Guide to
supporting the use
of tablets,
smartphones and
computers

At Beacon Service we want to support people accessing the
internet and utilise the online services groups, services and
organisations offer. This need has only been highlighted during
the lockdown for Covid-19.
This guidance booklet was originally produced by the ladies at
Women of Worth as part of the Greater Manchester Ambition for
Ageing project led by Groundwork in Bury. Following this
Beacon Service and Women of Worth have further developed the
booklet developed to reflect additional information people have
requested during lockdown.
Beacon Service offers a social prescribing service to residents of
Bury aged 18+ and registered with a Bury GP. Offering a personcentred service we find out what matters to each person we work
with and help people to improve their health, wellbeing and
social welfare by connecting and supporting them to access
relevant community organisations, services, activities and
groups which are available locally. For more information about
Beacon Service please email buccg.beaconservice@nhs.net
or ring 0161 518 5550.
Women of Worth is a women’s only community project based in
Bury providing specialist needs-led support services for women
who are vulnerable, have multiple complex needs and who are
often isolated and excluded from society because of their life
styles and circumstances. All staff have a belief that women can
make positive change in their life and we provide them with the
help and support to give them hope to believe they can face and
deal with adversity. We provide a range of services and activities
to help build confidence, learn new skills and connect people
and communities. We also provide advice, information and
support to empower people to become independent and more
informed. We provide tailored support to enable women to find
their own capacity in order to help themselves become more
resilient, increase self-efficacy and fulfil their true potential. For
more information please contact Dawn on 07999 533963 or by
email wow.womensservicesbury@gmail.com

Mobile (smart) phones, Tablets, Computers / Laptops
All the above have the ability to access the internet. This is usually by linking into
WIFI.
 Public WIFI are usually free, but they are not as ‘secure’ as a private WIFI.
 Never use a public WIFI to check your banking information or any other
private finance management.
 Always make sure you know how much data you have available on your
mobile phone if using your phone to access to internet without WIFI.

INTERNET SAFETY
Always think about what you want to do, who you want to share information with
and where you want to store information.
Think about photos before sharing
Sharing photos is a wonderful way to connect with friends and family, but before
posting a picture online take care to examine the picture for any details in the
background. Watch for anything giving your personal details e.g., car license
plate, house address etc.
NEVER reply to emails asking for any personal information. The majority of
reputable companies would never ask for such details via email.
Keep an Eye on Accounts
Take care if you use credit or debit cards for shopping online. Keep a close eye
on the account activity and if you notice anything strange, contact your bank
immediately.
Choose a Great Password
Take care when choosing passwords.

Use eight or more characters including both letters and numbers and special
characters such as *&% etc.

Use upper case and lower case letters

Do not use personal information in your password.

Popular sites to access
GP’S Online Services
www.patient-services.co.uk
GP’s provide a range of services you can access via your
mobile, tablet or computer. The first step is to ask your GP
surgery to help you sign up for this service which will allow you
to:

book and cancel appointments;

order repeat prescriptions; and

view parts of your medical records
When you apply at your surgery, you will be given a link and
advice on how to register online. Once you are signed up, you
will have a username and a password to access the services
available.

Online Shopping
Online shopping is a great way to find bargains and save money. Following a few
simple rules can help keep you safe and secure when shopping online.
When purchasing anything online, before entering your payment card details look
for the signs of a secure website


Padlock symbol – There should be a padlock in the address bar next
to the website address.




Website address – This should start with https://.
Use your credit card to pay – you will have more protection should anything
go wrong.
Online payment services such as PayPal make it more difficult for scammers
to get your card details.



Supermarket Shopping
Supermarkets offer online shopping with delivery slots available, search for your
preferred supermarket and follow the instructions to register. Once you are
registered you can book a delivery slot and shop online. You will need to add your
bank details to pay but the main supermarkets are all secure sites. Most sites
have a ‘Help’ section which will guide you through the process.
Comparison Websites
Comparison shopping websites are search engines that shoppers can
use to compare and filter products based on certain criteria specified
by the shopper. Popular comparison websites include:

Go Compare;

Compare the Market;

Moneysupermarket; and

Confused.com.
These websites offer a comparison of information and prices on Motor
Insurance, House Insurance, Pet Insurance, Home Insurance, Travel
Insurance and Broadband Services.
The web sites allow you to find the best prices and to make sure you
are getting the best value for money.
Each website will you require you to enter details about the product or
service you are looking for. It will then give you various choices all
based on the costs, from cheapest to more expensive.

Energy Deals
uSwitch
uSwitch is a price comparison website which helps you find cheaper
energy suppliers by comparing gas and electricity services and
charges.
You can also compare other services. When you find the service
that best suits you, it will allow you to enter your details and sign up
for the best deal.

Apps
The name 'App' is short for 'application', another name for a
computer program that normally run on mobile devices, such as
smartphones and tablets.
Apps can be downloaded from online stores –The iPhone and
iPad have an ‘App Store’ as part of the device, while android
phones have ‘Google Play’ and Windows phones have a
‘Windows Marketplace’ to name a few. These app stores are
accessed by an icon on the device home screen. Many Apps
are free although some have to be purchased.

Internet Banking
Internet banking, otherwise known as online banking, is a great way to control
your finances and easy to keep up to date with payments, pay bills, transfer
money, set up and cancel direct debits and standing orders and
more.
Set up internet banking
To find out about online access to your bank account you can give
your bank a call or call into a branch. You can also go to the bank’s
website.
Check your accounts regularly and if you notice anything strange at
all, contact your bank immediately.

Accessing sites
Facebook




Visit www.facebook.com
On the homepage, fill out your first name, last name,
mobile number or email, password, birthday, and
gender.
Press "Sign Up"., you may receive an email verifying
your details.

Adjusting Your Privacy Settings





Click on the downward pointing arrow that’s located on the top right corner
of any Facebook page.
Click “Settings”.
In the left sidebar, press “Privacy”.
Set who is allowed to see your past and future posts. You can also control
how people can find and contact you.

Personalising Your Profile
Odds are, there’s probably someone on Facebook who has the same name as
you. To differentiate yourself from these people and help your friends and family
find you on Facebook, personalise your profile by adding a profile picture, cover
photo, and some personal information.

Picking a Profile Picture



Go to your profile and click on your profile picture.
To pick your profile picture, choose a photo that you’re already tagged in
on Facebook, one that you’ve uploaded to Facebook, or a photo from your
computer. You can also add a frame to your profile picture.

Choosing a Cover Photo



Click the camera button on your cover photo, which is on your profile.
To choose your cover photo, you can pick a photo from your Facebook
profile, a selection of Facebook’s own cover artwork, create a collage, or
upload a photo from your computer. You can also reposition or delete your
current cover photo.

Liking and Following Public Pages
On Facebook, you can follow and get updates from your favorite brands,
celebrities, sports teams, and publications. The best way to do this is by
searching for them on Facebook and liking or following their public page, which
will have a blue verified check mark next to their name. After you like or follow
their page, you’ll start to see their updates in your news feed.

Your Timeline
Your timeline is a digital log of your Facebook activity in reverse-chronological
order. Your status updates, uploaded photos and videos, and the photos you’re
tagged in will appear on your timeline.

Adding Friends on Facebook
There are three ways you can add friends on Facebook. You can either search for
them, find them in the "Find Friends" tab, or import a list of contacts from your
email, iCloud, or phone.
To find friends on Facebook, go to your profile, press the "Friends" tab, and click
the "Find Friends" button. You’ll see a list of friend requests from other people and
a list of people you may know that you can add as a friend on Facebook.
If you upload a list of contacts onto Facebook, you can add your friends as you
sort through each of your contacts.

WhatsApp
You can chat, share pictures/ videos and make voice calls for free to
family and contacts throughout the world.
Whatsapp uses your phone number to verify you and create an account.
It is an App you can download from your App Store (see section on Apps
earlier).
How to use WhatsApp (Android Phone)
You can download WhatsApp on your mobile phone. Using an Android phone,
Tap ‘Play Store’ and then tap the magnifying glass icon and type ‘WhatsApp
Messenger’. Tap ‘Install’ followed by ‘Accept’ when prompted. Wait for WhatsApp
to finish downloading, then tap ‘Open’. Tap ‘Agree and Continue,’ then type in
your mobile number, then tap ‘OK’ when prompted. WhatsApp will send you a text
message. Open your phones messages and enter the 6 digit code into WhatsApp
or click on the link to verify your device. Enter your name and add a photo of you
(you don’t have to add a photo), then Tap ‘Next’. WhatsApp is now successfully
downloaded onto your Device and can be used anytime.
How to use WhatsApp Video Call
1. Open up the individual chat with the contact you want to video call.
2. Tap Video Call icon

>to begin Video Call

3. Alternatively, open WhatsApp, then tap the CALLS tab > New call

.

Find the contact you want to voice call, then tap Video call
.
4. Please note that Video Calls are free when connected to WIFI. Video Calls
not connected to WIFI will be taken from your data in your mobile SIM
contract/Pay-as-you-go. Please make sure to check your internet data
allowance to avoid incurring extra charges.

Messenger
Messenger is the Facebook messaging service and also operates as a
standalone app that allows you to chat with and send messages to all of
your Facebook friends. Use the same password to log in to Facebook

Facetime
This is an Apple Video Messaging service used mainly on iPhones and iPads.
Type name of person you are Facetiming and their name will pop up
underneath if they are already in your phone book. If not enter the phone
number of that person including area and international code and country.
When the person answers you can proceed with your video chat.
To end the Facetime video call, tap on the screen and press the red circle with a
cross through it that appears.
Skype
Skype is similar to Facetime and free. It works on many devices
including Android, tablets, PCs and mobiles.
Set up
Open the Skype website at https://www.skype.com/en/
Launch the Skype application – look for this symbol
Sign in using your Skype account details.

Zoom
Zoom is a video chat call similar to Skype. It is available to
download as an App on many devices including Android, Tablets,
PC/Laptop and Mobile Phones.
Visit here to download Zoom on your device https://zoom.us/download Please
note Zoom has a FREE ‘Basic’ sign-up which allows unlimited 1 to 1 meetings
and group meeting sessions up to 40 minutes.
You Tube
YouTube is a video sharing service where users can watch, like, share, comment
and upload their own videos. https://www.youtube.com/
It is your choice whether or not you sent up an account, without one you can
watch videos. If you create an account you can save videos to watch at another
time, like, share and comment on videos. Popular choices are exercising at home,
listening to music, and watching films.

Microsoft Word
Open Microsoft Word on your computer
Create a new document
Click on File (top left tab)
Click on New (down the left side)
Click on Blank document
Close document
Click on File (top left tab)
Click on Close (down the left side)
Click don’t save if you do not wish to keep it

Click on Save and select where you want to store this file on your
computer to keep.
Print Documents
Click on File (top left tab)
Click on Print (down the left side).
Select print options and click on Print button to send
to printer

Microsoft Excel
Budgeting Spreadsheet
Open Microsoft Excel on your computer
Click on File (top left tab)
Click on New (down the left side)
Click on the blank document if you wish to make your
own budget spreadsheet or click on a predesigned
template.
Close document
Click on File (top left tab)
Click on Close (down the left side)
Click don’t save if you do not wish to keep.
Click on Save and select where you want to store this file on your
computer to keep.

Microsoft Outlook (Email)
Microsoft Outlook is a free e-mail and calendar service. You can send
and receive e-mails through your current e-mail (including outlook, msn,
Hotmail etc) and save reminders and appointments using the calendar.
To login to your e-mails through Outlook or to create a new e-mail
account, please click here and enter your e-mail followed by password:
https://account.microsoft.com/account

You can also download the Outlook App for free on your pc/laptop,
tablet or Android/IPhone.

Scanning
A scanner enables you to produce copies of documents, photos and artwork etc.
The scanning process is often about placing the page you want scanned face
down on the scanner glass and closing the lid, then pressing ‘Scan’ on the
scanner. Once completed, the image will appear on your computer screen and
you can print it or save the document to your computer.

Downloading from the internet
You can download knitting patterns and
recipes FREE from many websites for
example:
Websites such as BBC Food, Tesco Food
and Love Knitting all have easy to follow
instructions to guide you through what to do
to access the information.
Always use a secure site which starts with
https: before downloading anything.

Please note this booklet has NOT been compiled by experts and is for use
as a guidance document only. For more training around using computers,
smart phones and tablets and cyber security please look at the following
support which is available in Bury

Bury Adult Learning Centre
Bury Adult Learning offers a range of FREE online courses. You can view the
online courses here:
https://www.bury.gov.uk/terms/availablecourseslist.asp?RESETLIST=TRUE
For the latest updates regarding courses, please visit their Facebook page and
leave a message https://www.facebook.com/BuryAdultLearning or call 0161 253
5772 and leave a message. One of their team will call you back.
Bury College
Bury College offers a range of courses for adults both college based and
community based. For more information follow
https://www.burycollege.ac.uk/home/ you can also ring on 0161 280 8280 and ask
for information about their adult courses.

Bury Libraries
Bury Libraries provide a range of computer access and support and all offer free
WIFI access, please visit https://www.bury.gov.uk/libraries for more information
about opening times.
The Bury Directory
The Bury Directory is an online searchable gateway and one stop information
point for local advice, support, activities, services and more. You can find more
information about adult learning by following this link
https://theburydirectory.co.uk/categories/adult-learning-volunteering-employment
If you need any support to access these services or information about what
is available in your local area, please contact Beacon Service on 0161 518
5550 or email buccg.beaconservice@nhs.net
You can also join us on Facebook or Twitter
https://twitter.com/BeaconService
https://www.facebook.com/BeaconService

