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1. Introduce self & group-. Our group use a variety of devices-Windows PC, Apple 
Mac, iPad & android tablets and iPhone & Android phones. 

2. Introduce aim/plan of sessions: 

• I hope we can learn & share, using and enjoying the Internet. Nowadays, 
computers are not an option. They are simply necessary for our daily life.  

• If group would like to just view and listen, contribute and give feedback-
that’s fine 

• Or if you want to bring a laptop, tablet or phone connected to the internet, 
that’s fine too-. Preferably a battery connection so we don’t have cords to 
worry about! 

• Today we will look at some of the basics of using the internet, and also some 
enjoyable bits of using the Internet. On the internet you can read the news, 
shop, pay bills, send emails, and watch television programmes and more. 

3. Workstation setup (this is basic and I’m sure you will have this under control) 

• Stable internet connection (either NBN, Satellite or Cellular) with suitable 
data plan-see the link for NBN info, speed test, setup etc- 
https://www.nbnco.com.au/residential/getting-connected 

• A laptop, desktop or a tablet-computer 

• Web camera / microphone 

• Smartphone with charger 

• Earphones / headphones / speakers 

• Printer (optional) 

• Wi-Fi connection. Wi-Fi is a wireless network to connect nearby devices 
with each other and share the Internet via hotspots. Internet is a global 
network of networks where computers communicate with each other via 
Internet Protocol (that’s just a set of rules for selecting a path to get data to 
where it should be on the network). Wi-Fi uses radio frequency waves to 
transmit data. Q What are some uses/advantages of Wi-Fi? TV connection, 
various PC’s & multiple devices can be connected to the one Wi FI network 

• Computer Basics: Connecting to the Internet   Computer Basics: Connecting 
to the Internet - YouTube   watch video:  
Video 4 mins. Ask group about their internet connections & plans 

4. U3A website: https://u3abenalla.weebly.com/  Have a look at this, our programs, 
calendar, contacts etc. You view websites and webpages in a web browser. A web 
browser is simply a way of being able to view webpages. At the top of the browser, 
you will find an address bar. To go to a website, you need to put its address into the 
address bar.  

5. Using a web browser. A web browser has a toolbar. You use the toolbar buttons to 
move around websites and update webpages. Click the Home button to go to the 
first page you see when you open your web browser. The home button looks like a 
house. Click the Back button to go back to a page you have already visited. Click the 
Forward button to go to the page you were on before you pressed the back button. 
Click the Refresh button to reload or update a page you are on. Click the History 
button to see what websites and webpages you have already visited 

Tip: Use right click, to open a new tab or new window to save accidentally closing 
webpage down.eg:  Google search books on Afghanistan  

https://www.nbnco.com.au/residential/getting-connected
https://www.youtube.com/watch?v=93-3zmVvCGU
https://www.youtube.com/watch?v=93-3zmVvCGU
https://u3abenalla.weebly.com/
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Tip: The Home button is not on toolbar by default.  Exercise: Go to Chrome and search 
for where is home button in chrome. (more/settings/appearance)—also identify the 

Refresh or reload button. (Benalla weather)      .    
Browsing the internet and using links. To explore inside a website, you need to click on 
links. This is called ‘browsing’ or surfing the web. A website is like a book which has a 
front cover or home page, and lots of other pages, which are called webpages. A link can 
take you to a webpage on the website. A link can also take you to a different website. A 
link can be text, a button or an image. Links are highlighted so you can spot them. Your 
cursor will change to a hand when it moves over a link. 
BBC_First_Click_Beginners_Guide.pdf. You may like to look at this link in your own 
time, it is basic but good. (it is about 60 pages)  

 
Tip: I mentioned this before but when browsing the internet this saves a lot of time 
and mistakes!!Use right click, to open a new tab or new window to save accidentally 
closing webpage down. This is applicable to the Windows PC & Macbook users—sorry 
tablet & phone users. 
 
Q: Why use a search engine? The internet has millions of websites and webpages. You 
can search for almost anything – from recipes and local news to history and gardening 
tips. To search the internet effectively you need 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. Some of the most popular 
search engines are Google www.google.com , Yahoo www.yahoo.com , Bing 
www.bing.com , Microsoft Edge?, Safari 
 Q. What are the search engines you use or prefer? 
Q. What are some examples of what you might search? 

Book reviews, translations, recipes, money & weight conversions, spelling, word meanings, 
crossword help?, how to use products-etc etc 

Go to a website, copy, and paste an image that is a link: 
https://benallaartgallery.com.au/ 

Hold mouse over web address or the image to see the link 

•   
Tip: if you want to paste something from web into a word document for example, and 
you don’t want to have an active hyperlink—right click and select remove hyperlink 

Another Tip: Use PrtSc on PC keyboard to print a screen copy. The copy goes to your 
clipboard, and you can now paste it to your chosen application. The image can be 
cropped, resized etc. On a Mac use Command, shift 4.  
Word Quick Tip: Inserting a Screenshot with Ease - YouTube 
 screen capture: watch video  
 

http://downloads.bbc.co.uk/connect/BBC_First_Click_Beginners_Guide.pdf
http://www.google.com/
http://www.yahoo.com/
http://www.bing.com/
https://benallaartgallery.com.au/
https://www.youtube.com/watch?v=y0hBqkDeV4U
https://benallaartgallery.com.au/school-holiday-workshop-ngv-kids-on-tour-2/
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Take a Screenshot on Your Computer - YouTube  for both Mac & PC watch video First 
half of the video is Mac, then Windows info. Start Windows info at 1min.40Sec 
 

 
Tip: I find this the easiest!! Then you can use keystrokes to paste (Ctrl+V), and use the 
cropping tool from Picture Format toolbar 
 

6. Top tips to avoid getting caught out by cyber crooks (the not-so-enjoyable part of 
the Internet!) 

The frenzy of online shopping for Black Friday or Boxing Day sales for example 
will be irresistible to hackers and scammers. The exact amount stolen from 
consumers by cybercriminals (scammers) is unknown, however, based on 
reported data it is in the billions. So…. 

• Be on the lookout for all incoming communications such as text messages, 
voice messages and emails as it is here, you will find most scams. The scams 
could look like any of the following: 

o We were unable to deliver your parcel. Click here to confirm delivery 
details <<nasty link here>> 

o We attempted to deliver your parcel and you weren’t home. Click 
here to organise another time <<nasty link here>> 

o There is an issue with your order from Amazon. Click here to fix the 
issue and avoid delays <<nasty link here>> 

o Your order for <<insert product>> for $250 has been cancelled. Click 
here to confirm your refund <<nasty link here>> 

• Do your research on what you want to buy. 

• Only buy on official websites from authorised sellers or reputable sources. 
Ignore anything that comes to you via email, SMS or a pop-up ad. Don’t click! 

• Use a third-party payment service such as PayPal, Apple Pay or Google Pay 
which gives you an extra layer of protection and check for the padlock icon 
when at the checkout. 

This screen shot was made using the key PrtSc. It 
goes to the clipboard and can be pasted, cropped etc 
into application of your choice 

https://www.youtube.com/watch?v=vJ61athvLmY
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• Don’t use free public Wi-Fi as it is not secure. If you must, get a VPN (virtual 
private network) that enables you privacy and protection while you are 
online. 

• Don’t reuse your passwords and login details. Write down unique ones or use 
a password manager. 

• ABOVE ARE JUST SOME TIPS TO AVOID SCAMS Word Tip: change this 
heading to sentence case 

 
7. Downloading and uploading 

Downloading means receiving data or a file from the 
Internet on your computer. Uploading means sending 
data or a file from your computer to somewhere on 
the Internet. 

These terms describe activities you may have already 

learned how to do. If you’ve ever shared a photo you 

took on Facebook or another social media site, you've 

uploaded that photo. 
Downloading 

Usually, when you download a file, you will start the download by clicking a link to that file. 

Download a practice document. 

If you click the link, your browser should prompt you to select one of two methods for 

downloading the file. 
• Open with will download the file and load it immediately in the specified 

program. 
• Save File will download it and save it to your hard drive. 

Once you click OK, the download begins. Your browser will indicate the progress and time 

remaining on the download. 

Once the download is complete, either the file will be saved to your computer, or it will 

open in the program you selected. 

Some browsers don’t always start this download process when you click the link to a file. In 

these cases, you can right-click the link, then click Save Link As, then select a location to 

download the file. 

 
Uploading 

Many sites have an upload button that opens a dialog box. For example, Facebook has a 

camera icon that begins the upload process. 

https://media.gcflearnfree.org/ctassets/topics/233/Word2013_TextBasics_Practice.docx
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A dialog box will appear, prompting you to select a file. Browse to the location where your 

file is stored, select it, then click the Open button. Afterward, a progress bar tracking the 

upload process will appear on the page. 

Some sites support a drag-and-drop interface. For example, when logged in to Dropbox you 

can drag the files from a folder on your computer and drop them into the browser window. 

I’m sure many of us send (upload) a photo or two in a text message (SMS) 
8. YouTube. Search a YouTube “how to” do something. 

 Q: How do you use/enjoy YouTube? Some answers: “how to do” things, music videos, 
films,etc 

9. Save a YouTube video to view offline and avoiding any lag in upload. 
https://www.youtube.com/watch?v=nmVhUbKaewo&t=25s 
Jane Austen film Mansfield Park 1hour 52 mins 
The previous videos we have viewed, I downloaded and saved to VLC for offline viewing. We 
can quickly do an example of saving a YouTube video now. (i)Open the YouTube video you 
want to save as a video to view offline. The YouTube address will be in the address bar. (ii) 
Type ss in front of youtube, and press enter.  
Eg https://www.ssyoutube.com/watch?v=nmVhUbKaewo&t=25s Follow prompts to 
download and save. Just as well to copy the address before you add ss, so you can paste it 
into the window if that option opens. These downloads can behave quite differently each 
time—just beware what you click to download. 
 

10. Using Bluetooth—. Make sure you can turn Bluetooth on. -Right click Action Centre 
on far-right side of task bar to make sure you have Bluetooth, or in settings on phone 
or tablet 

What is Bluetooth? 

Bluetooth is a wireless radio technology that allows many different devices to connect to 

each other and work together. It was originally invented as an affordable wireless 

alternative to wired keyboards, headphones, speakers, and other peripherals. Now, many 

kinds of devices use Bluetooth, including cell phones, stereos, health monitors, and safety 

trackers. Almost any wireless device you encounter might use Bluetooth technology. 

Bluetooth is named after Danish king Harold Bluetooth. The Bluetooth logo is a combination 

of the two Norse runes for Harold Bluetooth's initials. In 1996 Industry leaders met to plan 

the standardisation of this short range technology.  
Examples of Bluetooth devices 

https://www.youtube.com/watch?v=nmVhUbKaewo&t=25s
https://www.ssyoutube.com/watch?v=nmVhUbKaewo&t=25s
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The most well-known Bluetooth devices are hands-free wireless headsets for mobile 

phones, allowing you to talk and make calls while your phone is still in your 

pocket. Many wireless speakers and car stereos use Bluetooth to play music 

from other devices like mobile phones and tablets. Remote controls for 

televisions and entertainment systems are replacing infrared sensors and wires 

with Bluetooth technology. 

Bluetooth works similarly to WiFi and cellular networking, but it's designed for different 

purposes. Even though Bluetooth can perform some of the same functions as WiFi, it's 

optimized to perform simpler tasks at a shorter range. Usually, WiFi and cellular technology 

are used to make large networks, or connect several devices to the Internet, while 

Bluetooth works on a smaller scale, like linking a headset to a mobile phone or speakers to a 

tablet. In this way, they are complementary rather than competing technologies. 

One of the advantages of Bluetooth is the ease of connecting devices. If you want to 

connect two devices—like a mobile phone and headphones—the process is fairly simple. 

Keep in mind, though, that Bluetooth menus on many devices will be slightly different. 

• Be sure Bluetooth is turned on. On most devices, you can turn on 
Bluetooth by going into your device's settings. On iOS and Android 
devices, this is found in the Settings app. On desktop computers, this 
will be in the Control Panel or System Preferences.  

• Open the Bluetooth menu. For iOS and Android, tap Bluetooth (or 
Connected devices) in the Settings app. You'll see any devices you've 
previously connected. To see a list of available Bluetooth devices, tap 
Pair new device. It may take a few minutes to locate all nearby 
devices. Select the other device you want to connect. 

• You may be prompted with a security pairing message asking you to 
confirm pairing or enter a passcode to pair. This is a precaution to 
ensure someone else doesn't connect to your device without 
permission and for you to decide if you want to allow the device 
access.  

11. TIP: Keep in mind what is available free of charge on the net, including links to 
international newspapers (https://www.newspaperindex.com/ ), I-view 
(https://iview.abc.net.au/ ), SBS on demand (https://www.sbs.com.au/ondemand/) 

https://www.newspaperindex.com/
https://iview.abc.net.au/
https://www.sbs.com.au/ondemand/

