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Introduction
Welcome to Part One of your Digital
Connectivity Workbooks. This guide will take
you through the need to knows when getting
set up with your digital device.

The first step is choosing the right digital
device for you and recommend some digital
aids if appropriate. Our friendly Digital
Inclusion Officer will guide you through this
step and offer a number of different options
for you to choose from and try out.

The next step guide will take you through
some basics of how to use your digital device
and you will be supported by our Volunteer
Digital Inclusion Befrienders.

Once you are confident with using your
device, why not consider becoming a
Volunteer Digital Inclusion Befriender and you
can pass on your new skills to others through
peer support.  
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Digital Devices - Choosing
the Right one for you. 

Desktop Computer

- In general, less expensive
than a laptop
- Easier and less expensive
to repair than a laptop
- Can easily be set up in a
position which is
comfortable for the user,
with a seperate keyboard
and mouse and erganomic
accessories for screen
placement

Laptop 

- Is portable and can be
taken anywhere
- Does not take up as much
room as a desktop and can
be put away when not in use
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Tablet
 

- Lighter than a laptop
- Touchscreen function
- Can download apps
- Bigger screen than a
mobile phone

Mobile Phone
 

- Very portable
- Multipurpose (can connect
to the internet and use apps
as well as phoning and
texting)

 

3



 

There are a number of different
products available that you can try when
using your device which may be helpful.
Our Digital Inclusion Officer will be able
to show you some and let you try some

different options.

Used with touch screen devices
such as mobile phones and
tablets, a stylus is used when
selecting things on the
touchscreen. It looks a little bit
like a pen and some users find it
easier to have a stylus than using
their fingers with a touchscreen
device.

Digital Aids
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Digital Aids
With some touchscreen devices
and laptops, you are able to
connect a mouse which gives you
more options for operating your
device. The Digital Inclusion Officer
will tell you which options you
have with your device and you can
try them out and find which one
suits you best.

You can connect headphones to
your device. This may be good to
consider if you are listening to music
or watching a video or if you are
taking part in a video call. Some
headphones also have a
microphone attached to them,
which is especially useful to help
communicate clearly when video
calling people.
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When you are using your device, its
important to ensure you are in a comfortable

position which is not putting strain on your
body.

 
There are a number of different

ergonomically designed accessories that can
help with this, from wrist supporting

mousemats to laptop stands and office chairs
to foot supporters.

 
When using your device, it's good to make

sure your back is straight and the screen is in
a position where you do not have to strain
your neck to look at it. The Digital Inclusion
Officer will go through the different options

available.

Digital Aids
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If you are using a desktop
computer, there may be two
buttons you need to switch it on.
There will be one on the front or
the top of the PC tower and one
on the screen which is usually in
the bottom right hand corner.
Press the button on the tower
first until it lights up. Then press
the button on the monitor. You
should now see the screen come
on.

If you are using a laptop, the on
button will be located in the
space below the screen and
above the keyboard. Press
down on the power button and
the screen will come on

Turning on your Device 
On a desktop computer or laptop,
the power button will have a
symbol that looks like this
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If you are using a tablet, the on
button will be on the top right
hand side. The on button on
your tablet might not have the
power symbol on it, but don’t
worry. It will be the only button
on the top right hand side of
your device. Press down on
the power button and the
screen will come on.

If you are using a mobile, the
standard places for the power
button to be located are on
the right hand side of the top
of the phone or along the edge
on the right hand side. If your
phone is not a touchscreen
and has a keypad, you may see
the power symbol located
there. Locations of the power
button vary with different
phone models, if you'd like
some help locating it, just ask.
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If you are using a Laptop, Mobile or Tablet
 

The battery may be flat. Plug it into a charger
and leave it for a few minutes then try

turning it on again. You can continue to use
your device whilst it is charging. It will usually

take a few hours for your device to be fully
charged and then you can unplug it.

 
 

If you are using a Desktop Computer 
 

Make sure that the plug is in the socket and
the wires at the back of the screen and tower

are connected. 
 

Troubleshooting - What if
my Device doesn’t Turn on?
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How to use a
Mouse/Touchpad/Touchscreen 
Depending on what device you are using,
you will be able to select things on the
screen using your mouse, touchpad or by
touchscreen.

At the front of the mouse there are
two buttons (left and right). You use
these buttons to 'click' on things to
select them on your device.
You will also have a 'wheel' in
between the two buttons which you
roll to scroll up and down the screen.

The mouse controls the 'cursor' on
your screen which will look like the
picture on the left.

When using a mouse, you will mostly be clicking on
the left hand button, which selects things on your
screen. Sometimes you will need to double click to
select things. You can practice doing this with
guidance from our Digital Inclusion Officer.
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How to use a
Mouse/Touchpad/Touchscreen 

When you hold the
mouse, put your thumb
on one side and your
fourth finger on the other
side and then use your
middle finger to click on
the left button and the
index finger to click on
the right hand button.

If you are using a laptop, there
will be a touchpad at the
bottom. You move your finger
lightly along the touchpad to
move the mouse on the
screen. To click on things, you
press down on either the left
hand side or right hand side of
the bottom of the pad (these
buttons do the same things as
on a mouse).
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If you are using a mobile or tablet device, they
are operated by a touchscreen function.

You can select things with your fingertip by
pressing on a certain section of the screen.

You will also need to scroll with your finger. To
scroll, you lightly swipe your fingertip in a
up/down or left/right motion across the screen to
move it. 

With touchscreen mobiles or tablets, there is one
button under your screen, which is the 'home'
button. You press this button to go back to the
main home screen of the device.

How to use a
Mouse/Touchpad/Touchscreen 

home button
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Practice Exercise - 

Troubleshooting -  
I'm using a laptop and I am finding it difficult to

operate the touchpad 
Why not try getting a mouse to plug into your

laptop. The Digital Inclusion Officer can show you
how to do this and let you test which way you find

easier.
 

I'm using a touchscreen device and struggling to
select things with my fingertip

Why not try using a stylus device? Some find this
easier than using a fingertip.

 

My mouse doesn't seem to be working
If it is a mouse with a wire, double check this is

properly plugged in to your computer. If you have a
wireless mouse, ensure that the batteries have not

run out and that it is turned on. 

There are websites which give you beginners
exercises on using a mouse, which the Digital
Inclusion Officer/Volunteer will show you:
http://intouch-2000.net/seniornet/exercises/
mousepractice.html
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How to use a Keyboard - Button
Glossary

Alt - either of two keys on a PC keyboard that is
held down while pressing another key, as to
perform a specific operation or type a special
character.

Arrow - A set of four computer keys marked with
arrows (up, down, left, right) which can be used for
moving the cursor

Backspace/Delete - used to delete the previous
letter when typing

Caps Lock - Press when wanting to produce a
capital letter

Control (Ctrl) - Key that is used in combination
with other keys to perform a particular operation.

Enter - Used to perform an action or to start a new
line of writing when typing

Escape (Esc) - This allows user to stop an action,
return to the previous menu or leave a programme
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How to use a Keyboard - Button
Glossary

Function - A set of keys along the top of the
keyboard which are used for specific operations,
marked F1 - F12

Numeric Keypad - A set of keys which allow the
user to type numbers

Num Lock - A button which changes the
functionality of the number keys and allows you to
do certain keyboard shortcuts

Print Screen - Takes a photograph of your screen
(called a screenshot)

Shift - When pressed down, it allows the user to
type a capital letter or to select one of the symbols
on the numeric keypad along the top of your
keyboard

Space Bar - Long thin unlabelled key that when
pressed when typing allows the user to leave a
space between words
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There are two main ways to sign up for an internet
service:
- Mobile Internet 3G/4G (often mobile phones have
this and it is not dependent on being in a fixed
location, you can use it anywhere).
- Fixed internet (connection from a specific location
eg Cafe, Shop or private home you can connect to
with wifi).

When you are having an initial assessment with our
Digital Inclusion Officer, they will talk to you about
the different services and offers available and help
you to work out which is best for your needs. 

When setting up a router, it will come with specific
instructions from the manufacturer.

How to Connect to the
Internet 

WIFI symbol Photograph of a Router

 Display indicating device is connected to
4G 18



How to Connect to the Internet -
WIFI
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Step 1- Find out the name of the WIFI Network
you would like to use. If you are in a private home,
the name of the network will be written on the
back of the router device. If you are using WIFI in a
public space, it will probably be clearly named by
your location eg 'Reconnect Cafe'

Step 2 - Once you know what network name you
are looking for, you can find it to connect to on
your device. The way that you do this depends on
what device you are using, but it is a similar
process for all devices: Go to Settings > Click on
WIFI Settings > Turn WIFI on > Find the network
you are looking for and click on it

Step 3 - Many WIFI networks require a password
for you to connect to them. If you are in a private
home, the password will be written on the back of
the router device. If you are in a public space, the
password may be displayed on a sign or you can
ask a member of staff what it is. Once you enter
the password, your device will connect and you
will see the wifi symbol somewhere on your
screen.



How to Connect to the
Internet - Desktop

Computer
If you are using a device like a desktop computer, it

is more than likely that it won't have a built in
wireless adaptor like a phone, laptop or tablet has.

 
There are two different options available in this

instance, which the Digital Inclusion Officer will show
you:

 
You can get a wireless adaptor, which you plug
into your computer's USB port which will then allow
you to use WIFI.

 
Or you can get an Ethernet Cable, which you plug
into the back of the router and the back of your
computer. The plug and cable looks like this:
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How to Connect to the
Internet - Mobile Internet
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There are a number of different ways and devices
that you can use when connecting to mobile

internet (3G/4G). The Digital Inclusion Officer will
support you with setting up your mobile internet

and explain how your specific device works.
 

Once your device is set up, the steps to start using
mobile internet are slightly different depending on

what you are using, but all follow this basic
process:

 
Step 1 - Go to Settings

Step 2 - Click on 'Mobile Data'

Step 3 - Select option to turn mobile data on

Step 4 - Once you have done this, the symbol '4G'
will appear somewhere on your devices screen.
This indicates you are now connected to Mobile
Internet.



Troubleshooting -  
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My router is flashing and has stopped working
 

You can call your internet provider who will test your
connection and talk you through reseting your

router.
 

I'm using mobile internet and the 3G/4G symbol
has gone from my screen and the connection has

stopped working
 

Sometimes, your mobile internet can stop working
as it is unable to pick up a signal in your current
location. Try moving to a different room/location

and turning your mobile internet off and on again.
 

It is taking a long time for webpages to load/the
internet keeps cutting out

 
You can check the strength of your signal with a

website like:
broadbandtest.which.co.uk

If your signal shows up as poor, you can contact
your internet provider to get the issue resolved.
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