updating On® A

As updates become available, Windows installs them for you (recommended).

Automatically installing updates can enhance the security and performance of your
computer,

How does automatic updating help protect my computer?

Malware protection One® -

Virus protection On o

P Kaspersky Internet Security reports that it is up to date and virus scanning is on.

Spyware and other malware protection On @
Windows Defender and Kaspersky Internet Security both report that they are tumed on.

How does anti-malware software help protect my computer?

This particular computer has the popular Kaspersky Internet
Security (including a firewall) and anti-virus software installed.
Windows does not include its own anti-virus software but does
include the Windows Firewall.
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The Windows Firewall

The firewall is a piece of software or hardware designed to
protect your computer from hackers and malware (malicious
software). Windows has its own firewall software which should be
turned on, unless you're installed an Internet security package
such as Kaspersky, Norton, F-Secure or McAfee.

Turning Windows Firawall On

Select Start, Control Panel, then double-click Windows
Firewall and click Change settings. If necessary click the
circular radio button to make sure Windows Firewall is On. In
Windows 7 select Start, Control Panel, System and Security
then Windows Firewall

a Windows Firewall Settings W

General | Exceptions | Advarxed

(o) Windows Frewal is helping to proteét your computer:

Windows Firewall can helg prevent hackers or malicious software from gamnng
access to your computer through the Internet or a network.

0 @ On (teconmﬂdgd}
This setting blacks all outside sources from connecting to thes
computer, except for those unblocked on the Exceptions tab.
" Block all incoming connections
Select this option when you connect to less secure networks. Al

exceptons will be ignored and you will not be notified when
Windows Firewall blocks programs.

@] off (not recommended)

Avoid using this setting. Turning off Wirdows Firewal vall make this
computer more “sulnerable to hackers or malioous software.

Tell me more about these settings 1

—_
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Automatic Updating

Windows Update provides regular modifications to the Windows
operating system; these modifications are often designed to
make the system more secure or improve performance and
usually take the form of a small piece of software or “patch”.
Windows Update allows you to schedule your computer to
check for the latest updates and download them to your
computer from the Internet.

Windows Update can be launched from the Start - )
menu; click Control Panel and double-click the | | "‘}
Windows Update icon shown on the right. The
Windows Update screen opens as shown below | Windows
and displays the status of your updates. In Windows Updste
7, select Start, All Programs and Windows Update.

= _L“Jq

Windows Update

# Download and install updates for your computer

Alio available: 8 optionsl updates

Abways install the latest updates to enhance your computer's
secunty and performance.

Totak 3 important updates, 242.3 M8 =rore

Most recent check for updates:  Todey at 08:37

Updates were installed: Today at 08:30. View update hestory

You have Windows set to: A ically install new updates every day at 09:00
(recommended)

You are informed when Windows Update last checked for
available updates and the date when updates were actually
installed. Check for updates above on the left-hand side allows
you to carry out an immediate, unscheduled check for available
updates. Some updates are optional while others are essential.

Change settings, shown on the left of the image above enables
you to schedule automatic daily or weekly checks for updates, as
shown on the next page.

6
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Choose how Windows can nstall updates

When your computer is online, Windows can automatically check for important updates and install them
using these settings. When new updates are available, you can also install them before shutting down the
computer.

Und i Wi tomatic uodati

G oty scommendec)
Install new updates:
- -, — — -
[Every day -~ a(o00 -
Download updates but let me choose whethes to install them

Check for updates but ket me choose whether to downioad and install them

,Q Never check for update- (not rec ded)
} Your computes will be more vulnerable to security threats and performance problems without
latest updates.

The circular “radio buttons” above allow you to choose whether
you want automatic installation of updates or to control the
downloading and installation yourself.

Clicking View update history shown on the left of the image on
the previous page shows the updates that have been installed on
your computer. The list can be scrolled to view almost an entire
year of updates.

- = = —= = 19_1@1
& » Control Panel » Wandows Jpdate ¢ Voew update hatory "o [+9 |[ secren e
e - =R = =
Review your update history
Meke sure all important updates have been successhully instalied. To rermove an update, 9o to [nstalied Upsdates.
Troubleshoot p with g updates
Narne Status Type Date instalie
becurity Update for Windows Vists (KBO73507) Succrsshal Important 13/082000
becurity Update for Windows Victs (KBST1657) Successtul  Important 13/08/2009
becurity Update for Wandows Vista (KBIS6744) Succesntul  Important 13/08/2009
becurity Update for Wandows Vista 0971557 Succestul  Important 13/08/2008
fecurity Update for Windows Vists (B073540) Successhul Important 1308, 2000
ipdate for Windows Meil Junk E-rmail Filker [Augrast 2000] 03905806} Succeusiul Fes ommendes 13082009
Windows Malicious Software Removel Tool - August 2000 (EES0830) Successful Imponant 13708, 2009
el Update for Dx - KERE X7 ion 1531007 8) Successtul Important 11/08,/2008
Microsolt NET Framework 35 Servace Pack ) smd NET Framework 35 farndy Updete 08...  Successful Imgportant 0908, 2005
Updute for Det - KBRS0 hon LE3 A2 0) S cesshul Imponant &7 08/ 2009
Updste for - KRG 5587 1838128) Successtul Important 04 /D 2005
el Update for - KT ST ion 1 £3.604.0) Successful  lmporntant 314072008
Secunty Undate ioc Inteenes At Windeus ista (KRIV6N 5 T 3000 008 |
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Malware Protection

Malware is an abbreviation for malicious software and refers to
computer viruses and other malevolent programs; the computer
virus is a small program written for the purpose of causing
damage and inconvenience. In the worst case it might cause the
entire contents of a hard disc to be wiped.

Malware protection Ong (a

Virus protection On @
X Kaspersky ntemet Security reports that it is up to date and virus scanning is on.

Spyware and other malware protection On @
Windows Defender and Kaspersky Internet Security both report that they are tumed on.

The Malware protection extract from the Windows Security
Center in Windows Vista shown above reports on the status of
any Internet security and anti-virus software installed on your
computer. It's essential that you have an anti-virus program
installed and this should have a database which is regularly
updated with the latest virus definitions. Then the program can
detect and destroy the latest viruses as well as many thousands
of older ones.

Well known providers of anti-virus software include Kaspersky,
Norton (Symantec), McAfee, F-Secure and AVG. Many
companies also produce complete Internet security packages
which include anti-virus software as well as firewalls and
protection against spyware -~ software designed to collect
personal information from a computer.

Anti-virus/Internet security packages typically cost £20 ~ £50 and
this usually includes the software on CD or DVD and a year's
updates of virus definitions. Updates are normally downloaded
automatically from the Internet. Many companies now allow one
software package to be legally installed on up to three
computers. Subscriptions to an anti-virus package are normally
renewed annually.

8
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Kaspersky Internet Security

The Kaspersky software package gives total protection for your
computer including anti-virus software as well as protection from
hackers and “spyware”. Spyware is illegal software installed on
your computer via the Internet. This can monitor your Web
surfing, detect passwords, etc., alter settings and take control of
some aspects of your computer. Kaspersky Internet Security can
currently be purchased for under £30 and may be installed on up
to 3 computers running Windows Vista or XP.

o B
Kaspersky
nternet Security 2009 N T e
W : == Protection
Anti-Malware Protection of computer data against mabware, intarnet fraud and
unauthorized aCess
System Security
Online Security e
Content Filtering * Anti-Malware _‘ Online Security
v
Q Scan
System Security Content Fikerng
e a8 |
Quick Scan ¥
s
-
“ Update mﬁﬂ:\m Up to o
Quasantined objects:
» Connedled networks
. License Applications under controt

As shown above, Kaspersky Internet Security protects files from
viruses and there is a Firewall to keep out hackers. The
Kaspersky database of known viruses is automatically updated
on your computer when new viruses are discovered. Links within
e-mails to known phishing sites are automatically blocked.

-
[{e]
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Phishing

This is a scam in which the fraudsters try to make you reveal
personal financial information like your bank account and credit
card numbers and passwords. The fraud often takes the form of
an e-mail which may ask you to click a link to a Web site. This
Web site may be a forged copy of a genuine bank or credit card
company site and may look very authentic. Next you are asked to
enter your personal details to “update” your records; the criminals
can then use your credit card or steal money from your account.

Genuine banks and other organisations state that they never
ask you to “update” or “verify” your account details by e-mail.

Web browsers like Internet Explorer and Firefox have security
software to detect suspicious Web sites and check them against
lists of known phishing sites. In Internet Explorer 8 select Tools
and SmartScreen Filter, and make sure the SmartScreen Filter
is turned on, using the Turn On option shown below.

SmartScreen Filter » Check This Website
Tum On SmartScreen Filter...
Report Unsafe Website

Mozilla Firefox has phishing protection turned on by default and
you can check the settings by selecting Tools, Options and
Security... from the Firefox Menu Bar.

¥| Wam me when sites try to install add-ons [ Exceptions... |

[¥] Block reported attack sites
¥| Block reported web forgeries

To prevent blocking sites which you trust and know to be
genuine, their Web addresses can be added to a list of safe sites
after selecting the Exceptions... button in Firefox, shown above.
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Wireless Network Security

Wireless broadband routers have greatly improved most people’s
Internet experience but, without adequate precautions, your
network of one or more computers may be insecure. This is
because anyone, such as a near neighbour with a wireless-
enabled computer or someone in the street with a wireless
laptop, may be able to detect your network and use your Internet
connection. As shown below, my computer has detected my
BTHomeHub plus two networks belonging to neighbours. One of
these is about 30 metres away and is listed as an Unsecured
network in the Connect to a network feature in the Windows
Network and Sharing Center, as shown below.

Disconnect or connect to another network

Show |All - b9

§' BTHomeHub-S7T78  Connected
5! whitebox Security-enabled network

&‘! Walker's network Unsecured network

(o) (e

Although a firewall should stop anyone getting access to your
computer and its files, it's possible for a determined hacker to
intercept your network “traffic”, including for example, files which
you have e-mailed.

Making a home or small business network secure usually
involves setting up a wireless key, or password. Also data files
(such as financial spreadsheets) are encrypted i.e. scrambled to
make them incomprehensible to any hackers eavesdropping
within the range of your wireless network signals.
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Summary: Security Matters

Use the Security Center in Windows Vista, XP and
Windows 7 to turn on the Windows Firewall to prevent
hackers from getting access to your files. Alternatively
install a firewall from a 3" party company as part of a
complete Internet security package. This should also
include protection against spyware and phishing.

Install anti-virus software which is regularly updated to
detect and eradicate the latest viruses. (This may be
part of an Internet security package mentioned above).

Make sure that Automatic Updates is turned on in the
Windows Security Center, so that you automatically
receive the latest modifications intended to improve
Windows security and performance.

If using a wireless router, make sure it is on a secure
network which uses encryption and requires a
wireless security key to gain access. Otherwise
people nearby can log on to your Internet connection.
The Web site for the manufacturer of your router should
explain how to make your network secure.

Never disclose bank account details or passwords, etc.,
in response to an apparently genuine e-mail or a Web
site purporting to be from a bank or credit card
company, etc. Make sure your computer has protection
against this activity, known as phishing. Genuine
banks don’t send e-mails asking for such information.

Make sure passwords and “memorable” words used to
access your accounts are obscure and cannot easily be
guessed; passwords should be changed regularly.

Try not to stay logged on to your bank account any
longer than necessary; don't walk away and leave the
computer online to the Internet.



A Glossary of Internet Terms

Access
Point

ADSL

A wireless connection, e.g. in an
airport, enabling a computer to connect to the
Internet.

Technology used to deliver a fast broadband
service over copper telephone wires, using an
ADSL modem. (ADSL stands for Asymmetric
Digital Subscriber Line).

Broadband A fast Internet service using modified telephone

Cookie

Dial-up

Download

E-mail

Encryption

Favorites

Fibre optic
cabling

exchanges and, in some areas, fibre optic cables.

A small piece of text stored on your computer by
your browser, recording details about your
browsing habits.

A relatively slow Internet service, largely
superseded by broadband.

Transfer information and files from an Internet
server to your computer; for example, e-mails,
music, photographs, videos and computer
software.

Text messages sent between computers; e-mails
can include attachmenis - files containing
images or documents, etc. E-mail may be Web-
based, such as Hotmail, or POP3, which uses
special mail servers.

Encoding data so that it can’t be read if
intercepted.

A list of links in a Web browser which connect to
Web sites which the user has “bookmarked” for
future reference.

Special cabling used for very fast broadband
services instead of the standard copper cables.
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Firewall

Google

History
Home Page
HTML
Internet
Internet

Explorer

internet
Service
Provider

Keywords

Link or
Hyperlink

Megabit

Microfilter

Software in Windows and Internet security
packages to prevent unauthorised entry to a
computer; a hardware firewall is built into some
wireless routers.

The most popular search engine; also Google
Earth (satellite images and Street View), Google
Maps, Google Chrome (browser) and Google
Chrome O.S. (operating system).

A list in a Web browser containing links to Web
sites visited on previous days.

The first page you see at the start of a session.

Hypertext Markup Language used to create
Web pages, manually or using page design
software.

Millions of computers connected globally by
phone lines, satellite links and wireless.

Microsoft Web browser used for searching for
information and displaying Web pages.

Company providing Internet connections for
customers via their Web servers, e.g. BT,
AOL, Virgin. Some ISPs provide content, such
as news and information.

Relevant words typed into the Search Bar of a
Search Engine when looking for information.

A piece of text or a picture on a Web page which
can be clicked to open another Web page or
Web site.

A million bits (binary digits 0 and 1). A measure
of broadband speed, e.g. 8 Mbps (Megabits per
second).

Small “splitter” device allowing broadband and a
telephone handset to be used simuitaneously.



Modem

Netbook
Online
PDF File

Phishing

Plug-in

Pop-ups

RSS feeds

Search
engine

Security
key

Server
Spyware
Tabbed

browsing

Uploading

usB
dongle

A device which enables binary data from a computer
to be transmitted over telephone or television cables.

Very small, inexpensive but capable laptop machine.
Connected to the Internet.

Format usec for document files which can be read
on any computer using free Adobe Reader software.

A scam e-mail which tries to obtain your bank
details, etc., often involving a fake bank Web site.

A small program, (normally a free download), used
to play videcs, music and animations. Examples
include RealPlayer and Macromedia Flash.

Small advertisements which appear unexpectedly.
Some browsers contain built-in pop-up blockers.

Newsflashes or updates to the Web page content
which appear automatically on some Web sites.

A program such as Google, Yahoo! and Bing, used
to find information based on a keyword search.

A string of characters which must be entered before
a computer can connect to a secure wireless router.

A computer on the Internet to which users connect to
obtain information and to download or upload files.

Malicious software which secretly monitors users’
activity.

Opening several Web sites in a single window with
tabs enabling fast switching between Web sites.

Sending files and information, e.g. e-mail, music and
photographs, from your computer to an Internet
server.

A device which plugs into one of the rectangular
ports (or sockets) on a computer.
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Virus

Web
address

Web
browser

Web page

Web site

WiFi

WiFi
hotspot

Windows
Update

Windows

Wireless
network
adaptor

Wireless
router

World
Wide
Web

Small malicious program (malware) causing
damage to files and inconvenience, often sent in
an e-mail.

A string of letters and dots which identifies a Web
site. For example, www.babanibooks.com.

A program, e.g. Internet Explorer, Mozilla Firefox,
which finds and displays Web pages.

A single "sheet” on a Web site containing text,
pictures and links to other Web pages and sites.

A set of Web pages on a Web server, usually
representing an individual or organisation and
accessed by its unique Web address or by
hyperlinks.

An international standard agreed for wireless
devices, aimed at improving compatibility.

A wireless access point in a hotel, etc.,
providing a connection to the Internet.

Regular downloads to your computer of latest
modifications to Microsoft Windows.

The most widely used computer operating
system, software which controls the computer.

An internal expansion card or a plug-in “"dongle”
enabling a computer to connect to the Internet via
a wireless router or wireless access point.

A device which allows several “wireless-enabled”
computers to share a single Internet connection.

Millions of Web sites on the Internet, each site
containing one or more Web pages.
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T
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especially written for the over 50s, will help ysu achieve this in ar easy and
enjoyahle way. R has been written in plain English, avoidieg wchn cal jargon
wherever passible and is printed in full colour on high quality non-reflective
paper for easy reading.

This baok is suitable for users of PC deskiop machines, laptops anc the btesc
smexpensiv2 nethook computers and covers Windows XP. Visca and Wndows 7.

Among the many useful topics covered are:

© An in-rodection to the Internet and the Wo-ld Wide Web and their nany
diverse uses.

e Everyhing you need to know to get started on the Internet

e Choosing an Internet Service Provider an¢ making a coanecton tc the
Internet.

o Usirg a Web browser such as Eoogle to s2erch for irformaticn on any
ccreervabie subject.

o Bookmzrkmg Web pages for future use and using the toels availzble ir the
Internet Exalorer browser.
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