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First Click is a BBC Learning campaign to encourage 
those aged 55 and over*, who currently do not use 
the internet, to understand and enjoy its benefits.

Delivering the benefits of emerging communication technologies and services 
is one of the BBC’s core public purposes. Simply put, the BBC has a remit to 
promote the advantages of media literacy.

So what does media literacy mean? Media literacy is the ability to understand 
and use different types of media and technologies in an effective way – from 
computers, mobile phones and digital TV to learning how programmes are made 
for TV and radio; and how to use the internet to share photos or shop online.

Research shows that many people aged 55 and over feel they lack the 
confidence and skills to use such media. They often have a poor understanding  
of what technology, and in particular the internet, can offer them.

First Click aims to reduce the anxiety that these people may be feeling about 
computers and the internet and tackles some of their perceptions that it’s for 
younger people and is too confusing.

This is why the BBC has created the First Click beginners’ computer course to 
take participants through the first and essential steps of using computers. The 
course is designed to show them how easy computers are to use and to show 
them how the internet can help them to stay in touch with family and friends; 
explore interests; find out useful information and even save them money.

In this course leader’s guide, you will find ideas and advice to help you plan and 
promote a First Click beginners’ computer course, along with a series of topics 
to help participants understand computers and the internet. Each topic includes 
clear learning outcomes and a simple step-by-step approach, with links to 
practise activities on the BBC WebWise site.  

How you deliver the course is up to you. You may wish to work through  
topics one at a time or run a number of topics one after the other to create  
a longer session.

With your support, and the help of this course leader’s guide, our hope is that 
the First Click beginners’ courses will help people get the confidence and skills 
they need to get online – one click at a time.

* Approximately 7.2 million or 69% of all adults 15+ who are not online. Source BBC: Encouraging Home 
Broadband Adoption July 2009 

Disclaimer: The BBC has created First Click materials to help support partners to run beginners’ courses 
to using computers and the internet. The courses where these materials will be used will not be run or 
delivered by the BBC.

introduction: About the course
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introduction: Planning to perfection

It doesn’t matter if your space is big or small, formal 
or informal; or whether you’ve run events in the 
past or this is your first time. As long as you have 
a computer (or a few more), have access to the 
internet and want to help older people to feel more 
confident using computers and the internet; you can 
run a First Click beginners’ computer course.

When planning your course you may need to consider:

• People – particularly the roles that need to be filled, whether by one 
person or different people

• Space – the requirements for the space to host the course

• Promotion – using a variety of methods to encourage as many 
people as possible to take part

• Preparation – what to do in the weeks just before the start of the 
course to make sure everything is in place

People

• We’ve suggested the roles you need to consider when planning your course. 
Don’t worry if it’s just you! One person can have several roles but depending 
on the size of your venue and group you may want to think about getting 
some helpers

• Course Organiser – this is the person who makes it all happen. They don’t 
have to be a computer or event expert, but they do need to be organised. 
Their role is to plan and co-ordinate all the elements to ensure the course 
runs smoothly

• Course Leader – the Course Leader and the Course Organiser may well 
be one and the same. Their role is to make people who come along to 
the sessions to feel welcome and reassured. It’s good if this person is able 
to explain computer concepts clearly and with a minimum of jargon and is 
familiar with the computers and software they’ll be using

• Confidence Builders (volunteers) – these are individuals who are familiar 
with using computers and the internet and can act as powerful advocates and 
reassure people who may be nervous

• Technical Helper – this is the person who can check the internet connection 
and equipment before the sessions and make sure that it is working properly; 
and deal with any technical problems on the day

2 introduction for course leaders
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introduction: Planning to perfection

space

As we’ve already said, a First Click beginners’ computer course can be held just 
about anywhere that has a computer and an internet connection – from libraries 
and UK online centres, to leisure and community centres and social clubs.

Think about the space you have and simply work with what you’ve got!  

it’s always important to consider:

• Access – for wheelchair users, disabled parking and hearing induction loop 
users. However, don’t give up on the idea of running an event because  
you’ve got steps or don’t have a loop system. Instead think, can you open  
an entrance that avoids steps? Can you borrow a ramp? Can you bring in  
a sign language interpreter?

• Facilities – consider the layout of the room, the numbers of chairs, tables and 
equipment needed. Other useful items to think about include refreshments 
and toilet facilities

• Equipment – you don’t need the latest model of computers or laptops, but an 
internet connection is essential. A broadband connection is much better, but it 
does not need to be a high-speed one

• Health and safety – ensure that you have access to a first aid kit and make 
sure you know the health and safety policies for the space you are using.  
For example, make sure you know where the fire exits and evacuation 
meeting points are

Promotion

Successful communication is key.

• Make sure your message is relevant to beginners and focuses on the  
benefits to them. For instance, the course is not simply about understanding  
a computer, but will help people learn to use email to stay in touch with  
family and friends

• Think about a variety of communication and promotion methods

Format Benefit

Posters are highly visible. Leaflets are portable and 
can support posters. Make sure posters and leaflets 
are displayed in places that people frequently pass by.

A chance to win over people face to face and  
really sell the benefits. By talking to people, you 
can put them at ease and can start to build their 
confidence early.

Posters and leaflets

Word of mouth
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introduction: Planning to perfection

Format Benefit

Local press are often looking for stories on local 
matters and may be willing to promote your course.

Appeals to friends and family of non-users of the 
internet. Tailor your message to target people who 
may know someone who doesn’t use computers  
or the internet.

Local press

Website

ideAs 
box

To spread the word, why not ask your local GP surgeries, 
hairdressers or Post Office to display posters and leaflets 
for your course? You can print off extra copies from  
www.bbc.co.uk/connect/campaigns/partnersform

Preparation

This planning checklist has been put together to help ensure that you have everything in place 
to run your course.

Two weeks before the event/course:

 Start promoting your course

  Arrange and agree roles of people supporting the event. If you have a number of people 
helping, it may be useful to have a rota and role descriptions

 Ensure you have all the equipment you need and that it is working properly

  Ensure the internet connection is working and can access the BBC First Click and 
WebWise websites

  Make sure everyone involved with the event has familiarised themselves with the lesson 
plans and WebWise online lessons

  Organise signs around the space. Use large print, with arrows, to make it clear where 
toilets, refreshments and fire exits are

 Check access for people is as good as you can make it

 Check that you have supplies and equipment to provide refreshments

 Prepare sign in sheets and handouts

  Make name badges – it’s worth having name badges for everyone who is helping; they let 
participants know who they are talking to

  Get promotional resources ready

4 introduction for course leaders
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introduction: Planning to perfection

on the day:

  Check equipment and that the internet connection  
is working

  Check fire exits are clear and that there are no trip hazards 
or obstructions

  Check that staff and volunteers are wearing name badges 
and know what their roles are

  Check signs directing people to toilets, refreshments and 
exits are in the right places

  Check on refreshments

  Be ready and welcoming and show people the way to their 
seats and offer them refreshments 

  Depending on whether you’re running a drop-in style 
session or have pre-booked participants, you may have 
queues on the day. Write down names and give out 
appointment cards, which can be found in the Appendix  
of this guide

 Have handouts ready

  Ensure each participant receives a copy of their First Click 
beginner’s guide

5introduction for course leaders
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Welcome:  Finding out more about  
your beginners

Aim

What you 
need to 
prepare

To address the barriers and lack of confidence 
that older people may have about computers 
and the internet and to explain what topics 
they will cover as part of their First Click 
beginners’ computer course.

• A suitable space where people can sit 
down and chat

• Refreshments e.g. tea or coffee to keep 
the event and the setting informal

• Computers switched on, checked  
to ensure they are working and open  
on the BBC First Click website –  
www.bbc.co.uk/firstclick

• Health and safety checks to ensure 
people can move around safely

• Friendly staff and volunteers to meet  
and greet, chat to people about the event

• Photocopies of the ‘Likes, Thinks, Wants’ 
handout, which can be found in the 
Appendix of this guide

• First Click appointment cards which can 
be found in the Appendix of this guide 
and can be photocopied

• Copies for participants of the First Click 
beginners’ guide

• Pens and highlighters

7Welcome and confidence building
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The ‘Finding out more about your beginners’ session 
includes a suggested structure and top tips to make  
it a success. You may wish to hold a less structured 
event or run drop-in sessions over a longer time period. 

Whatever you choose, it’s important that people have 
a chance to chat to each other and staff as part of  
the event. This will help them find out more about 
what it involves, start to feel confident and raise any 
concerns informally.

important!

This session will give participants an 
opportunity to:

• Meet other beginners so they realise they are  
not alone

• Hear from other people like them who now use 
computers and can share their own experiences

• Talk about what they would like to achieve  
e.g. emailing family and friends or downloading 
photos 

• Find out about the benefits of using computers 
and the internet

• Familiarise themselves with the venue and 
equipment and meet support staff

• Find out what to expect on the course and sign 
up for the next session

session 
objectives

Welcome:  Finding out more about  
your beginners

8 Welcome and confidence building
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brief staff and volunteers on the aims of the event, what will happen and 
their role.

offer refreshments; introduce people to each other and encourage them to 
talk to staff about what they want to achieve and concerns they may have. 

explain that this is an opportunity to find out more about BBC First 
Click and the benefits of using computers and the internet.

introduce the staff and volunteers and say they are happy to answer 
any questions people may have.

give out the ‘Likes, Thinks, Wants’ handouts and ask participants to think 
about their answers and fill them in. You can find the handout in the 
Appendix of this guide. You can photocopy the handout to give to each 
beginner on your course.

example Tahira says she:
likes

• Doing things with 
my family

• Cooking 

• Photography

 Thinks

The internet could 
help me find useful 
information about 
evening classes to 
learn more about 
photography.

 Wants

I’d like to know  
how to set up an 
email account so 
I can stay in touch 
with my son.

suggested 
step-by- 
step format

PleAse 
NoTe

The handouts are designed to stimulate participants to 
think about what they would like to achieve. It does this 
by inviting them to think about their interests and what 
they like doing (Likes), what they think computers and the 
internet can help them do (Thinks), and what they would 
like to learn to do on the computer and internet (Wants). 
You may wish to give an example:

Welcome:  Finding out more about  
your beginners

9Welcome and confidence building
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Ask participants if they are feeling confident enough to share their 
answers with the group and rate their own skills out of 10. If possible give 
examples of the benefits of using computers and the internet in response 
to participants’ feedback. For example, if a person mentions they would 
like to be able to use email to keep in touch with their family, explain that 
they will also be able to exchange photographs.

explain what will be covered in their First Click beginners’ computer 
course, and what people should expect to get out of it. Stress that the 
course takes you one step at a time and addresses some of the common 
fears or barriers people may have.

give out the appointment cards with the date and time of the  
next session.

suggest to participants that if they want, you can 
support them to have a go on the internet using the 
First Click website, so they have a small taster before 
they leave.!

encourage 
questions and 
feedback from 
participants.

Welcome:  Finding out more about  
your beginners
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Welcome: Explaining computer jargon

Aim

What you 
need to 
prepare

To break down some of the 
barriers when it comes to 
understanding the ‘language’  
of computers.

• A flipchart or equivalent

• Review the WebWise glossary of useful terms  
at www.bbc.co.uk/webwise/a-z

by the end of this session participants 
will be able to: 

• Recall key words of computer jargon

• Use metaphors to describe key functions  
of a computer

learning 
outcomes

You may find participants have questions or 
concerns about computer jargon. This is a suggested 
session which you may find helpful to run to help 
break down some of the barriers to understanding 
the ‘language’ of computers. Your beginners will 
have a glossary of computer jargon in their guides 
to which they can refer to at any stage of the course. 

PleAse 
NoTe

11Welcome and confidence building
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Welcome: Explaining computer jargon

explain what the session will cover and go over the learning 
outcomes. 

Ask participants to turn to the ‘Jargon Buster’ section in their 
beginner’s guide, where they will find a glossary of useful  
computer terms.

explain that thousands of new words enter the English Language 
all the time. The internet has had a profound impact on language 
in the last 10 years. Some entirely new words, such as the verb ‘to 
google’ (or look something up on a search engine) have come about 
because of the internet. However, it is much more likely that the 
‘new’ words you will come across when learning about computers 
will have been ‘hijacked’ from common, everyday language.

Ask participants to share any words relating to computers that 
they may have heard or used before. These can be written up on 
the flipchart or equivalent in one column.

Prompt with some examples such as: application, shortcut, 
browse, file, desktop. You may like to write these up on a flipchart 
or equivalent.

Ask participants if they can identify any similarities between the 
words relating to computers and words they use in everyday life. 
Are the group surprised by the number of words that already 
exist in the English Language – but have a slightly different meaning 
when used in the context of computer terminology?

suggested 
step-by- 
step format

You may wish to ask people to work in pairs or 
small groups and for each of the words, ask them 
to come up with their own way of explaining to 
someone new to computers what each one means. 
For example, the start button is like a ‘launchpad’.

ideAs 
box

it’s like 
another 
language  
… or is it?
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Welcome: Explaining computer jargon

explain that metaphors can really help to better understand a 
new concept or idea. The trick is to relate the new terminology  
to an action or concept in everyday life. For example, by clicking 
on a ‘shortcut’ button on a computer, this takes you directly to a 
file, folder or program. This can be equated to taking a direct route  
(or shortcut) whilst walking in order to save time.

Ask participants to turn to the ‘Jargon Buster’ in their guide.  
Working in pairs or groups, they are to select one word, or 
concept, from the guide and prepare a short explanation of the 
word, using comparisons, or metaphors in 10 minutes. Invite 
participants to share their explanations with the wider group. 

Ask participants to contribute further ideas, or suggestions, on 
how they might use metaphors or comparisons to understand new 
concepts and terminology that arise from learning about computers.

The magic 
of the 
metaphor

13Welcome and confidence building
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1.1 Switching on your computer 

1.2 Using a mouse  

1.3 Desktop and icons 

1.4 Using a keyboard 

1. using a computer 

“ i really want to 
use the internet, 
but i need to 
get to grips with 
some computer 
basics first”
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Aim

Note

Your beginners will have a section  
in their guides which explains how  
to switch on a computer and outlines 
the main differences between a 
desktop and laptop computer.

In most cases, course leaders will have switched on 
all computers and checked connections before the 
beginners arrive.

1.1: Switching on your computer

1. using a computer 15
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1.2: Using a mouse

Check whether participants are right or left-handed. If they are left-
handed, explain that they can move the mouse to the left-hand side 
of their keyboard where it may feel more comfortable and that 
they may find it easier to use their middle finger for clicking the  
left button. 

It is also possible to change the settings on the computer so that 
the buttons on the mouse are reversed. The settings for the mouse  
are normally found in the control panel of the computer.

Aim

What you 
need to 
prepare

important!

To help participants to use  
a mouse so they can control  
the computer.

• Computers turned on and each mouse checked  
to ensure they are working

• Create an empty folder and call it ‘Using a mouse’

•  A Word document or equivalent containing a 
hyperlink to the BBC WebWise game Clicky 
Mouse, www.bbc.co.uk/webwise/courses/
computer-basics/lessons/clicky-mouse-game 
loaded onto the desktop for opening during the 
session

• A spare mouse to demonstrate how to hold  
(not essential)

by the end of this session participants 
will be able to:

• Explain what a mouse is and what it does

• Recall the different shapes the cursor can take

• Demonstrate how to select, open and drag and 
drop items using the mouse

learning 
outcomes

16 1. using a computer
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1.2: Using a mouse

explain what the session will cover and the learning outcomes.

Ask participants to turn to the ‘Using a mouse’ section of their 
beginner’s guide.

explain that you are going to show participants how the mouse 
works so that they will feel confident in being able to use it.

 

explain the mouse is one of the main ways to control your 
computer. It allows you to point at things you want to use,  
open them up and move them around.

Prompt participants to answer the question:

“Why do you think it is called a mouse?”

explain most mouse designs have two buttons – a left button 
and a right button. 

To work, a mouse must be flat on a surface and with the ‘nose’  
of the mouse, the end that has the buttons, pointing towards  
the computer.

explain and demonstrate that to hold the mouse, you rest 
your hand over it and put the index finger on the left button and 
rest your thumb on the side of the mouse. 

explain that in this session you are going to focus on using the 
left button. 

reassure participants not to worry if they click the right button 
– all they need to do is click the left button again.

explain that as you move the mouse it moves a pointer or 
‘cursor’ on the computer screen. If you move your mouse to the 
left, the cursor will move to the left on the screen. If you move the 
mouse back towards you, the cursor will move down the screen. 

Ask participants to move their mouse around and watch the 
cursor move.

suggested 
step-by- 
step format

If you have a participant that is left-handed, explain 
they may find it easier to use the middle finger for 
clicking the left button or to move the mouse to 
the other side of the computer.

PleAse 
NoTe

What the 
mouse is for

171. using a computer
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explain that the cursor also changes its shape depending on 
what you are doing.

recap: The purpose of this part of the session was to look at 
what the mouse is for.

explain you can use your mouse to do a variety of tasks on  
the computer.

explain that you can  select  things on your computer by moving 
your cursor over the item and clicking once on the left button of 
the mouse. You just need to click and let go. You know when your 
cursor is in the right position as it will highlight the item. When you 
have selected something it will stay highlighted. 

Ask participants to have a go at selecting the Word document 
icon (or equivalent) on the desktop. Explain that this is a type of 
file that contains written information.

explain when you want to  open  things, you need to double 
click on the left button. You can use this to open things such as 
the folder. You need to double click quite quickly – think about the 
‘knock, knock’ you do on a door to get someone to open it.

Ask participants to have a go at opening the Word document. 
When they have successfully opened it ask them to close it again 
by selecting the close   X   symbol in the right-hand corner of  
the document. 

1.2: Using a mouse

When it is an arrow 
it allows you to 
select things and 
move them around. 

When it is a hand it 
allows you to open a 
link on the internet. 

When it is an 
hourglass (if using 
Windows Vista this 
will appear as a 
revolving circle) it is 
asking you to wait 
while the computer 
does a task. 

using the 
mouse to  
do tasks
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1.2: Using a mouse

explain that you can use your mouse to  move  things on your 
computer so you can organise them, just as you might put your 
bills into different files or drawers so you know where they are. 

 

explain to drag and drop you first need to select the item with 
the left button and keep the button pressed down. Then move the 
mouse and the item will move with the cursor – this is the ‘drag’ 
bit. When you have the cursor and the item in the position you 
want, release the left button – this is the ‘drop’ bit. 

Ask participants to practise ‘drag and drop’ by moving the Word 
document or equivalent file into the ‘Using the mouse’ folder on 
the desktop. Once they have done this, ask participants to open 
the folder.  

Once the participants have opened the folder, ask if they can see 
the Word document or equivalent file. Ask them to try and open 
this file as well. 

recap: The purpose of this part of the session was to show you 
the three actions that a mouse can perform – select, open and 
drag and drop.  
 

explain that participants can now practise their new mouse skills 
by playing the BBC WebWise game Clicky Mouse. They need to 
click on the hyperlink in the Word document or equivalent that 
should still be open.

end the session by offering participants more practice time if they 
wish to carry on.

You may wish to ask participants to say how they 
will open the folder i.e. by clicking twice. PleAse 

NoTe

You may wish to ask participants to explain to  
each other in pairs how they do each of these 
actions. Then briefly summarise these again to  
the whole group.

PleAse 
NoTe

When you want to  move  things from one place to another on 
your computer you use the mouse to do what is called ‘ drag  
and  drop’ . You ‘drag’ to move something and then ‘drop’ it to put  
it in the new place. It’s like moving a book and putting it on a shelf. 
On a computer you can use ‘drag and drop’ to move your files 
between folders. Some card games on computers such as solitaire 
also use drag and drop to put cards in the right pile or position.

191. using a computer
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1.3: Desktop and Icons

Aim

What you 
need to 
prepare

To help participants understand the desktop, 
windows and icons. In other words, what 
they see when the computer is turned on.

• Computers turned on and checked to ensure they are working

• A folder with a file loaded onto the desktop for opening as part  
of the session

by the end of this session participants will be able to:

• Recall the features of a desktop, a window and an icon

• Describe the features of a desktop

• Demonstrate how to move between windows, and hide, maximise  
and close a window

• Understand that being able to use the desktop and icons is how you 
access materials on the computer

• Explain what the session will cover and go over the learning outcomes

• Ask participants to turn to the ‘Desktop and Icons’ section of their 
beginner’s guide

learning 
outcomes

suggested 
step-by-step 
format

20 1. using a computer
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explain that you are going to take participants on a guided tour 
of what they see when their computer is turned on. This will help 
them to find their way around and become comfortable with 
using the computer in a way that makes sense to them.

explain the  desktop  is what you see when the computer is 
turned on. It is like an actual desk. When you open programs  
or files they appear on your desktop.

What can you do from your desktop? From your desktop, you can 
get directly to the files (such as letters you may have written) and 
programs (such as the internet) on your computer. Clicking  
on these files is what is known as a  ‘shortcut’. 

explain that computers use a lot of symbols to represent all 
the different files and programs that you can access. A file is 
represented by an  icon.  An icon is another word for a symbol – 
or a small picture of a file, folder or program. This is an example  
of computer terminology. 

Icons look different for each type of file or program.

You may wish to point out examples of a  file,  folder  and  
program.

1.3: Desktop and Icons

desktop  
and icons

211. using a computer
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explain the  taskbar  runs along the bottom of the computer 
screen. You will always be able to see it when your computer  
is turned on. It shows which programs and folder or documents  
you have open.

It also gives you other information, such as the time.

The  start button  is one of the most important on your computer.  
It is like your ‘start here’ point, as from here you can easily access 
everything that is on your computer.

recap briefly on the five new concepts that have been 
introduced – desktop, shortcut, icon, taskbar and start button – 
referring to the explanations in their beginner’s guide.  

1.3: Desktop and Icons

refer to a  folder  icon and explain:

You can store files in a folder, such as  documents  or  pictures.   
This means that they are all kept in the same place, which you 
clearly label so you can easily find it.

When you open a folder, its contents will appear in what is known 
as a  window.  It is called a window because it shows you what is 
behind the icon.

Ask participants to open the folder on the desktop by double 
clicking with the  mouse.  Participants should now be able to see 
the file in the folder.

Ask participants to open the file in the folder by clicking twice 
with the mouse.

Folders and 
windows

22 1. using a computer
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1.3: Desktop and Icons

explain a  window  is made up of:

Two  scroll bars  which you use to move around the windows.  
There is one scroll bar to the right-hand side of the screen and 
another at the bottom of the screen.

A  title bar  which displays the name of the folder, document or 
program. 

explain that there is also a  menu bar  under the title bar. 
The menu bar gives you lots of different options regarding what 
you can do to the file you have open. These options are called  
commands  because you are in control and you are “commanding” 
the computer to do something to your file, such as to save any 
changes you have made.

A  tool bar  has  shortcuts  to the commands in your menu bar.  
Remember that a shortcut is a quicker way of doing something.  
Therefore, rather than having to go into the menu bar and find 
where you have to  ‘click’  to save a file, you can go directly to the 
icon (or image) to save your file. 

recap: The purpose of this part of the session was to show you 
how everything fits together on your computer screen. 

You may wish to print out a pictorial representation 
of a Windows screen (with the title bar, menu bar, 
tool bar, and two scroll bars), cut up the different 
sections and then ask participants to reconstruct 
how the computer screen looks, by putting the 
relevant sections in the right places.

PleAse 
NoTe

231. using a computer



content page

1.3: Desktop and Icons

explain you can have more than one  window  open at a time.  
At the moment you have a folder window and a file window open.

The  active window  is the window with the highlighted title bar. 
The active window is the one that can be worked on. All open 
windows are displayed as buttons in the task bar at the bottom 
of the screen. You can see at the bottom of your screen that the 
active window is a different colour.

To move between windows you can click on a window, or select 
the button from the task bar at the bottom of your screen.  
Remember that you will always be able to see the task bar.

Ask participants to practise moving between windows.

explain that to hide a window (because, for example, you don’t 
want to see it, but don’t want to close it completely) you click on 
the  minimise  button at the top right-hand corner of the window.

Ask participants to click on the  minimise  button and see  
what happens.

The window should have disappeared.

Ask participants to bring back the window by clicking on its 
button in the task bar.

explain that to make a window larger and fill the whole screen 
you click on the  maximise  button.

To close a window you click on the  close  button.

Ask participants to close the windows on the computer.

recap: The purpose of this part of the session was to look at 
moving between windows, hiding a window, making a window 
bigger and closing a window.

end the session  
by offering participants 
more time to practice  
if they wish to.

Moving 
between 
windows
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1.4: Using a keyboard

Aim

What you 
need to 
prepare

To help participants understand how to use  
a keyboard so they can put information in the 
form of words and numbers into a computer.

• Computers turned on and keyboards checked 
to ensure they are working

• Word document or equivalent loaded onto desktops for typing practise

• The BBC WebWise game Keyboard Shooting Gallery, loaded onto 
desktops ready to launch

by the end of this session participants will be able to:

• Explain that the keyboard is used to enter information such as words 
and numbers into the computer

• Recall the position of the main types of key on the keyboard including 
letter keys, number keys and symbol keys

• Demonstrate how to use the main keys on the keyboard including   
Shift  key,  Caps Lock  key,  Space bar,  Enter  key and  Arrow  keys

learning 
outcomes
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1.4: Using a keyboard

How to put information (words and numbers) into your computer

explain what the session will cover and go over the  
learning outcomes.

Ask participants to turn to the ‘Using a keyboard’ section of their 
beginner’s guide.

explain that you are going to take participants on a guided tour 
of the keyboard. This will help them understand how it works 
so they feel comfortable in using one when they need to enter 
information on a computer.

Ask participants if they have used a typewriter before. Do they 
notice the similarities between the keyboard and the typewriter? 

explain that a keyboard is just that, a board with keys! Keys are 
all the individual buttons that you press when you type. Keyboards 
are quite solid and difficult to break or damage, but you shouldn’t 
press too hard or hold a key down for too long.

explain the keyboard is the main way that you enter information 
on to your computer. You use it to type in letters, words and 
numbers when you are doing things like writing documents, 
searching the internet and sending emails, so it’s an important 
piece of equipment!

suggested 
step-by- 
step format
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1.4: Using a keyboard

How to put information (words and numbers) into your computer

refer to the colour coded diagram 
in the learner guide and explain the 
keyboard may look complicated but it is 
actually made up of four main types of key. 

• The  letter  keys which are in the centre  
of the keyboard (coloured  green )

• The  number  keys running across the top of the keyboard  
(coloured  blue ). There are also numbers to the right of  
the keyboard as well but you don’t need to use these.

• The  symbol  keys to the right of the letters (coloured  pink ). 
These include symbols you need for writing such as the 
question mark and full stop. You will also see there are symbols 
above the numbers.

• The keys that surround the letters, numbers and symbol keys on 
the left, right and bottom (coloured  orange ). These keys help 
you choose where and how you type as well as what you type. 
For example, they allow you to put a space between words, 
make capital letters and move you to the place you want to 
start typing. 

recap: Briefly recap the four main types of key on the keyboard. 

explain that they are now going to practise using the different 
keys so they can see what they each do.  

Ask participants to open up the Word document or equivalent 
on the desktop.

explain that the flashing vertical line is the  cursor  and they  
will have come across the concept before when using a mouse.  
It tells you where you are going to start typing on the page  
or screen.

What a 
keyboard 
looks like

using the 
keys

You may wish to suggest your own words or 
phrases for participants to practise.PleAse 

NoTe

You may wish to ask participants to recall where 
these different types of keys are located on the 
keyboard. 

PleAse 
NoTe

Cat
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1.4: Using a keyboard

How to put information (words and numbers) into your computer

explain that first of all you are going to look at the  letter  keys. 
Do the participants notice anything unusual about the way the 
letter keys are set out? 

The letter keys are not in alphabetical order but in what’s known as 
the  QWERTY  layout from the top line of letters. This is the same 
as typewriters and the layout is designed to help people type better.

Ask participants to have a go at typing a word into the document 
using the letter keys. 

explain that they just have to press the key once and let go. 

Ask participants to try typing some numbers using the number 
keys, followed by typing some of the symbol keys to the right of 
the keyboard. 

Have they noticed where the numbers and symbols they have 
typed are located on the keys?

explain that the numbers and symbols they’ve typed appear 
at the bottom of the keys. Now you’re going to look at how you 
type capital letters and symbols that appear at the top of keys 
such as the  £  sign.

explain that you type capital letters and symbols at the top of 
keys by using the  Shift  keys on the left and right of the keyboard. 
These have a big arrow pointing upwards.

To use the Shift key, you press it down and hold it and then press  
a letter, number or symbol key.

Ask participants to press and hold one of the shift keys and type 
a letter key. What do they see? They should see a capital letter.

Ask participants to do the same for a  number  key. They should 
now see the symbol above the number.

They can also try the same for a  symbol  key to the right of the 
keyboard.

explain that once you let go of the shift key you will begin to 
type lower case letters and numbers again.

explain that to keep on typing in capital letters you can use the 
Caps Lock  key. 

Prompt participants to think about why it is useful 
to have more than one symbol per key, i.e. if you 
had to have a key for every single symbol then the 
keyboard would be much larger!

ideAs 
box

28 1. using a computer



content page

1.4: Using a keyboard

How to put information (words and numbers) into your computer

Prompt participants to respond to the question:

“Why is it called a Caps Lock key?” 

Suggested answer: “The ‘caps’ refers to capitals and the ‘lock’ means 
that the computer fixes the letter keys so that they only type capital 
letters.”

Ask participants to press the  Caps Lock  key once and have a 
go at typing in some letters. Explain to turn off the Caps Lock they 
press it again.

recap: The purpose of this part of the session was to get used 
to typing in letters, numbers and symbols. 

explain that you are now going to look at how you put in 
spaces when you type. Spaces are important because otherwise 
you would just have a long line of letters and numbers, which 
won’t make a lot of sense!

explain that the  Space bar  puts a single space between words. 
You just need to press it once.

Ask participants to write a few words using the space bar.

explain that the  Tab  key on the left-hand side allows you to put  
a bigger space between words.

Ask participants to try putting a space between words using the 
tab bar.

explain that you are now going to look at how you can move 
your  cursor  on the page, so you can choose the position of 
where you want to type.

One way of moving the cursor is by using your mouse. But there 
are a number of keys on the keyboard that do this for you as well.

refer to the diagram and explain that to move your cursor 
down a line you need to use the  Enter  key. This is the one on the 
right-hand side with an arrow pointing downwards and then to 
the left. 

Ask participants to try moving their cursor down a line using the 
Enter key.

You may wish to ask the group to work in pairs and 
think of a way of explaining how the shift key works 
in their own words e.g. it moves you to a different 
part of the key.

PleAse 
NoTe

Putting 
in spaces, 
moving  
your cursor  
and deleting 
text
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1.4: Using a keyboard

How to put information (words and numbers) into your computer

explain that the  arrow  keys on the far right of the keyboard 
can move the cursor in all directions on your page or screen – up, 
down, left and right.

Ask participants to have a go at moving their  cursor  with the 
arrow keys.

explain that it is important that you can move your cursor to a 
particular position if you want to delete text. You delete text using 
the  Backspace  key, which is located on the right-hand side of the 
keyboard. You have to position your cursor to the right of a word 
and then press the  Backspace  key. The cursor will move to the 
left and delete letters as it goes.

Ask participants to have a go at deleting some text. 

recap: The purpose of this part of the session was to practise 
using the keys that insert spaces, move the cursor and delete text. 

explain that participants can practise their keyboard skills by 
clicking on the shortcut link to the BBC WebWise game Keyboard 
Shooting Gallery game, which they can find on their desktops.

End the session by offering  
participants more practice  
time if they wish to.

You may wish to ask participants to recall which 
keys do each of these functions.PleAse 

NoTe

Practising 
keyboard 
skills

Keyboard Shooting Gallery Game
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“ I like finding new 
recipes online and 
find websites a great 
way to find out more 
about the things 
that interest me” 

Pat
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2.1: What the internet is

Aim

What you 
need to 
prepare

To help participants understand 
how the internet and internet 
browsers work.

• Computers turned on and internet connection 
checked to ensure it is working

• Set up a shortcut link to the BBC homepage – 
www.bbc.co.uk – so it’s ready to launch

by the end of this session participants will be 
able to:

• Explain how the internet works

•  Recall the main features of an internet browser and how  
to use one

learning 
outcomes

explain what the session will cover and learning outcomes.

Ask participants to turn to the ‘What the internet is’ section  
of their beginner’s guide.

explain: 

• The internet is a worldwide network of computers all 
connected to each other by telephone lines, cables and satellites

• You can find almost anything on the internet. It’s like a huge 
library. You can read the news, go shopping, pay bills, send emails 
and even watch television programmes

• To connect to the internet you need an Internet Service 
Provider or ISP

• Your mobile phone company, home phone, cable television 
provider or even your local supermarket chain can offer you  
an internet connection

• A broadband internet connection allows you to access the 
internet

• The information on the internet is contained in websites and  
on webpages

suggested 
step-by- 
step format
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2.1: What the internet is

explain: You use a web browser to view webpages and browse 
websites. There are different types of web browser, but they have 
similar features.

Ask participants to click on the shortcut link on the desktop to 
open the BBC website.

explain:

The  address bar  has the address of the website you are on.  
Every website has an address, which is also called a  URL.

For example, the URL for the BBC website is:

 www.bbc.co.uk

The  www  stands for  World Wide Web.  Most websites have  
this at the beginning.

The  bbc  is the name of the website.

The  .co.uk  gives you additional information. For example the  
.uk  shows the BBC website is in the United Kingdom.

http://www.bbc.co.uk
using a web 
browser
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using a web 
browser

explain that just like in a library when you browse to find a 
book that you like, you also ‘browse’ on the internet to look at 
websites. To do this you need to use a  web browser. 

You can normally open up your web browser from a shortcut  
on your desktop or in your taskbar at the bottom of the screen. 

Two of the most popular browsers are:

• Internet Explorer

• Mozilla Firefox

Whatever computer you are on, the web browser button will 
always be depicted by a large E for Internet Explorer or a button 
with a red fox on it for Mozilla Firefox.

Ask participants to open up a browser by clicking on the 
shortcut on the desktop.

explain there are different types of web browser but they all 
have similar features. 

At the top of the browser you will find the  address bar.

To go to a particular website you need to put the website  
address into the address bar. You do this by highlighting the 
address that may already be there by selecting it with your mouse.  
You can either start to type and it will automatically remove the 
address that is already there, or delete the highlighted address  
with the delete button on your keyboard before typing in your 
new address.

Ask participants to write the BBC’s website www.bbc.co.uk into 
the address bar.

explain that you should now be looking at the BBC website 
using a web browser.

You may wish to remind participants of what a 
shortcut is, as covered in the ‘Desktop and Icons’ 
session.

PleAse 
NoTe

You may wish to explain that the http:// at the 
beginning of the address bar can be ignored as it is 
just something that the computer will put in itself.

PleAse 
NoTe

2.1: What the internet is
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2.1: What the internet is

As well as the address bar, which will have the BBC’s address in it, 
a web browser also has a  toolbar  with buttons. 

 

explain:

The  Home  button takes you to the first page you see when you 
open your internet browser.

The  Back  button takes to you back to a page you have already 
visited.

The  Forward  button takes you to the page you were on before 
you pressed the back button.

The  Refresh  button is used to reload a page that you are on.  
You might use this if a page hasn’t loaded properly, or if you want 
to update a page. For example if you are on an auction site and 
want to see the latest bid.

The  History  button is used to see what websites and webpages 
you have already visited.

Ask participants to have a go at clicking on the different buttons. 
You may wish to explain that to use the  Forward  button, the  
Back  button needs to be used first.

recap: The purpose of this part of the session was to look at  
a web browser and how you use it to go to a website.
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explain:

As explained earlier, websites are like books with a front cover – 
the homepage – and lots of other pages – webpages. To explore 
a website you have to click on a link and it takes you to another 
page on the website. 

As the name suggests, a link connects you to another thing.

Links can also take you to other websites. This is called  browsing 
or  surfing the web.

Links can be text, a button or an image. 

• They are often highlighted on the web so they are easy to spot

• Sometimes they are underlined. Also, when you move your 
cursor over a link it changes from an arrow to a pointing hand, 
which means you can open it by clicking on it 

Ask participants to have a go at clicking on a link or links in the 
BBC website and the back button to go back to where they were.

recap: The purpose of this part of the session was to look at 
how you use links within a website to explore its webpages as well 
as other websites.

end the session by offering participants more practise time  
if they wish to carry on. 

browsing 
the internet 
and using 
links

2.1: What the internet is

Click here
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2.2: Searching the internet

Check whether participants are right or left-handed. 
If they are left-handed, explain that they can move 
the mouse to the left-hand side of their keyboard 
where it may feel more comfortable and that they 
may find it easier to use their middle finger for 
clicking the left button.

Aim

What you 
need to 
prepare

important!

To help participants understand 
how to search the internet.

• Computers turned on and internet connection 
checked to ensure it is working

• Shortcut to an internet browser on each desktop 
e.g. Internet Explorer or Mozilla Firefox

by the end of this session participants 
will be able to:

• Explain that to search the internet you need to 
use a search engine

• Describe the main features of a search engine

• Demonstrate how to search the internet using 
key words and search terms

learning 
outcomes
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2.2: Searching the internet

explain what the session will cover and the learning outcomes.

Ask participants to turn to the ‘Searching the internet’ section of their 
beginner’s guide.

explain that you are going to take participants on a guided tour of how 
to search the internet, so they are able to explore and find things they 
are interested in. It’s important to stress that whatever they do, they can’t 
break the internet! 

explain that the internet is a vast resource with millions of websites and 
webpages. You can search for almost anything on the internet from recipes 
and local news to history and gardening tips. 

To search the internet effectively and get the most out of it, you need 
to use a powerful tool called a  search engine.  A search engine will scan 
through thousands of websites and webpages on the internet and collect 
and organise the information it thinks is most relevant to you.

There are lots of different search engines.  
Some of the most popular ones are:

Google  www.google.com

Yahoo  www.yahoo.com

Bing  www.bing.com 

suggested 
step-by- 
step format

Why use 
a search 
engine?
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2.2: Searching the internet

explain to participants that to use a search engine, you first need to 
open it up in your web browser. Remind participants that a web browser 
is what you use to see the internet as covered in the session on ‘What the 
internet is’.

Ask participants to open their web browser by clicking on the shortcut 
on the desktop, e.g. Internet Explorer or Mozilla Firefox. 

explain that you need to type in the address of a search engine into the 
address bar and then click on the arrow next to the address bar or press 
the enter key on the keyboard. You may wish to choose one of the search 
engines to use for the session.

explain that all search engines look different but all have a search box or 
search field. 

This is the place where you type what you are searching for. There is also 
a search button that you press when you are ready to search.  

explain to search you need to type in key words. These are words that 
describe what you are looking for in the most simple and direct way. For 
example, instead of typing “I need tips for growing tomatoes” simply type 
“growing tomatoes”. 

Ask participants to practise putting key words into the search box and 
press the search button. You could suggest some key words based on your 
example or ask participants to think of their own key words relating to 
their own interests.

explain you can now view your search results. 

This will appear as a list of websites and links, with the most popular or 
relevant sites near the top of the list. To visit that website you just need to 
click on the link.

recap: The purpose of this part of the session was to look at the main 
features of a search engine and how you search using key words. 

end the session by asking participants to share interesting things they may 
have found whilst searching the internet.

offer participants more practice time if they wish to carry on.

They may wish to use a standard search engine or they can practise using the 
Searching the internet challenge game on BBC WebWise. 
www.bbc.co.uk/webwise/courses/internet-basics/lessons/internet-search-challenge

ideAs 
box

opening 
and using 
a search 
engine
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2.3: Staying safe online

To help participants understand 
how to stay safe when using  
the internet.

The BBC WebWise Password High Striker game 
ready to launch on the desktop

by the end of this session participants 
will be able to:

• Recall how to keep information safe on their 
computer

• Recall how to recognise and prevent suspicious 
emails

• Recall how to create strong passwords when 
registering on websites

• Recall how to recognise a secure site when 
shopping on the internet

explain what the session will cover and go over the 
learning outcomes.

Ask participants to turn to the ‘Staying safe online’ 
section of the beginner’s guide.

explain that you are going to take participants on 
a guided tour of staying safe on the internet. This will 
help them to feel more confident when using it for 
activities such as shopping, using email and banking.

Aim

What you 
need to 
prepare

learning 
outcomes

392. using the internet



content page

explain that the internet is a wonderful tool that has lots 
of benefits and can make your life simpler in many ways. 
Unfortunately, the features that make it easy for honest people  
to use can also be exploited by criminals and people intending  
to cause disruption.

But you should not let fear stop you using the internet. There are  
a few simple precautions that can keep you safe.

explain that if you are using a computer at home, you will still 
want to protect it.

To do this you need to put special programmes or software on 
your computer. You will need a Firewall and up-to-date anti-virus 
and anti-spyware software. These help to keep your computer 
secure, like keeping your doors and windows locked at home.

 
You can also find other tips for keeping your computer safe  
at www.bbc.co.uk/webwise/topics/safety-and-privacy or on 
www.getsafeonline.org

recap: The purpose of this part of the session was to introduce 
you to security software for keeping your computer secure, so that 
people can’t access it for your information.

explain that people may use emails to try to access your 
private information such as bank account or credit card details. 
For example, they may send a fake email with links to fraudulent 
but convincing websites that aim to trick you into handing over 
information such as your PIN or bank account number.

You may also get SPAM emails, which are sent to thousands of 
people usually advertising things.

suggested 
step-by- 
step format

Making 
sure your 
computer  
is secure

Keeping 
an eye on 
emails

You may wish to tell people not to worry about 
understanding how this software works, but just to 
understand that safety is important and that it is 
useful to recognise some of the terms. 

PleAse 
NoTe

Participants will learn all about sending and 
receiving emails in Section 3.PleAse 

NoTe

2.3: Staying safe online
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explain to protect yourself against these types of emails follow 
these tips:

• Don’t open an email from someone you have never heard of. 
Delete it immediately. If you do open it by accident, don’t click 
on any links. Never reply to a SPAM email

• You can put a block on unwanted SPAM email on your email 
account, this will also block most fraudulent emails too

• Use an up-to-date web browser as these can warn you against 
known sites that are trying to gain your information fraudulently

• Don’t give away your password or any personal information.  
No legitimate company will ever ask you for your password

recap: The purpose of this part of the session was to highlight 
how people use emails to access your information and how you 
can prevent this happening.

Safety is important when connecting to the internet. To protect 
your computer from viruses, you can get virus protection software. 
Your ISP may supply you with some, or you can download it free 
from the internet, or buy additional software. To prevent someone 
accessing your computer when you are connected to the internet 
you should have a firewall. 

A firewall is just a piece of software that makes sure no programs 
on your computer try to connect to the internet without your 
consent. 

More guidance can be found at  
www.bbc.co.uk/webwise/broadband 

2.3: Staying safe online
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Explain that many activities on the internet require you to register 
a  username  and  password.  Usually, you will need a password for 
your computer too.

The way you choose these can also help you to keep your 
information confidential.

explain that when you register on a website you’ll be asked to 
choose a  username.  A username can be anything you want it 
to be. It doesn’t have to be your real name. You might not want 
to use your real name as this will help you keep your identity 
unknown and safe.

When you  register  you will also be asked to give a password.  
It is important that you choose a password that is memorable  
and not easy for someone else to guess. You don’t want everyone 
to access all your details!

The best type of password is one that mixes letters and numbers. 
This is known as a  strong password.

Ask participants to have a go at practising creating a strong 
password using the BBC WebWise Password High Striker game.

Prompt participants to respond to the question: 
“Why do you think these are examples of a bad password?”

explain that 
examples of a good 
password would be:

he770Mum 
Mik35th

explain that 
examples of a bad 
password would be:

password 
michaelsmith

2.3: Staying safe online

usernames 
and 
passwords
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explain it is safer to have different passwords for different 
websites. This way, if someone finds out one password at least  
they won’t be able to access everything you have signed up for.

explain that normally when you type in your password it  
will appear as asterisks so people near you can’t see what you  
are typing.

explain that you use your username and password to  log in  
to a site. This means you can then access the information or 
service you want.

After you have finished using it, you should always remember  
to  log off  from a website. To do this you need to click the log off 
button. This is very important when you are using a computer in  
a public place.

stress again that you should never give your password to anyone 
and no legitimate company will ever ask you for it.

recap: The purpose of this part of the session was to look at 
the importance of creating a username and strong password to 
protect your information.

You may wish to ask participants to recall the 
features of a strong password.PleAse 

NoTe

2.3: Staying safe online
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explain that one of the benefits of the internet is the ability  
to shop from a wide range of stores and buy items on  
auction websites.

One way of keeping safe is to only use retailers that have a good 
reputation, either as ‘high street’ shops, or established brands.  
If you buy from auction websites such as eBay, you should follow 
their security advice very carefully. You should also never download 
illegal software, music or videos.

explain that if you are shopping on the internet and need to 
give credit or debit card details, you need to make sure that you 
are on a secure site.

You can tell a secure site because the website address will start 
with  https:// , you will find this in the address bar of your web 
browser. There will often be a padlock symbol either next to the 
address or at the bottom right corner of the page. 

recap: The purpose of this part of the session was to look at 
shopping safely on the internet.

2.3: Staying safe online

Secure websites begin with https://   
The ‘s’ is what indicates a secure site. PleAse 

NoTe

end the session by 
signposting participants 
to the Safety and Privacy 
page on BBC WebWise 
to help them find out 
more information.

www.bbc.co.uk/webwise/topics/safety-and-privacy

shopping on 
the internet
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3. using email

“ learning how 
to use email has 
helped me to keep 
in contact with 
family and friends 
who live abroad” 

geoff
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3.1: Sending and receiving email

To help participants understand 
how email works.

Aim

• Computers turned on and internet connection 
checked to ensure it is working

• The BBC WebWise game Email with Dick  
and Harry ready to launch

What you 
need to 
prepare

by the end of this session participants 
will be able to:

• Explain what email is

• Describe the features of an email address

• Demonstrate how to reply to an email,  
forward an email and add an attachment

learning 
outcomes

This session is based on an interactive BBC WebWise game  
called Email with Dick and Harry. It uses a fictional email  
account, which takes participants through the key steps of replying 
to an email, forwarding an email and adding an attachment. Course 
leaders may wish to familiarise themselves with the game before  
the session.

important
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3.1: Sending and receiving email

explain what the session will cover and the learning outcomes.

Ask participants to turn to the ‘Sending and receiving email’ 
section in their beginner’s guide.

explain that you are going to take participants on a guided  
tour of how to use email. Then, if they feel ready, at the end  
of the session you will be able to help them set up their own  
email account.  

explain that electronic mail or  email  is a quick way of sending 
messages to people using the internet.

Sending email is very similar to sending a letter. You have to send it 
to the address of the person you are contacting.

As with a postal address, an email address is made up of different 
parts. For example, the email address

tom@bbc.co.uk  is made up of the following parts:

tom  is the person’s name or user name

@ stands for the word ‘at’ and means that they are connected to 
the bbc.co.uk part of the address

After the  @  comes the name of the place where the person 
works or the place which provides the email address – in this case 
the  BBC

The  .uk  shows that the email address is for someone in the 
United Kingdom

An email address is normally written in lower case letters with  
no spaces.

recap: The purpose of this part of the session was to look at 
what email is and the features of an email address.

explain that you are now going to use a BBC WebWise activity, 
which will help you understand the basics of how email works.

Ask participants to click on the game Email with Dick and Harry.

suggested 
step-by- 
step format

What is 
email?

Participants start the game by pressing on the ‘click  
to play’ button.PleAse 

NoTe
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3.1: Sending and receiving email

explain that you are now going to go through the steps of 
sending and receiving an email.

explain that when an email arrives it will appear in your inbox, 
which is similar to your letter box at home. A new email will 
appear in bold, to highlight that it is new. Next to your inbox there 
will be a number showing how many unread emails you have.

When you receive an email you should be able to see who it is 
from and the subject of the email.

Prompt participants to describe the email they can see in  
their inbox. 

explain that to open and read an email you have to click 
somewhere on the email, such as the subject line.

Ask participants to open and read the email that they have 
received from Dick.

explain that the main features of an email are the address bar, 
where you put the email address, the subject bar, where you write 
what your email is about, and the main body of the email, where 
you write your message.

explain once an email is open you can then reply to it. To do this 
you need to click on the  Reply  button.

Ask participants to click on the Reply button.

explain that when you click on reply this allows you to type in 
the main body of the email and already includes the address of the 
person you are replying to.

In the subject line it will read RE: 

Ask participants to respond to the email by writing a short 
message above Dick’s message. Then send it by clicking on the 
send button.

This should be the email from Dick with the 
Subject: Birthday.PleAse 

NoTe

sending and 
receiving an 
email
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3.1: Sending and receiving email

explain that as well as sending messages in an email you can 
also add an attachment. An attachment is a type of file that can be 
a photo or a document. For example, you may use attachments 
when you wish to send family photos.

Ask participants to open and read the new email from Dick and 
prompt them to say what it is asking for.

explain that to add an attachment you need to click on  
the  Attach  button. The Attach button often has a paperclip  
as its symbol.

Prompt participants to answer the question:

Why do you think the symbol for the Attach button is a paperclip?

Ask participants to click on the  Attach  button and attach the 
correct picture.

explain that the file you have added, in this case the cat picture, 
will now show as an attachment in your email. The name of the file 
will be shown next to the symbol of the paperclip.

explain: To view an attachment you first have to open an email 
as normal. Then you need to click on that attachment to open it 
in a new window. You can then choose to open the attachment or 
save it.

Ask participants to write a short message to Dick and send the 
email with the attachment by clicking on the send button.

recap: The purpose of this part of the session was to look at 
how to send an attachment. 

Participants will have received another email from 
Dick asking them to send him a funny photograph.PleAse 

NoTe

When you receive an email with an attachment you 
will see the paperclip symbol next to the email in 
your inbox. It is important to remember never to 
open an attachment unless you trust the person 
who has sent it to you, as sometimes attachments 
can contain viruses that harm computers.

PleAse 
NoTe

sending 
attachments
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3.1: Sending and receiving email

 

Ask participants to open up the new email from Dick and 
prompt them to describe what it is asking for.

explain that you are now going to look at how to forward  
an email.

• You forward an email when you want somebody else to see it, 
such as another friend

• In this example you are going to forward the email with the 
attachment to Harry

explain to forward an email you first click on the  Forward 
button.

Ask participants to click on the  Forward  button.

explain that this will then open up a new email.

explain that the  FW:  shows that you are forwarding an email 
to someone. If you see an FW in an email in your inbox, this 
means an email has been forwarded to you.

explain that when you reply to an email, the email address will 
automatically be there but when you forward an email or write a 
new email, you will need to add the address in.

You can add an email address by typing it in or by finding an 
address in your contacts. In this activity, you will be finding an 
address in your contacts. You do this by clicking on the  To:  button.

Ask participants to click on the  To:  button and prompt them to 
say what happens. 

A new email will now have appeared from Dick 
asking the participant to forward the email to Harry, 
whose address is in contacts.

PleAse 
NoTe

This will bring up a list of Harry and Tom’s contact 
details.PleAse 

NoTe

Forwarding 
an email 
and using 
contacts
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3.1: Sending and receiving email

explain that you have to choose which contact you wish to 
forward the email to by ticking the box and clicking  OK. 

This will then add the address to the email.

Ask participants to choose the contact, in this case Harry,  
and to click  OK.

Prompt participants to explain what they should do now to 
forward the email.

Ask participants to forward the email, by clicking on the  Send 
button.

Ask participants to open and read the new email.

explain that when you are forwarding an email it’s important 
that you check to make sure you are only sending information that 
you want the other person to see. You can change the subject and 
you can delete the message in the email.

 
recap: The purpose of this part of the session was to look at 
how to forward an email. 

An email will now appear from Harry asking the 
participant to forward the attachment to Tom but 
to change the subject and delete the conversation.

PleAse 
NoTe

PleAse 
NoTe

At this point, you may wish to ask participants 
to work in pairs and go through the steps of 
forwarding the email to Tom, making sure they 
change the subject and delete the previous 
conversation from the email.
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3.1: Sending and receiving email

 

explain that you are now going to look at the different folders 
you use for email. These folders help you to store and manage 
your emails.

The main folders are:

An  Inbox  which is a folder that holds the emails that people have 
sent to you. Normally this opens up automatically when you go 
into your email account.

A  Sent  box which is a folder that holds the emails that you have 
sent to people.

A  Junk  folder where your computer puts emails it thinks are junk 
or SPAM email – this is like the junk mail that you get through  
the door.

A  Trash  can or folder where all the emails that you no longer 
need and have deleted are stored. You delete an email by first 
selecting it and then clicking on the  Delete  button.

A  Contacts  folder which is your address book where you can 
store all the email addresses and contact details of friends, family 
and colleagues.

recap: The purpose of this part of the session was to look at 
the different folders you use for email.

end the session by asking participants if they would like to set 
up their own email account using a free provider. 

After participants have finished the last activity, the 
game will close automatically. If you want to use 
the screen again to go through the next part of the 
session, you will need to ask participants to restart 
the game. 

PleAse 
NoTe

You may wish to check learning by asking 
participants to recall the main folders used by email. PleAse 

NoTe

Your email 
folders

513. using email



content page

Key points for helping participants set up an email account

• The beginner’s guide mentions a number of popular webmail 
providers that are often used when setting up an email account

• It is important that participants read and understand the 
provider’s terms and conditions before signing up for the  
email account

explain to participants how to create a suitable username and 
strong password using the ‘Staying safe online’ section of their 
beginner’s guide. Explain that they can give their email address to 
people they trust, but must never give their password to anyone.

3.1: Sending and receiving email

setting up 
a free email 
account for 
participants

While you go round and set up email accounts, 
participants may like to play the BBC WebWise 
game Email with Dick and Harry again, to practice 
their skills.

PleAse 
NoTe
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4.1 Useful BBC website resources 

4.2 More places to get help

4.  Further help for 
course leaders

“ i’ve been learning 
for a little while 
now but i still get 
stumped by all 
the computer and 
internet jargon!” 

Tahira
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4.1: Useful BBC website resources

www.bbc.co.uk/firstclick

The First Click website uses the best 
of online BBC content to help people 
take their first steps to getting started 
with computers and the internet. 

www.bbc.co.uk/webwise

WebWise offers lots of useful video 
guides and activities to help people 
practise new skills – from using a 
mouse and keyboard, through to 
searching the internet and sending 
email. 

www.bbc.co.uk/connect/
campaigns/partner_form.
shtml

Download and print extra posters and 
leaflets to help promote your First 
Click Beginners’ computer course. 

www.bbc.co.uk/webwise/
courses/computer-basics/
lessons/clicky-mouse-game

Practise single clicking, double clicking 
and dragging using the BBC WebWise 
Clicky Mouse Game. 
 
www.bbc.co.uk/webwise/
courses/computer-basics/
lessons/keyboard-shooting-
gallery

Use the BBC WebWise Keyboard 
Shooting Gallery game to help 
improve your typing and typing speed.

www.bbc.co.uk

Use the BBC’s homepage to practise 
your web browsing skills.

 
www.bbc.co.uk/webwise/
courses/internet-basics/
lessons/internet-search-
challenge

Practise searching the internet safely 
using the BBC WebWise Internet 
Search Challenge game.

 
www.bbc.co.uk/webwise/
courses/internet-basics/
lessons/password-high-striker

Practise creating an extremely strong 
password using the BBC WebWise 
Password High Striker game

 
www.bbc.co.uk/webwise/
topics/safety-and-privacy/

Stay safe online with helpful tips and 
advice from BBC WebWise.

 
www.bbc.co.uk/webwise/
courses/internet-basics/
lessons/email-with-dick-and-
harry

Practise sending emails and other email 
functionality with the BBC WebWise 
game, Email with Dick and Harry.
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4.2: More places to get help

uK online centres  
www.ukonlinecentres.com

The UK online centres network was set up by 
government in 2000 to provide public access  
to computers. It has a large network of centres  
across England providing help and support to 
people wishing to learn how to use computers 
and the internet.

Many use myguide and Online basics to introduce 
people to the world of computers.

myguide www.myguide.gov.uk is designed to 
make getting online easy and intuitive.

Online basics sits within myguide as a first-steps 
course introducing people to the keyboard and 
mouse, email, searching and internet safety. 

Age uK  
www.ageuk.org.uk

Age UK are working with a network of 
community projects which specialise in computer 
and internet training for older people. 

The projects give straight-forward training, using 
jargon-free terms and aim to get as many older 
people as possible enjoying the advantages of 
computers and the internet.

www.ageuk.org.uk/work-and-learning/
technology-and-internet/computer-training-
courses

digital unite 
www.digitalunite.com

Digital Unite specialise in supporting older people 
to use digital technologies – from internet and 
email, to social networking and blogs. They have 
a network of tutors throughout the UK who are 
specially trained to deliver digital skills training. 

www.tutors.digitalunite.com/faqs/book-a-lesson

They work with everyone from learners 
and trainers; to public businesses and private 
enterprises; to older people’s friends and family, 
to promote digital skills to learners of all ages. 

www.learning.digitalunite.com/category/
beginners-help

Next step 
www.nextstep.direct.gov.uk

Next Step provides information and advice  
to help adults make decisions about learning  
and work opportunities. This free service offers 
help via its website, telephone hotline or face- 
to-face advice.
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• Appointment cards

• ‘Likes, Thinks, Wants’ handout

• Certificate of achievement

5. Appendix

“ it’s been less scary 
than i thought” 

Tina
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likes, Thinks, Wants… 
Handout

likes
• Doing things with my family

• Cooking 

• Photography

Thinks
• The internet could help me 

find useful information about 
evening courses to learn 
more about photography 

Thinks

Wants
• I’d like to know how to set 

up an email account so I can 
stay in touch with my son

Wantslikes

example: Tahira

Your name: 

Computer and internet skills out of 10

Computer and internet skills out of 10
“4 out of 10 – I know how to switch it on and I can do some things”



Congratulations

This certifies that

has successfully completed the  
First Click beginners’ computer course

at 

signed 

Course Leader

date
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The bbC would like to thank the following for their 
expertise and advice in compiling this guide:

The Campaign for Learning  
www.campaign-for-learning.org.uk

Digital Unite  
Digital Unite recruits, trains and supports a UK wide network of 
tutors, who support older and less confident IT users of all ages.

Visit their website to find out more.  
www.digitalunite.com  0800 822 3951
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