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www.bbc.co.uk/webwise 

 

Inspire Someone To Improve Their 
Online Skills 
Help someone you know to make their lives easier, more affordable and fun with this simple handbook 
packed full of tips and advice. 

Use our simple checklist to help you get started 
• I have access to a computer and an internet connection 
• I have some computer skills 
• I know how to search for information online 
• I know someone who could benefit from some new online skills 

Top Tips 

Be patient 
Remember that it can be difficult and frustrating when learning new skills so take it slow and be prepared to 
repeat things. You need to be sure to listen carefully to what the person you are with is saying. 
 
Find out more about their fears 
It’s important that the person has a chance to talk about their concerns. You can help reassure them and 
address any worries in the process. 
 
Start with the basics 
Never assume that the person has any existing knowledge of computers. You may need to start at the very 
beginning – how to switch on a computer, holding a mouse, using a keyboard or touchscreen device. 

Computer jargon can be confusing 
Explain things as simply as possible using plain English. 
 
Take it one step at a time 
Trying to learn too much in one go can leave the person feeling overwhelmed. Keep sessions short and 
most importantly keep them fun! If the person gets tired or frustrated, move on to something new or take a 
break. 
 
Keep it relevant to them 
A great way to make the internet feel less daunting and more relevant is to focus on something local like 
the weather forecast. Find out what their hobbies and interests are so you can show them how easy it is to 
find information. 
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Be prepared 
Your learner may need to pick up some basic skills before attempting the individual interest sections. Why 
not try these resources on the Learn My Way website? 
 
Using a computer: http://www.learnmyway.com/get-started/using-a-computer  

Mouse basics: http://www.learnmyway.com/get-started/mouse 

Keyboard basics: http://www.learnmyway.com/get-started/keyboard 

Touchscreen basics: http://www.learnmyway.com/get-started/touchscreen-basics  

Internet basics: http://www.learnmyway.com/get-started/internet  

Likes, Thinks, Wants 
 
You might find that filling in the form below helps the person you’re with decide what they’d like to do.  
 
Example: Carol 
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. 

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

……………………………………………………………………………………... 

Name:……………………………… 
 
 
Likes 

 

 

Thinks 

 

 

Wants 

 

 

Notes 

  

http://www.learnmyway.com/get-started/using-a-computer
http://www.learnmyway.com/get-started/mouse
http://www.learnmyway.com/get-started/keyboard
http://www.learnmyway.com/get-started/touchscreen-basics
http://www.learnmyway.com/get-started/internet
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Confidence Building 
People can be resistant to getting online for many reasons. For some it’s a lack of confidence, for others it’s 
a fear over internet safety. Whatever the reason, respect these fears and concerns and address them to 
help build confidence. 
 
“I’m too old to learn” 
“You’re not alone. Using the internet is easier than you think. It helps you explore your interests online, 
save money and keep in touch with family and friends.” 
 
“It’s not for me” 
“You need some basic internet knowledge to ensure you can find information, have your say on important 
issues and possibly save money.” 
 
“I might break it” 
“Don’t worry. You can’t break the internet. If you hit the wrong button or accidently shut down your 
computer all you do is switch it back on and start again!” 
 
“I’ve heard it’s not safe” 
“Unfortunately criminals do occasionally try their luck. But, if you use your common sense and take certain 
precautions, you can stay safe and secure online.”  
 
“All these knew words, it’s like another language”  

You may find these plain English “jargon busters” helpful: 

Knowthenet.org.uk 
http://www.knowthenet.org.uk/jargon-buster 

GetSafeOnline.org  
https://www.getsafeonline.org/jargon-buster 
 
DigitalUnite.com  
http://digitalunite.com/guides/computer-terms-and-internet-jargon 

In the next few sections we’ll be covering: 

 

• Staying safe and secure 
• Keeping in touch 
• Money in, money out 
• Entertainment 
• Access for all 

 
The next section of this guide is written for the learner and to help you talk them through each topic. 

 
 

 

 

http://www.knowthenet.org.uk/jargon-buster
http://www.knowthenet.org.uk/jargon-buster
https://www.getsafeonline.org/jargon-buster/
http://digitalunite.com/guides/computer-terms-and-internet-jargon
http://digitalunite.com/guides/computer-terms-and-internet-jargon
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Staying safe and secure   
There are a few bits of advice that will help you to connect safely and securely whether on your home 
computer or out and about using a mobile phone or tablet.  
 
By making sure you understand the risks of going online, you are in the best position to enjoy the web and 
mobile apps with confidence. If you would like to learn more listen to our experts below. 

“Sometimes emails might be offering a deal that’s too good to be true – in which case it almost 
definitely is.” - Kate Russell, BBC Click 
 
Watch Kate’s film: http://www.bbc.co.uk/webwise/0/27620129 

“We are storing more data on our phones than ever, like our personal contacts, video files and 
photos.  But are we doing enough to keep it safe?” - Sangeet Bhullar, E-safety expert 

Watch Sangeet’s film: http://www.bbc.co.uk/webwise/0/27619287 

“To safeguard our data and personal information we need to put really good  
security software on our devices.” - Tony Neate, CEO, Get Safe Online 

Watch Tony’s film: http://www.bbc.co.uk/webwise/0/27507969 

Further learning resources 
Visit www.digitalskills.com/safety to see range of online courses and guides. 

Keeping in touch 
The internet offers so many different ways of staying in touch. From email and social networks to video 
calls which mean you can chat ‘face to face’ while online. 

Social networks, blogs and email 

Social networks 
Sites or apps where you can connect with friends, family and colleagues to share messages and photos. 
For example, Facebook, Twitter, Tumblr and LinkedIn. 

Blogs 
An online journal where others are invited to share their comments. 

Film: What are social networks and blogs? 
http://www.bbc.co.uk/webwise/0/22717886 

Email 
Electronic mail that can be sent or received using any device. Well-known email providers include 
Outlook.com (was Hotmail), Gmail and Yahoo! Mail. 

Film: How do I get email? 
http://www.bbc.co.uk/webwise/0/22562918 

 

 

http://www.bbc.co.uk/webwise/0/27620129
http://www.bbc.co.uk/webwise/0/27619287
http://www.bbc.co.uk/webwise/0/27507969
http://www.bbc.co.uk/webwise/0/27507969
http://www.digitalskills.com/safety
http://www.bbc.co.uk/webwise/0/22717886
http://www.bbc.co.uk/webwise/0/22717886
http://www.bbc.co.uk/webwise/0/22562918
http://www.bbc.co.uk/webwise/0/22562918
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Video calls 
Chatting over the internet is a great way to keep up with friends and family, and with video calls you can 
see each other too. This can be free or cheaper than using your landline or mobile phone. Popular 
programs used to make video calls are Skype and Apple FaceTime. 

Films: video calls 

Using ‘smart’ television’ to chat online 
http://www.bbc.co.uk/webwise/0/22717887 

Using a games console to for Skype 
http://www.bbc.co.uk/webwise/0/27407393 
 
Further learning resources 

Visit www.digitalskills.com/communicating to see range of online courses and guides. 

Money in, money out 
Internet services have transformed the way we manage our money online. From finding work and 
accessing government services to shopping for bargains and banking, the web is taking over. 

Shopping online 
Film: How to shop safely and securely online 

• Check a website is trustworthy 
• Making payments 
• Your rights as a consumer 

http://www.bbc.co.uk/webwise/0/22728224 

Accessing government services 
Whether you are looking to apply for a passport, find out about benefits or sort out your tax, the GOV.UK 
website is a good place to look.  Watch this short film to find out more. 

Film: What’s on GOV.UK?  
http://www.bbc.co.uk/webwise/0/22717884 

Looking for work online  
Nearly all positions are recruited for online these days. Find out how to avoid some common pitfalls when 
filling out online applications.  

How to apply for jobs online 
http://www.bbc.co.uk/webwise/0/27346325 

Social media tips for jobseekers 
http://www.bbc.co.uk/webwise/0/27346334 

How to sell your skills online 
http://www.bbc.co.uk/webwise/0/27348469 

 

http://www.bbc.co.uk/webwise/0/22717887
http://www.bbc.co.uk/webwise/0/22717887
http://www.bbc.co.uk/webwise/0/27407393
http://www.bbc.co.uk/webwise/0/27407393
http://www.digitalskills.com/communicating
http://www.bbc.co.uk/webwise/0/22728224
http://www.bbc.co.uk/webwise/0/22728224
http://www.bbc.co.uk/webwise/0/22728224
http://www.bbc.co.uk/webwise/0/22728224
http://www.bbc.co.uk/webwise/0/22717884
http://www.bbc.co.uk/webwise/0/27346325
http://www.bbc.co.uk/webwise/0/27346325
http://www.bbc.co.uk/webwise/0/27346334
http://www.bbc.co.uk/webwise/0/27346334
http://www.bbc.co.uk/webwise/0/27348469
http://www.bbc.co.uk/webwise/0/27348469
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Banking and saving 
For more detailed information on banking online you can visit the Digital Unite website. 
 
Digital Unite: How to bank online 
http://digitalunite.com/guides/shopping-banking/online-banking/how-bank-online 
 
Further learning resources  
Visit www.digitalskills.com/money to see resources for banking, saving and online transactions. 

Entertainment 
TV, radio and ways of listening to music and watching television shows and films are changing to give you 
more choice than ever before.  You can catch up on what you’ve missed  with ‘on demand’ services and 
watch some programmes live on your computer with services like BBC iPlayer. 

Films 

Can I connect my TV to the internet? 
http://www.bbc.co.uk/webwise/0/22728226 

Watching programmes and videos online 
http://www.bbc.co.uk/webwise/0/22728222 
 
Listening to music, TV shows and podcasts 
http://www.bbc.co.uk/webwise/0/22728223 

 

What is an app? 
 
An app is just another name for a computer program – it’s short for application.  Popular apps include 
music services like Spotify and iTunes and movie stores like Netflix and Lovefilm. Some of these will allow 
you download media files, while others ‘rent’ them to you for a limited period.  

Apps that were once only available on a smartphone or tablet can now be accessed using a new 
generation of smart televisions and games consoles. 

Film: What is an app? 
http://www.bbc.co.uk/webwise/0/27488178 

What can I safely download? 

 
There is a lot of free media available on the web as well, but you need to take care when downloading files.  

Film: What can I safely download? 
http://www.bbc.co.uk/webwise/0/22717888 
Further learning resources  
Visit www.digitalskills.com/entertainment to see resources for banking, saving and online transactions. 
 

http://digitalunite.com/guides/shopping-banking/online-banking/how-bank-online
http://www.digitalskills.com/money
http://www.bbc.co.uk/webwise/0/22728226
http://www.bbc.co.uk/webwise/0/22728222
http://www.bbc.co.uk/webwise/0/22728223
http://www.bbc.co.uk/webwise/0/22717888
http://www.bbc.co.uk/webwise/0/22717888
http://www.digitalskills.com/entertainment


7 
BBC © 2014  The BBC is not responsible for the content on external websites. 

Access for all 
With many essential services moving online it’s vital that we are all able to get access them.  

Whether it’s the cost of getting online or the practicalities of or using computers with a disability, there are a 
number of options available.  

If you don’t have a computer or an internet connection there are places where you can get online for free or 
at low cost. 
 
Visit your local Post Office and they will supply you with a list of the nearest ones to you. 

Actress Kiruna Stamell visits her local Post Office to find out where she can get internet access. 
 
Watch Kiruna’s film: http://www.bbc.co.uk/webwise/0/27241059 

Assistive technology 
Many people have impairments which make it harder for them to access the internet using standard 
equipment. There are gadgets and specialised software available which make getting online much easier.  
 
Accessible office: tetraplegia 

Andy Crowe works as an adviser for the Essex Coalition of Disabled People. His personal experience of 
disability helps him connect with clients. He uses a head-operated mouse and dictation software. 
Watch Andy’s film: http://www.bbc.co.uk/webwise/0/27241066  

Business apps for blind people 
 
Robin Christopherson is a technology expert working for a charity. He explains how the increasing 
sophistication of mobile devices and the affordability of apps make his life so much easier. 
Watch Robin’s film: http://www.bbc.co.uk/webwise/0/27255590  

Further learning resources  
Visit www.digitalskills.com/access to see resources for banking, saving and online transactions. 

Useful links 
General learning resources 
 
Digitalskills.com: Resources 
http://www.digitalskills.com/resources 

 

Digital Unite: Computer guides 
http://digitalunite.com/guides 

 

Learnmyway: Get started 
http://www.learnmyway.com/get-started  

 

http://www.bbc.co.uk/webwise/0/27241059
http://www.bbc.co.uk/webwise/0/27241059
http://www.bbc.co.uk/webwise/0/27241066
http://www.bbc.co.uk/webwise/0/27255590
http://www.bbc.co.uk/webwise/0/27255590
http://www.digitalskills.com/access
http://www.digitalskills.com/resources
http://www.digitalskills.com/resources
http://digitalunite.com/guides
http://digitalunite.com/guides
http://www.learnmyway.com/get-started
http://www.learnmyway.com/get-started
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Staying Safe and Secure 
 
Get Safe Online: Protect yourself 
https://www.getsafeonline.org/protecting-yourself 

 

Cyber Street: Five essential tips for cyber safety 
https://www.cyberstreetwise.com/#!/street 

 

Keeping in touch 
 
Digital Unite | Email & Skype 
http://digitalunite.com/guides/email-skype  

 

Money in, money out 
 
GOV.UK | Services and information 
https://www.gov.uk 

 

Money Advisory Service | Shopping safely online 
https://www.moneyadviceservice.org.uk/en/articles/shop-safely-online  

 

Entertainment 
 
BBC iPlayer 
http://www.bbc.co.uk/iplayer 

 

Access 
 
Post Office: Get Connected 
http://corporate.postoffice.co.uk/getting-connected  

 

AbilityNet: Adapting technology, changing lives 
http://www.abilitynet.org.uk/ 

https://www.cyberstreetwise.com/#!/street
https://www.cyberstreetwise.com/#!/street
https://www.cyberstreetwise.com/#!/street
http://digitalunite.com/guides/email-skype
http://digitalunite.com/guides/email-skype
http://digitalunite.com/guides/email-skype
https://www.gov.uk/
https://www.gov.uk/
https://www.moneyadviceservice.org.uk/en/articles/shop-safely-online
https://www.moneyadviceservice.org.uk/en/articles/shop-safely-online
http://www.bbc.co.uk/iplayer
http://www.bbc.co.uk/iplayer
http://corporate.postoffice.co.uk/getting-connected
http://corporate.postoffice.co.uk/getting-connected
http://www.abilitynet.org.uk/
http://www.abilitynet.org.uk/
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