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1. Doing more with the internet

Hello,

Welcome to Age UK’s ‘Intermediate guide to getting connected to the
internet’. Now that you've read the beginner’s guide, you'll be set up
with an internet connection at home Wi-Fi and know how to search for
information online.

This guide will show you how to use public Wi-Fi, hotspots, mobile data and mobile
broadband units. It will also explain how to use different tools on your web browser. This
includes ‘bookmarking’ (saving) your favourite websites so you can find them easily.

Getting online has been one of the best things I've done. I use it to do so many things,
from banking to online shopping and many things between. It means I can keep an
eye on my finances easily and safely. It’s so quick and easy if I want to send money to
my children or grandchildren. I can also keep an eye on what is going in and out of my
account. I have a car and manage all my car related finances like my car tax, insurance
and even my driving licence online.

The internet is really great for getting information about any subject, I'm always using

it to answer my questions. I do my weekly shop online, buy presents and cards, buy
clothes and shoes - there are too many things to list! If I can buy something online, I do
it online. I even use the internet to book appointments at the GPs or manage my repeat
prescriptions. I'm not sure how I ever managed without it.

Learning at your own pace

You can work through the guide by yourself, with the support of an Age UK Digital
Champion, or with the help of your friends, family and carers. It’s best to work through the
guide at your own pace, repeating any sections you want to focus on. Try to take the time
to reflect on what you've learned and make notes, as this will help to build your skills and
confidence.

If you’ve got any questions as you work your way through the guide, you may be able to
get support from your local Age UK or local Age Cymru. You can find your local Age UK at
www.ageuk.org.uk/services/in-your-area

I hope you enjoy getting online.

Ruth, 72
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2. Using this guide

This is an intermediate guide for people who have set up an
internet connection at home Wi-Fi and know how to carry out
simple searches online. In this guide, we’re going to show you
how to connect to Wi-Fi when you’re out and use further of
tools that will make it easier to find information online.

In the beginner’s guide, we showed you how to find an internet provider and get
connected to the internet at home.

Before reading this intermediate guide, you should feel comfortable:
connecting to the internet on a smartphone, tablet, laptop or computer at home

searching for information online.
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3. Understanding key terminology

We introduced you to key terms in the beginner’s guide which we’ve
included below. It’s worth recapping these to make sure you’re familiar
with them all before getting started. There are also some new terms
that we’ll introduce you to in this quide:

Address bar: The address bar is at the

top of your web browser, such as Google
Chrome or Microsoft Edge. It’s where the
address of a webpage (or URL) appears.
You can type a web address straight into
the address bar, for example, typing ‘www.
age.org.uk’ will take you to our website.

Application, or ‘app’: A type of program
that you can download for your computer,
laptop, tablet or smartphone. There are lots
of apps available, from games and puzzles
to banking.

App Store: An official, pre-installed
program on iPhones and iPads which gives
you access to apps.

Android: The name of the software that
many devices use to function. Phones and
tablets from lots of different brands falll
into the bracket of Android devices. These
brands include Alcatel, Google, HTC, LG,
Moto, Samsung and Sony.

Apple: A brand of phones and tablets.
Apple phones are known as iPhones and
tablets are called iPads. If your device isn’t
Apple, it’s likely to be an Android device.

Bandwidth: The amount of data that

can be transferred through your internet
connection. The lower the bandwidth,

the slower the speed of the internet
connection. If your bandwidth is low,

it could mean webpages load slowly,
especially if they have images. Or you may
struggle to watch videos online.
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Bookmarks or favourites: A tool that
saves a website for you in a web browser.
This is helpful for websites you go to
regularly as you don’t have to remember
the URL.

Broadband: Broadband is a generic term
for the internet connection which allows
you to access the internet. To get home
broadband, you'll need to set up a contract
with a broadband provider, such as Sky or
Virgin.

Broadband/internet provider: This is a
company that provides your broadband,
such as Sky or Virgin. They will charge you
for the equipment needed to connect your
smartphone, tablet, laptop or computer to
the internet.

Click: This is when you tap on a mouse or
the touch pad on a laptop to open a file or
webpage. Sometimes you may need to
click twice, known as double clicking. For
example, you might need to double click to
open a document in an email.

Device: A general term for a smartphone,
tablet, laptop or computer.

Drag: If your device has a touchscreen, you
put your finger on the screen of your device
and move it across, up, down, left or right.




3. Understanding key terminology

Drag click: If you're using a mouse, or

a touchpad on a laptop, to interact with
your device, you need to ‘click’ first, before
‘dragging’. Click on the object that you want
to move on the screen. You can move it
while keeping your finger pressed down on
your mouse.

Fibre optic broadband: A type of
broadband that uses fibre cables made of
plastic or glass, rather than copper wires.
These carry more data at higher speeds so
the internet connection is faster.

Hardware: This describes the physical parts
of a computer such as the screen, mouse
and keyboard.

Hotspot: This is a physical location where
you can get internet access. You can either
set up a personal hotspot from a personal
device, like a smartphone, or access public
ones which are found in places like train
stations, airports and shops. These are
usually operated by companies such

as BT, 02, The Cloud and Virgin Media.
Some hotspots are free to use while
others charge you to use them. In some
cases, internet providers only allow their
customers to access them. You will often
need to register to use them.

Icon: An image or symbol which represents
an app or function on your phone, tablet

or computer screen. You usually ‘tap’ (see
definition below) on an icon to open an

app.
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Internet: Also known as the world wide
web (www), this a large network that
connects computers and devices around
the world through which you can access
information. You'll see the abbreviation
‘www’ at the beginning of web addresses.
For example, our website is www.ageuk.
org.uk.

Mobile broadband unit: A small wireless
device that creates an internet connection
when you’re away from home. For
example, you may be travelling on a train
or sitting in a cafe and want to go on the
internet. Mobile broadband units connect
to mobile phone networks to establish a
Wi-Fi signal. You can then connect your
laptop, tablet or smartphone to them.
They’re available on a pay-as-you go tariff
or monthly contract. The most common
brand is MiFi. Read ‘A beginner’s guide

to connecting to the internet’ for more
information about using mobile broadband
units with a smartphone, tablet or laptop.

Mobile data: This is what you use to access
the internet on your phone. It's measured
in megabytes (MB) and gigabytes (GB). Most
phone and tablet contracts have monthly
allowances for how much data you can
use. Once you use up your allowance, you
may get charged for any extra data you
use. Or your amount might be capped to
prevent you from overspending, and you
won’t be able to use the internet until your
allowance renews the next month. You can
also pay for more data for just that month.

Operating system: The software that
manages different programs on a
computer, phone or tablet. The software
that manages different programs on
your device. Examples include Android
for certain smartphones (like Samsung,
Google, Sony, LG and Moto) and iOS for
Apple devices.
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Play Store: An official, pre-installed
program on Android devices which gives
you access to apps.

PDF: This is short for Portable Document
File - a useful way of saving documents
you wish to send as attachments in an
email.

Router: A device that connects your
computer, phone or tablet to a broadband-
ready telephone line and sends out your
home internet signal.

Search bar: A box in a search engine where
you can enter a topic to search.

Search engine: These help you to find
information on the internet. Popular search
engines include Google and Bing. You can
type in keywords in the space provided.
The search engine will search through
relevant web pages and display them in

a list. Someone might tell you to ‘Google’
something, which means looking up
information online using Google. You access
search engines through a web browser (see
below).

SIM card: A small card that you insert into
a device such as a smartphone or tablet. It
stores data, including mobile numbers, and
connects you to a phone network, such as
02 or Virgin Mobile. Each SIM card has an
identification number on it that is unique to
the owner.

Smartphone: A mobile phone which
connects to the internet. You can use it
to do everything from sending emails to
making video calls.

Software: This is a catch-all term for
something that runs on your computer,
laptop, tablet or smartphone. Examples
include apps on your phone and tablet, or
anti-virus programs. You might also see
them described as ‘programs’.

Spyware: An unwanted program that runs
on your computer, which can make it slow
and unreliable or make you a target for
online criminals. Anti-spyware software
helps protect your computer against
security threats caused by spyware.

Tab: Tabs are at the very top of your
internet browser. You can click on the +’
symbol at the top of the browser to open

a new tab, where you can visit a different
website without losing access to the
webpage you're on. Some apps might also
have tabs at or near the top, which you can
click or tap on to switch between different
parts of the app.

Tablet: A small portable computer with a
touch screen. You tap the screen with your
finger or a special pen, often referred to

as a ‘stylus’, to use the device rather than
using a keyboard and mouse.

Tap: To quickly touch and then lift your
finger off the touch screen of your device
to carry out an action. This could be to
move to a new screen or open an app on
your device. It's the equivalent of clicking a
mouse on a computer. You can read more
about this in ‘A guide to making your device
easier to use’.

Touch screen: A type of screenona
device that allows you to use your finger,
or a stylus, to navigate and interact with
content. This is an alternative to a mouse
and keyboard.
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3. Understanding key terminology

URL: This is the address of a webpage, for
example, ‘www.ageuk.org.uk’. You type the
URL into the address bar at the top of your
web browser, such as Google Chrome and
Microsoft Edge, to visit a website.

Viruses: These are programs that spread
from one computer to another by email

or through websites. They can slow your
computer down, display unwanted pop-up
messages and delete files.

Web/internet browser: A program that
runs on your device. It allows you to access
webpages on the internet. Common

web browsers include Microsoft Internet
Explorer or Edge, Google Chrome, Mozilla
Firefox and Apple Safari.

Webpage: Webpages provide information
through text, images and videos, and are
displayed on your web browser, such as
Google Chrome or Microsoft Edge. Websites
are made up of webpages, just like a book
made of pages.

Website: A set of related webpages owned
by one person or organisation. For example,
Age UK’s website is made up of hundreds
of individual webpages on different topics,
but all the webpages begin with ‘www.
ageuk.org.uk’. You visit websites on your
web browser, such as Google Chrome and
Microsoft Edge.

Wireless network, or ‘Wi-Fi’: How

your phone, tablet, laptop or computer
connects to the internet without using
wires or cables. You can access public
Wi-Fi networks, for example when out
and about, or arrange a contract with an
internet provider so you can use Wi-Fi at
home.

Zoom in: This is a way of making the text
on the screen of a device bigger. On a
smartphone or tablet, you pinch the screen
to make it bigger. On a laptop or computer,
you click your mouse to do this.

Zoom out: This is the opposite of ‘zoom in’.
It makes the text on the screen smaller.

3G/4G/5G: Mobile data that you use on
your phone or tablet uses 3G, 4G or 5G. The
higher the number, the faster the wireless
connection. 5G stands for ‘fifth generation
network’ and is the latest technology
available.
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4. How to connect to the internet when you’re away from home

You can access the internet when you’re away from home.
From using a mobile broadband device to connecting to
public Wi-Fi, there are different options to help you do this.

Staying safe on public Wi-Fi

It’s important to be careful when using public Wi-Fi connections as they’re not as secure
as the connection you have at home. Not all networks will be encrypted, which is when
information sent between your computer and the wireless router is in a secret code. This
means there is a risk that the information you look at online can be read by others.

In public places, avoid logging in to sites that contain sensitive information, such as bank
accounts. If you do access your personal accounts, make sure you log out of them when
you've finished using them. Also, don’t save your login details for websites and online
accounts. Where possible, use a Wi-Fi network that is password protected.

Is your device Android or Apple?

If your device is an iPhone or iPad, then it’s an Apple brand. It will have the Apple logo on
the back. All other phones and tablet brands are more than likely to be Android devices. If
you aren’t sure, then here are some ways to find out:

+ Check the handbook that came with the device.
« Search for the brand of your device online.

+ Go to your phone menu. Tap ‘Settings’, then ‘General’, then ‘About’. There, the version
will be listed. Some phones will only need you to tap ‘Settings’ and then ‘About phone’ -
there isn’t a middle step.

How to use your mobile data to connect to the internet

If you don’t have access to Wi-Fi, you can use your mobile data on your smartphone. This
is what you use to access the internet on your phone. It's measured in megabytes (MB)
and gigabytes (GB).

Most phone and tablet contracts have monthly allowances for how much data you use.
Once you use up your allowance, you may get charged for any extra data you use. Or your
amount might be capped to prevent you from overspending, and you won’t be able to use
the internet until your allowance renews the next month. You may then choose to pay for
more data. You can also access pay as you go options from mobile phone providers, so
you can choose how much data to buy each month. If you find you don’t use all your data
one month, you can opt for less data the following month.
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4. How to connect to the internet when you’re away from home

Using mobile data on an Android:
1. Go to ‘Settings’, then tap on ‘Connections..

10:28 oL T8%E

Settings Q

@ Connections
Wi-FI + Bluetooth + Flight mode

@ Sounds and vibration
Sound mode + Ringtone

Notifications
Status bar + Do not disturb

0

Display

Brightness - Eye comfort shield - Navigation
bar

Wallpaper
Home and lock screen wallpaper

Themes
Themes - Wallpapers - lcons

Home screen
Layout = App icon badges

Lock screen
Screen lock type + Always On Display

© © O

1 @) <
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4. How to connect to the internet when you’re away from home

2. Goto ‘Data usage’, click on it.

10:29 o 5. 78%E
¢ Connections Q
Wi-Fi

Bluetooth

NFC and contactless payments ( _
Flight mode

Mobile networks

(Data usage )

SIM card manager

Mobile Hotspot and Tethering

More connection settings

1 @) <
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4. How to connect to the internet when you’re away from home

3. Onthe next screen, you'll see ‘Mobile data’, under ‘Mobile’. Click on the button to the
right to turn your mobile data on. The button will show up a colour, e.g. go blue, when
mobile data is on. When you’re connected to the internet, ‘4G’ or ‘3G’ will appear in the
top right corner of your home screen.

10:33 B "4 T6%m
¢ Datausage

0B .00 GB

200 GB data waming

Data saver
off

Mabile

Mobile data -~
Access the internet through your mabile (__/’
network.

Mobile data only apps

Set apps to always use mobile data, even
when your phene is connected to Wi-Fi.

Mobile data usage
504 MB used 1-31 Jan

Billing cycle and data warning
1st day of each month

Wi-Fi

Wi-Fi data usage
21.24 GB used 17 Dec 2021 - 14 Jan 2022
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4. How to connect to the internet when you’re away from home

4. When you've finished using the internet, you can turn your mobile data off by clicking
the same button again. It will be white when switched off.

10:35 ®al76%e
¢ Datausage

0B .00 GB

200 GB data waming

Data saver
off

Mabile

Mobile data
Access the internet through your mobile
network.

Mobile data only apps

Set apps to always use mobile data, even
when your phene is connected to Wi-Fi.

Mobile data usage
505 MB used 1-31 Jan

Billing cycle and data warning
1st day of each month

Wi-Fi

Wi-Fi data usage
21.24 GB used 17 Dec 2021 - 14 Jan 2022
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4. How to connect to the internet when you’re away from home

Using mobile data on an iPhone or iPad:
1. Tap on the ‘Settings’ icon on your phone.

w! ! Xfinity Mobile < a4:36 AM

.H

FBceTlmF Calendar Photos Camera

2,831

Weather

News

@&tV

App Store Podcasts i

)

Wallet Settings

2. Then tap on either ‘Mobile data’ or ‘Cellular’ depending on the iPhone model you have.

wll 02-UK = 10:43 100% B3
Settings
Airplane Mode
B wir

>3 Bluetooth On

D wobie pata

Personal Hotspot

[® nNotifications
€D sounds & Haptics

Do Mot Disturb

B3 screenTime
@ General

Control Centre
Display & Brightness

ﬂ Home Screen
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4. How to connect to the internet when you’re away from home

3. Onthe next screen, click on ‘Cellular data’ or ‘Mobile data’ to turn this on. The button
will go green when mobile data is on. When you are connected to the internet, ‘4G’ will
appear in the top right corner of your home screen.

wll 02-UK 4G 10:49 100% 45
< Settings Mobile Data
Mobile Data
Mobile Data Options Roaming Off
Personal Hotspot On

Turn off mobile

email, web

02
MNetwork Selection

Wi-Fi Calling
Calls on Other Devices When Nearby
Maobile Data Network

Network Provider Services

SIM PIN

SIM Applications

MOBILE DATA

Current Period 36.6 GB

4. When you've finished using the internet, you can turn your mobile data off by clicking
the same button again. It will be white when switched off.

awl 02-UK = 09:04 92% [

< Settings Mobile Data

Mobile Data O

Mobile Data Options

Turn off mobile

email, web bro

02
Network Selection 02 - UK
Wi-Fi Calling Off
Calls on Other Devices When Nearby

Maobile Data Network

Network Provider Services

SIM PIN

T R D TR S
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4. How to connect to the internet when you’re away from home

How to use a mobile broadband device to connect to the internet

A mobile broadband unit is a small wireless device that creates an internet connection
when you’re away from home. For example, you may be travelling on a train or in a cafe
and want to go on the internet.

These units tap into mobile phone networks to establish a Wi-Fi signal. They have a SIM
card inside which connects to the same networks as a mobile phone. Your laptop, tablet or
smartphone will detect the Wi-Fi network and connect to them. The most common brand
is MiFi. Mobile broadband units are available to buy or loan from mobile network providers
on a pay-as-you go tariff or monthly contract.

When your mobile broadband unit arrives, there will be instructions about how to set up
the Wi-Fi signal and connect to the internet.

How to access Wi-Fi in a public place

If you have a smartphone, tablet or laptop, you can access the internet in a public place,
like a library. Speak to a staff member and ask them for the details you need to log in to
their Wi-Fi. You'll need the name of the Wi-Fi and the password.

Wi-Fi

Not all Wi-Fi networks require passwords. If there is a lock icon next to the network
name, they need a password. If possible, it’s best to stick to using Wi-Fi networks that
have a password as these are more secure.
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4. How to connect to the internet when you’re away from home

Using an Android phone or tablet to access public Wi-Fi

1. Go to ‘Settings’ on your device, then tap on ‘Connections’ which is the first option on
the menu.

& 4 B12:34pm | ATET 5 [l (& a4 B12:34pm

Settings

GENERAL SETTINGS

¥ Airplane mode

| W wiFi .)

% Bluetooth

% Mobile networks

) Sound & notifications
{} Display

® Date & time

@ Language & input

[ | WIRELESS & NETWORKS

(Q Data usage

2. Tap on ‘Wi-Fi’. It will give you a list of ‘Available networks’. The Wi-Fi you're looking for
will be listed. Tap on the Wi-Fi network.

i 4, .t W 12:34 pm

(", eduroam )

' Isuguest

¥ Isuwifinelp
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4. How to connect to the internet when you’re away from home

3. Next, you'll be asked to enter the password. Type this into the space provided. Tap the
blue ‘Connect’ button below to connect to Wi-Fi. When you’re connected, the name of
the network will turn from black to blue text and it will say ‘Connected’ underneath.2.
Then tap on either ‘Mobile data’ or ‘Cellular’ depending on the iPhone model you have.

eduroam

[C] show password

[[] Advanced options

CANCEL | CONNECT

1 2 3 45 6 7 8 90

@ # $ % & - + (
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4. How to connect to the internet when you’re away from home

Using an iPhone or iPad to access public Wi-Fi
1. Tap on the ‘Settings’ icon on your device.

w! ! Xfinity Mobile < 4:36 AM

FaceTime Calendar Photos Camera
2,831 -
ne g

b . Mail Weather

News

App Store Podcasts

)

Wallet Settings

2. Next tap ‘Wi-Fi’ in the settings menu.

3. When you go into the next screen, slide the circle in the slider to the right so it turns
green. Your device will search for available Wi-Fi networks.

ol 02-UK 46 110 973 -
¢ Settings Wi-Fi
NETWORKS ¢
Other...
Ask to Join Metworks Notify

Known networks will be joined automatically. If no known
networks are available, you will be notified of available
netwarks.

Auto-Join Hotspot Ask to Join

Allow this device to autematically discover nearby personal
hotspots when no Wi-Fi network is available,
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4. How to connect to the internet when you’re away from home

4. Tap the Wi-Fi network you want to use. You'll be asked to enter the password. When
you're connected to this network, there will be a blue tick to the left of the name of
the network. The Wi-Fi network you are connected to will appear above the ‘Networks’
section in the ‘Wi-Fi’ menu.

! 02-UK = 11:04 GE%: .
< Settings Wi-Fi

wii ©
v/ BTHUbB-GP2K a7 (0
MY NETWORKS

BTHUbB-GP2K-5 a =)

BTWi-fi = (G
OTHER NETWORKS =

BTWifi-X a v (@

DIRECT-11-HP ENVY 5540 series a7 @

Other...

Ask to Join Networks Notify

Auto-Join Hotspot Ask to Join
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4. How to connect to the internet when you’re away from home

Using a Windows laptop to access public Wi-Fi
1. Go to ‘Settings’ on your laptop.
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4. How to connect to the internet when you’re away from home

4. Click on the ‘Wi-Fi” icon at the top of the screen to show the available Wi-Fi networks.
The icon will turn blue.

5. Click the blue link underneath the icon which says: ‘Show available networks’. A list of
available Wi-Fi networks will appear in a box on the right-hand side of the screen. Click
on the one you need.

6. You'll see a tick box saying: ‘Connect automatically’. Avoid ticking this when you're
using public Wi-Fi to stop you from automatically logging on to the network in the
future without realising. This will help to keep your personal information safe. Then
click the blue ‘Connect’ button below.

7. Tt will then ask you to enter the password.

8. Once you have finished using the Wi-Fi network, make sure you turn off ‘Wi-Fi’ by
tapping on the blue ‘Wi-Fi” button. The button will go white.
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4. How to connect to the internet when you’re away from home

Using a Mac to access public Wi-Fi
1. Click the Wi-Fiicon in the menu bar.

o Window Help f@ T00% B8 Tue 3:26 PM High Slerr
e — N/

2. If Wi-Fiis off, choose ‘Turn Wi-Fi on’.

Open Network Preferent
r (] ) I S ra’
3. Select a nearby Wi-Fi network from the list. Click on this.

~

4. If a password is needed, it will ask you to enter this.

5. Once you have finished using the Wi-Fi network, make sure you turn it off.
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4. How to connect to the internet when you’re away from home

How to connect to a hotspot

Using a public hotspot

You can connect to the internet outside by using a hotspot. This is a physical location
where you can get internet access. You can find them in places like train stations, airports
and shops. Some are free to use, and you have to pay for others. Often you will need to
register to use a hotspot. Some of these will need a password and others won’t.

Using a hotspot is useful if you want to quickly check the opening time of a shop or look up
buses or trains. We recommend you don’t use them to look at personal information, such
as online banking, to prevent anyone from accessing your data.

1. Turn on Wi-Fi on your device. This is under ‘Settings’ and then ‘Connections’ or ‘Wi-Fi’. It
will give you a list of available Wi-Fi networks.

2. Look for the open networks that let you connect without a password. These are
usually operated by BT, 02, The Cloud or Virgin Media. Select the one you want to use.

3. You'll usually get taken to a landing page on your web browser, where you can register
to use the hotspot or click to connect. Sometimes you'll be asked to pay to use a public
hotspot. If you don’t want to pay to use it, you can close the landing page.

Using the hotspot on your smartphone

When you don’t have access to a Wi-Fi network, you can set up a mobile hotspot, also
known as tethering, on your smartphone. You can then share the connection with other
devices, such as a laptop.
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4. How to connect to the internet when you’re away from home

Using the hotspot on an Android device:
1. Scroll down the menu to ‘Mobile hotspot and tethering’. Tap on it.

R Y RED

& Network & Internet (7]
Wi-Fi
v Wu Tang LAN .

Mobile network
‘ T-Mobile

O Data usage

18.94 MB of data used

@) g{::tspot & tethering)

VPN
None

4 Airplane mode

2. Turn your mobile hotspot on by tapping the icon to the right of ‘Mobile hotspot’.

10:43 AT TR

< Mobile Hotspot and Tethering

Mobile Hotspot qQ)

Bluetooth tethering

Share your phone's intermnst connection
using Bluatoth,

USB tethering
Mo USB devices connected.

Ethernet tethering
Mo USE Ethernet adagter connected
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4. How to connect to the internet when you’re away from home

3. This will turn on your mobile hotspot. The icon will turn a different colour e.g. blue.

Mobile data

4. Onthe screen are instructions to use the mobile hotspot you've set up on your
smartphone.

5. To connect to the hotspot, turn Wi-Fi on the device you want to use, e.g. your laptop.

6. Then select the name of your device from the list of available Wi-Fi networks. This
could be something like ‘Android AP’.

7. You can connect to this device by entering a password. The password will be on the
screen of your phone.

8. Tap on the ‘Settings’ app.

9. Tap on ‘Connections’ or ‘Network and Internet’.

3 W oexll1:20

Set up Wi-Fi hotspot
Metwork name

AndroidAP

Security

WPA2 PSK

[ show password

Select AP Band
2.4 GHz Band
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4. How to connect to the internet when you’re away from home

Using the hotspot on an iPhone or iPad:
1. Go to ‘Settings’.

2. Next, tap ‘Personal Hotspot'.

wll 02-UK % n:32 1% .
Settings

—

Ef;_.‘, Airplane Mode

a Wi-Fi BTHUbB-GP2K

B Bluetooth On

€D wmovile Data

Personal Hotspot )

)
Q

Notifications
Sounds & Haptics
Do Not Disturb

Screen Time

General

Control Centre

>
=

Display & Brightness

Home Screen

BOODE 6

3. Tap the slider next to ‘Allow others to join’ so you can share the internet connection
with your other devices. This will turn the space next to the circle green.

Wil O2-UK = 11:36 90% 1
< Settings Personal Hotspot
Personal Hotspot on your iPhone can provide internet access

d in to your iCloud account without
requiring you to enter the password.

Allow Others to Join @

Wi-Fi Password
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4. How to connect to the internet when you’re away from home

4. Below ‘Allow others to join’ is a Wi-Fi password. You can connect your other device
to your personal hotspot by searching for your iPhone connection when you turn on
its Wi-Fi. It might be called “iPhone”. Then enter the password that is on your iPhone
screen.

ol O2-UK = 1M:36 90% 4

< Settings Personal Hotspot

Allow Others to Join [ @)

Wi-Fi Password

TOP TIP

Staying safe online

For many people the internet has made life easier and is an excellent source of
information. But it's important to use the internet safely and protect any device that
connects to the internet. You can protect yourself from scams, fraud and viruses by
knowing what to look out for and taking steps to avoid them. You can find out more
in our ‘Beginner’s guide to staying safe online’.
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5. Using further features to help you find information online

Opening tabs

Tabs are at the very top of your web browser. It means you can have multiple websites
open at the same time. On a laptop or computer, you can click on the 4+’ symbol to open a
new tab. Then you can visit a different website without closing the webpage you’re on. You
can have multiple tabs open at one time.

Try not to open too many new tabs. Opening lots of tabs can slow your device down
and it can get a bit confusing remembering which webpage you're looking at.
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5. Using further features to help you find information online

Option one

1. Toopen anew tab, click on the 4+’ symbol at the top of the screen, to the right of the
tab you have open.

L

= *
G Google x| + o
< C ¢ & googlecom o . =
Gmail Images 3
L

Google Search I'm Feeling Lucky

See how we're supporting The Trevor Propect
Advertising Business  About  How Search works Privacy Terms

Option two

1. Click on the three vertical dots in the right-hand corner of the screen.
A menu will appear.

x +

& google.com w G

Gmail Images

Google

=

Google Search I'm Feeling Lucky
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5. Using further features to help you find information online

2. Click on ‘New tab’, the first option in the menu. A new tab will open.

® ' ® B | B | M| ™ mnboxiio)-lam@connactcor X | B DataRaid - Synology DiskStat X G Google x4+

< C @ & google.com/webhp?hi=en&sa=X&ved=0ahUKEwjwa4fBpBzIANVNQUEAHXKICBAQPAGI

i apps B Connect stuff

About  Store

Google

=

Google Search I'm Feeling Lucky

United Kingdom

[u] @ » 3
New Tab ®T
New Window HN
New Incognite Window TN
History 13
Downloads HL
Bookmarks »
Zoom 100% + a
Print... P
Cast...
Find... #F
More Tools 4
Edit Cut Copy Paste
Settings ®,
Help "
B ged by

36 | Anintermediate guide to connecting to the internet



5. Using further features to help you find information online

Opening new tabs on Google Chrome on a smartphone or tablet:

Opening tabs on a smartphone or tablet is different to opening them on a laptop or
computer. Follow the steps below to open new tabs:

Android
1. Open the Google Chrome app.

2. Tap on the three vertical dots in the top right corner. This will bring up a menu.

@ google.couk

i IMAGES :EE e
Google

{=

3. Click on ‘New tab’.

ol £ = @

-;—D- New Incognito tab

@ History

AN

Downloads
* Bookmarks

[0 Recenttabs

< Share..
! [@ Findin page
Pri E Translate...

pa 73 Add to Home screen
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iPhone or iPad
1. Open the Google Chrome App.

2. Tap the three dots in the bottom right. A menu will come up.

o 02-UK = 12:04 845, -

Google

Search or type URL 4

3. Tap ‘New tab’ on the menu.

Search or type URL <

& Reload

% + NewTab

Facebook YouTu o
: & New Incognito tab

*

Bookmarks Reading S Reading List

iii
»

Bookmarks

: Lo Recent Tabs

Discover
D History

Met Office predicte
Edinburghwillbe hit & pownloads
'snowbomb' with St
on way £ Settings
[ Eedinburgh Live - 18h

+ O
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5. Using further features to help you find information online

Opening new tabs on Microsoft Edge on your laptop or computer:
There are two options.

Option two

1. Click on the three horizontal dots in the top right corner of the screen. A menu will
appear.

g X
o w2 o)

2. Click on ‘New tab’ which is the first option on the menu. A new tab will open.
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5. Using further features to help you find information online

Opening new tabs on Microsoft Edge on a smartphone or tablet:

Android
1. Open the Microsoft Edge app.

2. Click on the three vertical dots at the bottom of the screen, in the middle.

10:52 . 73%e

sesrchortypewebadare. (8] )

EH W

Facebock  Outiook  Wikipeda

EEa -
BBC &

Syspers  Amares  Addase

My Feed Personalise

3. Rows of buttons will appear. In the second row of buttons from the top, third from the
left, is a button called ‘New tab’. Tap on it and a new tab will open.

F W W 5 N

ites History Collections  Downloads Sa

web e St T Add to

earch Skt ghone  Fooddoend  Vierdsdies Edtl
ol

& Sendfeedback  Help
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iPhone or iPad
1. Open the Microsoft Edge app.

2. Click on the three vertical dots at the bottom of the screen, in the middle.

c @ B &

Bing Microsoft
Start

B ¢ @ -

Deals Add a site

This site uses cookies for
analytics, personalized
content and ads. By
continuing to browse this site,
you agree to this use.

Learn more

My Feed Personalise

3. Rows of buttons will appear. Tap on ‘New tab’.

e o o

History Callections Settings

Q G

Web Add to
search collection

Vaice New

search InPrivate

© / &

mage Send
search feedback
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Bookmarks, also known as Favourites

If you have a particular website you want to go back to regularly, you can use a tool called
‘Bookmarks’ to save it. It may also be called ‘Favourites’ depending on which web browser

you’re using.

Google Chrome

On a laptop or computer:

1. Click on the web browser and put the web address you want to ‘bookmark’ into the

address bar.

2. Click on the three vertical dots in the top right-hand corner and a menu will appear.

DiGOpen‘o‘s‘How ‘ +

Q 0

¥ N

» [ Other Bookmarks

» &0

Reading List

3. Click on ‘Bookmarks’.

®x & Google ¥ +

AXkJCBAQPAG)

oogle

=

Search I'm Feeling Lucky

h SR
MNew Tab BT
MNew Window XN
Mew Incognito Window T EN
History 3
Downloads L

Bookmarks "
La

Zoom - 100% +

Print... EP
Cast...

Find... HF
More Tools

Edit Cut Copy Paste
Settings *®,
Help »
B3 Managed by
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5. Using further features to help you find information online

4. Abox will pop up to the left. Click on ‘Bookmark this tab’, the first option in the list.

EB oatar | & now G hatsp | G andn 10p Op: -
| netllix.com;t ko
« Show Bockmaris Bar
hboard @ Publcity Contacts_.  #§ Home Lor o T
Bookmark Manager o o,
Import bookmarks and settings... Har Winciow
Hew Incognito Window
]
= Dashboard Howery
Downloads
= Publicity Contacts - HarperColling Publish s
Bookmarks
Zoom
Print...
P Guotation marks | The Punctuation Guide Cast
= Schedule | Float Find_.
W 6bed House in La Pasrilis - 10262014 - NI Mare Toals
H 7 bed Villa in Tortosa - 7520488 - Rent to Edin e
Proparty details ety Latting
W Progerty details | Hokiday Lettings i
B & bed House in Oria - BESEESZ - Casarie Help

5. A box will appear asking you to give your ‘bookmark’ a name
provided and then press the blue ‘Done’ button.

i | & howt | G ho G am G o andr Ooe | G 1.0p | G Open | W How
flix.comt a o N
@ = Pubkcity Contscts.. W HomeLofiConce— [ anmz. [l X

** Bockmark added
—
Name | Metfin

Folder  Beokmarks Sar

Mare

6. Your ‘Bookmark’ appears as a button in the top menu.

® pRe- |33 0war | 5 ohow

= Publicity Contects.. ¥ Mome Lol Conce.. [ Pibike 128 ket vz [l M2 125 1in Angu.

. Enter this in the space
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5. Using further features to help you find information online

There is also another way to bookmark a website:

1. Open Google Chrome and put the webpage you want to ‘bookmark’ into the address
bar.

2. Click on the star on the right edge of the address bar.

mass ®| @ ® | 4 -
Y
. B s [ Mesding Lt

.{::‘-}airbnb Start your search o Becomeahost @ = ﬂa

® 0@ pisoxirn x| (B Serwtogesers X | ) DvmmtownFo x| £ oy Kotapn o
C o @ airbnb.co,ukioo

or @ N et S8 Dashbons

The Photographer's Hut: A Sweetwater Stay

W a9 (g Crang qt . & share W Saved

Entire cottage hosted by Patti ‘n 1

3. Asmall box will appear. Click on ‘Add bookmark'.

L e Sarstoga Sere. %

& 0 @ srbnbcouk)

2 oapgs @ ) Mot 55 Dashtnes

(B airbnb Staet yoursasech (o] —— LD

The Photographer's Hut: A Sweetwater Stay

LR LT

Entire cottage hosted by Patti ‘B

4. Give your bookmark a name and press the blue ‘Done’ button.

B 08 b X Sarstega Sori X Dmn town e % Keay Kattngn %

€ fr & sionbcoukior

#oacos @ N et B oessosd

(2 dirbnb Start your search

The Photographer's Hut: A Sweetwater Stay

o 4.4 (145 review

Entire cottage hosted by Patti T =]

44 | Anintermediate guide to connecting to the internet



5. Using further features to help you find information online

5. Your ‘Bookmark’ will appear as a button in the top menu. Click on it to open it.

mban (8,722 % Saratoga St X Down towm P % Koy Woitage . X The Protograr % G Roencemass. % | ) Visfnorramo X

& & arbnb.coukiroms,

{145 revdows] - T t - Qrnnge. Massachusetts. United States L hae W

On an Android
1. Open the Google Chrome app.

2. Put the web address you want to ‘bookmark’ into the address bar at the top of the
screen.

3. Tap on the three vertical dots in the top right-hand corner of the screen.

o= 7% e

{0 @ google.co.uk/searchiq @@

= Google
Q_  the photographer's hut:as &
Al Maps Shopping News Images

Airbnb app - Installed
The Photographer's
Hut: A Sweetwater
Stay - Massachusetts
The Photographer's Hut is
the twin to the Writers
Retreat. Fitted with two

porches, space for four
guests, and decorated with

= https://hichee.com : listings

The Photographer's Hut: A
Sweetwater Stay - Orange ... -
HiChee.com

The Photographer's Hut: A Sweetwater Stay is
a vacation rental located in Orange,

I @ <
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5. Using further features to help you find information online

4. A menu will appear. At the top is a star icon. Tap on the star and it will automatically
bookmark.

e o TI%E
SOoXE

Hew tab

% MNew Incognito tab

Al €D History
@ +  Downloads
#  Bookmarks

Tha Pt [0 Recenttabs
the tw

Retrea
porche ‘< Shearn..

quests
@ Find in page

= bt GF Translate..

The 7] Addito Home screen
Swei

HiCk —
ThePt (G, 34MBsawd

avaca W s

5. To find the bookmark, tap the three vertical dots in the top right of the screen. A
menu will appear. Tap on ‘Bookmarks’. The website you've ‘bookmarked’ is on the next
screen.

On an iPhone or Tablet
1. Open the Google Chrome app.

2. Put the web address you want to ‘bookmark’ into the address bar at the top of the
screen.
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5. Using further features to help you find information online

3. Tap on the three vertical dots in the bottom right-hand corner of the screen.

16:45 T -

Google

Search or type URL !
[l o a
* = |l D
Discover o

_*+ o

4. A menu will appear. Look for a star icon with a “+’ in the middle of it. Tap on the star
and it will automatically bookmark. You may have to scroll down the list of options. You
can do this by putting your finger on the white part of the menu (be careful not to click
on the text) and move your finger towards the top of the screen.

16:46 = -

Google

0o 2a @

* Downloads

*

Backmarks Reading

£ Settings

F m
Discover W Adc

to be scrapped and
increased -

Airlines may pay out .
hour UK flight delay:

== BAC - Sh
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5. Using further features to help you find information online

5. To find the bookmark, tap the three vertical dots in the top right of the screen. A menu
will appear. Tap on ‘Bookmarks’. The website you've ‘bookmarked’ is on the next screen.

Microsoft Edge
Bookmarks are called ‘Favourites’ on Microsoft Edge.

On a laptop or computer

1. Click on the web browser and put in the web address you want to add as a ‘Favourite
into the address bar.

)

2. Click on the three horizontal dots.

¢ [+

Hame Nowi Sport Weather Wlayer Seands €BBC Mare - Serch

a
wn, ity or UK postcode Q, %]

3. Click on ‘Favourites’.

x BEES
kfweather o H a0 @ @ 5
Home  Mews  Span  Weather  (Plyer  Seunds  CBBC  Maee B HewTat *®7
B New window XN

1 town, city ar UK postcade L Now inPrivats Window  O%N

— 0%+ | 2
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5. Using further features to help you find information online

4. Abox will appear. At the top you'll see a ‘star’ icon with a “+’ symbol on it. Click on it.
This will add the website to your ‘Favourites’.

x« B
o o H Gl a § -
Mome Mo —— Waathar iPlayer Sou Favourites 6 L= Q
[ tr reronemes e o |
awm, city or UK postcode T — Q

5. At the top of the web browser, under the address bar, you'll see your website saved as
a ‘Favourite’. You can click on this button to go straight to the website.

On an Android, iPhone or iPad
1. Open Microsoft Edge.

2. Put the web address you want to ‘favourite’ into the address bar at the top of the
screen.

3. Tap on the three horizontal dots at the bottom of the screen. You'll see a blue
‘Favourites’ button with a star symbol. Tap on this.

LLE L =ed@ 0@ - = ®E
e # ageukorg.uk (@]
ageuk.org.uk 4 Q
ALL IMAGES VIDEOS NEWS SHOPPING
leading charity helping... “e9eu
https:diwww.ageuk.org.uk @ History
Age UK Advice Line 0B00 678 1602. Free
to call Bam - 7pm 365 days a year Find... @ Collections
In Your Area v 4 Downloads
Benefits and Entitlements v 3 Settings
Information and Advice v
Search web
Work for Us v
Home
Services w

Q,

]

g:] Send to devices
Age UK Advice Line
@

Add to collection
Buy Products W

e 16 Add to favourites
-
€ @ ] LS X Charige menu
[ ] £ ] (] L]

49 | Anintermediate guide to connecting to the internet
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4. Tap on the folder called ‘Mobile favourites’.

0@ - = e ao

=

w O L ® X

, Add current page to Fa... %

www.bing.com/search?q=Age+
Favourites Bs Q

< Mobile favourites

Add your favourites and see them
here.

5. At the top or bottom of the screen, you'll see a link saying ‘Add current page to
Favourites’. Tap on this. This will add the website to favourites.

*30@ =¥ @D
w D L @ X
Favourites Bs Q

< Mobile favourites

» Age UK - Search

www.bing_com/search?q=Age+..

6. To go to the website, tap the three horizontal dots and then tap on the blue ‘Favourites’
button with a star symbol on it. This will bring up the website.
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5. Using further features to help you find information online

Search history

Your search history will tell you what websites you've looked at on your device. This can be

helpful if you can’t remember the URL for the website.

Google Chrome on a laptop or computer:
1. Click on the web browser.

2. Click on the three vertical dots in the top right-hand corner of the screen.

TWO THREE FOUR race i)

ONNOW - 0530 ONNEXT - 1853

This is BBC Four This is BBC Four

B Watchlive 3 Watch from start = BRC Four Schedule

3. Click on ‘History’, the fourth option down on the menu.

t - BAC Four ® @ New Tsb ® +

Dowrilcads AL

Boglomarks

FOUR e @

ON NOW - 0530

This is BBC Four

4. A pop-up menu will appear to the left. Click on ‘History’.

5. Alist of all the websites you've looked at will appear.

125kt w2, [ M2r 135 |in Ang

Let us know you agree
to cookies

7 Recently Closed
I DataRaid - Synolagy DiskStation
S how te tumn on witl on mac - Googhe Search

5 android mobile hotspot and tethering - Google Search

G android setlings koo

G hotsp artph

G ¢

an Microsatt Edge on your laptop

G
W How to customize new tab page on the new Micrasolt Edge | Windows Central
te Gaogle Search

G 1. Open the Google Chrome App. 2. Tap ‘Mare’ in the battom right. A menu will come up. - Google Se...

B Watchlive ) Watch from start

Featured on BBC Four
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5. Using further features to help you find information online

6. You can enter a word into the search bar at the top of the screen. This will help you to
find the website you're looking for. Press enter on your keyboard to search.

Google Chrome on a smartphone or tablet
1. Tap on the web browser.

2. Next, tap on the three vertical dots.

| 02-UK = 12:04 84% .

Google

Search or type URL &
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3. Tap on ‘History’.

Search or type URL &
C Reload
2 + MNew Tab

& MNew Incognito tab

* = W Bookmarks
marks Reading S Reading List
. Lo Recent Tabs
Discover

Met Office predict e

Edinburghwillbe hit &  pownloads
'snowbomb’ with St
on way £+ Settings

[ Eedinburgh Live - 18h

4. Alist of all the websites you've looked at will appear.

5. Rather than scrolling down for ages to find a website you looked at two weeks ago,
you can type in a word relating to the website into a search bar. To do this, tap the
magnifying glass and type the website you are looking for into the search bar. The
results should come up automatically, or you can also click ‘search’.

(4] Argos | Order online today for f...
https:ffwww.argos Lk

a Amazon.co.uk: Low Prices in El... 12:35
https:/fwww.amazon.co.uk

o) R

¢ ] Facebook - log in or sign up

https:/im.fa
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Microsoft Edge on a laptop or computer
1. Click on the web browser.

2. Click on the three horizontal dots in the top right-hand corner of the screen.

Moms  News | Gperi  Weather  (Playe  Seunds  CBEC | Mame - deanh

e o al e 5 @B
B Newa T
Bt Windew s

B Mams  Wems  Bpert | Vesthw | Bhysr | Seeads  CHEC  Mes

O3 NewinPrvate Window  GXN
Zeom wes + A

0 Fvourites
A\ UK weathes warnings issuec 2

Become a Weather Watcher

4. Alist of all the websites will appear in a box.
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5. Using further features to help you find information online

5. Rather than scrolling down for ages to find a website you looked at two weeks ago,
you can type a word relating to the website into a search bar. To do this, click the
magnifying glass in the top right corner of the box. You can type a word into the search
bar and then press enter on your keyboard to search for the website.

History @ P Q
I |

All Recently Closed Tabs From Other Devices

—

Recent

I =x BBEC Weather - Home 15:48
Home - BBC News 15:48

Microsoft Edge on a smartphone or tablet
1. Tap the triple dot icon in the centre of the bottom bar on the screen.

c @ B &

Bing Microsoft
Start

B ¢ @ -

Deals Add a site

This site uses cookies for
analytics, personalized
content and ads. By
continuing to browse this site,
you agree to this use.

Learn more

My Feed Personalise
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5. Using further features to help you find information online

2. YoU'll see a circle purple ‘History’ button appear in a menu. It’s the second button from
the left. Tap on it. This will bring up a list of the websites you’ve looked at.

Q e
oh Add to
Y ) Ce
lew tab MNe
it
@i ofd

Tap on the magnifying glass in the top right-hand corner. You can type in a word in the

search bar to find the website you're looking for. Tap ‘search’ or ‘enter’ to search for the
website.

Electronics, Cars, Fashion, Colle... 12:48
a Amazon.co.uk: Low Prices in Ele... 12:48
Proceed to the app store 12:48
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Incognito mode

Incognito mode is when you search for information privately without it appearing in your
search history. This may be helpful if, for example, you're looking to book a surprise trip for
your partner and don’t want them to see what you’ve been looking at.

Google Chrome on a laptop or computer:
1. Click on Google Chrome.

2. Click the three vertical dots in the right-hand corner.

] 37
X e
5 Apps New tab CurleT
MNew window 1«N
New incognito window  Ctrl=Shift=N
History L
Downloasds Ctrle)

Bookmarks »

L Mare tosls

e gone Incognito
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5. You can now start searching privately.

TOP TIP

Shortcut
You can also use a keyboard shortcut to open an incognito window:

For Windows: Press ‘ctrl’, ‘shift’ and ‘n” at the same time.

For Macs: Press ‘¢, ‘Shift’ and ‘n’ at the same time.

To close ‘Incognito mode’ and stop browsing privately:
1. On your computer, go to your incognito window.

2. Close the window:
«  For Windows: Click the X’ in the top right-hand corner.
«  For Macs: Click the X’ in the top left-hand corner.

Using an Android
1. Open the Google Chrome app.

2. To the right of the address bar, tap the three vertical dots in the right-hand corner.

104

i
{r @ googlecouk @ @
N s )

= AL IMAGES

Google

{=

58 | Anintermediate guide to connecting to the internet



5. Using further features to help you find information online

3. Tap on ‘New Incognito’ tab, which is the second option down.

11:08 . T1%e
O 2 @ C
= New tab

4D History

¥ Downloads

»

Bookmarks

[0 Recenttabs

! [6) Findinpage
Pri ar_ Translate...

pa a Add to Home screen

(o] @ 3.4 MB saved

since 15 Dec

4. Anew window appears. At the top left, check for the Incognito icon.

in forms

be visible to:
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To close ‘Incognito’ mode:

1. Atthe top right, tap the icon with the square. You'll see your open incognito tabs.

2. Atthe top right of your incognito tabs, tap the ‘X’ to close them.
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Using an iPhone or iPad
1. On your iPhone or iPad, open the Chrome app.

2. Tap the three horizontal dots in the bottom right-hand corner. Then tap ‘New incognito
tab’.

o 02-UK = 12:04 249 .

Google

Search or type URL

o a W

3 + o ()

To close ‘Incognito’ mode:

1. At the bottom, tap the square icon with a number in the middle of it.
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2. Click the icon with hat and glasses or ‘Incognito’ to see your open incognito tabs.

ﬂ Amazon.co.uk:...

On the road towards
a nat-zero carbon future

LR |

3. Find the tab that you want to close. At the top right of the tab, tap the ‘X’ to close it.
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Microsoft Edge

Using a laptop or computer
1. Open Microsoft Edge.

2. Click on three horizontal dots in the right corner of the screen.

A\ UK weather warnings issued

Personalise your weath

0 Signin or Register

- Home = =
oW bibe 20,k fweather o B G 0 & §
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5. Using further features to help you find information online

4. Anew browser window opens. A blue and white image in the upper-right corner
indicates that InPrivate Browsing mode is active in the current window.

InPrivate browsing

5. You can now start searching privately.

TOP TIP

Shortcut
You can also use a keyboard shortcut to open an incognito window:

For Windows: Press ‘ctrl’, ‘shift’ and ‘n” at the same time.

For Macs: Press ‘e¢’, ‘Shift’ and ‘n’ at the same time.

To close Incognito mode:
1. On your computer, go to your incognito window.

2. C(lose the window:
+  For Windows: Click the X’ in the top right-hand corner.
«  For Macs: Click the X’ in the top left-hand corner.
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Using an Android device
1. Tap on Microsoft Edge to open it.

2. Tap on the three horizontal dots icon at the bottom of the screen. A menu will appear.

11:16

Search or enter web address
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3. Tap on ‘New InPrivate tab’.

4. Tap on the button to start browsing privately.

5. To close ‘Incognito’ mode, tap the X’ to close the tab.
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5. Using further features to help you find information online

Using an iPhone or iPad
1. On your iPhone or iPad, open the Microsoft Edge app.

2. Tap the three horizontal dots. Click ‘New InPrivate tab’.

To close ‘Incognito’ mode:
1. At the bottom, tap the square icon with a number in the middle of it.

InPrivate Browsing

+" What InPrivate browsing does

¥ What InPrivate browsing doesn't do

3. Tap ‘InPrivate’ to see your open incognito tabs.

4. Find the tab that you want to close. At the bottom right of the tab, tap the X’ to close it.
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Downloading files

When you buy train tickets, book holidays or pay for insurance, the companies may send
you information attached to emails that you may choose to print out. These are called
‘files’ and are typically sent as PDFs. To print them out, you will need to download them.
You may also want to download a PDF form from a web page.

Downloading a PDF on a laptop or computer:
1. Open webpage, and click on the file you want to download. The document will open.

2. You'll see near the top of the screen is a toolbar. On Microsoft Edge, click on the
symbol of a floppy disk to save a file. On Google Chrome, this is an arrow with a line
underneath.
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Reading List

3. This will bring up a box. You can give the file a name in the space provided. You can
also decide where to save the file on your laptop or computer by clicking on the folder
in the left hand-side of the box.
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Downloading a file on your Android:
1. Tap on the file you want to download.

2. Abox will pop up. If the person who has sent the image hasn’t given it a name, it
will have a number as the name. This is called the ‘File name’. You can tap on this to
change it. You'll see that the image will automatically download into your ‘Downloads’
folder on your device.

3. Tap on the blue ‘Download’ or arrow down icon.
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4. Next, tap on the ‘File Manager’ icon on your home screen. This is where all your files
are automatically downloaded to. You'll find the ‘Downloads’ folder in there. Your
photo will be saved in there.

Downloading a file on your iPhone
1. Tap on the file you want to download.

11:30am - 11:00pm

SATURDAY
4:00pm - 11:00pm

SUNDAY & BANK HOLIDAYS
4:00pm - 10:00pm

VIEW MENU

2. The file will open. To download it, tap on the square icon with an arrow coming
out of it.
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3. Swipe up until you come to the bottom of the screen and see ‘Save to Files’.
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AirDrop Messages Mail WhatsApp Me
Copy

Print
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Save to Files

Edit Actions...

4. To save the file to your iPhone, tap, ‘On My iPhone’. Then tap ‘Save’ at the top right-
hand corner of the screen.
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Cancel E?

“menu.pdf” will be saved to iCloud Drive.
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A iCloud Drive

D On My iPhone

5. You will find the file in your ‘Files’ app.
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We hope you’ve enjoyed working your way through this guide and feel confident
finding information online and using different tools to help you use the internet.

If you feel you need some extra support, your local Age UK or local Age Cymru may be able to help. You can
find your local Age UK at www.ageuk.org.uk/services/in-your-area

My Digital Champion

Telephone number:

Notes

We provide advice and information for people in later life through our
Age UK Advice line, publications and online.

Age UK Advice: 0800 678 1602

Lines are open seven days a week from 8am to 7pm.
You can find more information at www.ageuk.org.uk

Age UK is a charitable company limited by guarantee and registered in England and Wales (registered charity number 1128267 and registered company number
6825798). Registered address: Age UK, 7th Floor, One America Square, 17 Crosswall, London EC3N 2LB. Age UK and its subsidiary companies and charities form the
Age UK Group, dedicated to helping more people love later life. ID204747 02/21
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