
EASY GUIDES FOR  
HELPING SOMEONE  
THAT’S NEW TO THE NET

1 STEP 1

2 STEP 2

3 STEP 3

These easy-to-follow guides are the 
perfect thing for anyone new to the net  
or who is just a bit web-rubbish. 
 
So, if you know someone who doesn’t have a clue about bookmarks, links 
and ‘Googling it’ or who’d appreciate learning how to email, or shop online, 
why not give these a shot? 

Each exercise is set into three steps:

The ‘before you get started’ bit. So, this part is basically a list of tasks you need to complete 
before you start the exercise with your friend or relative.

Stuff to go through with your learner – this is mostly about showing them around and helping 
them understand anything new.

The ‘I’m off to make a cup of tea, you try it’ part. Step 3 is all about letting them having a go  
and being there if they need your help.



GETTING TO KNOW  
SEARCH ENGINES

HOMEPAGE

Set their homepage with something 
user-friendly like Yahoo or Google

STEP 1:1 FOR THE HELPER

JUST PICK 
SOMETHING  
YOU THINK  

THEY’D LIKE

It’s great that you’re helping somebody  
get online.
 
It’ll really make a difference to their everyday life. The first exercise is about 
getting to grips with search engines.

To get off to a smooth start, it’s probably a good idea to get rid of all the 
complicated bits. We’d suggest setting their homepage with something  
user-friendly like Yahoo or Google. After all, it is personal choice, so just  
pick something you think they’d like. 
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STEP 2:2 COMPLETE  
THIS TOGETHER

THE CHECKLIST

I can open up my web browser

I know how to get back to my homepage

I can get to a search engine 

I know how to bookmark a page

I can close my web browser

I can go back and forward using  
the navigation buttons 

KEEP CALM  
AND MAKE  

A CUPPA

TO GET STARTED, PRINT OFF  
THIS PAGE AND FILL IT OUT  
WITH YOUR LEARNER. 
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Now, here’s a wee help sheet for you  
to work through with your learner.
 
This’ll help them get to know their way around the internet.  

After they’ve  
got to grips  
with the basics, 
tick the boxes  
on the checklist. 
 
Then it’s time to move on to  
Step 3 where you need to step 
back and let your learner have  
a wee shot on their own.

My homepage address is:  
 
 
 
 
I use                            to search for  

something on the internet  
 
To open a new window I have to click  

the                         button 
 
To go back to the last page I was on  
I have to click (circle correct answer): 
 
A The arrow pointing left
B The red ‘x’ button
C The arrow pointing right 
 
To close the browser, I click the 

                         button 

www.



STEP 3:3 LEAVE BEHIND

you can’t break the internet! 

DON’T WORRY,  

KEEP CALM, 
TAKE YOUR TIME 
AND REMEMBER 

TO BREATHE 

Stuck? Jot it down for later

USE YOUR SEARCH ENGINE TO ANSWER 
THE FOLLOWING:

Now, step aside, helper! It’s time for  
me to have a shot…

When is your local library open?

What’s the weather to be like next Tuesday?

How many cities are there in Scotland?

When is the next train from Glasgow to Edinburgh?

Find a website about Scottish wildlife  
and bookmark the page



COMMUNICATING 

EMAIL

Username

@gmail.com

Password

Set them up an email account with  
a web-based service such as Gmail,  
Windows Live Hotmail or BT Yahoo

Bookmark This Page.... 

Bookmarks

BOOKMARK

STEP 1:1 FOR THE HELPER

Bookmark their email login page 

Write it down before you forgetBBC WEBWISE   
CAN HELP YOU  

SET UP  
AN EMAIL

contains at least one number 
and capital letters

REMEMBER:  
A SECURE PASSWORD

As you know, a great way to use the 
internet is keeping in touch with friends 
and family.  
Tools like email and social media can help combat loneliness and increase 
independence. This lesson is all about getting started with email. 

To make things nice and easy, complete the following steps ahead  
of your wee help session:



STEP 2:2 COMPLETE  
THIS TOGETHER

THE CHECKLIST

My helper has shown me how to:

Read an email 

Delete an email

Add someone to the address book

Send an email (to myself and  
to someone else)

the good work! 
KEEP UP 

WE KNOW THIS PART CAN BE TRICKY 
SO REMEMBER TO TAKE YOUR TIME 
WORKING THROUGH THESE EXERCISES  
WITH YOUR LEARNER. 

So what now?
 
Well, now would be a good  
time to go through some  
of the functions of email.
 
Use this checklist to mark  
off things you’ve been  
through together:

Open the web browser and show  
them how to navigate to their 
email page (hint: you can find  
a link in the bookmarks menu!)
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Now all you need to do is login  
with their new details

2

Welcome them to their inbox and 
talk them through the functions 
including inbox, send and receive 
mail, outbox, and trash

3



STEP 3:3 LEAVE BEHIND

just ask your helper

IF YOU 
GET STUCK

HINT: 
YOUR EMAIL LOGIN 

PAGE IS IN THE  
BOOKMARKS MENU

KEEP CALM  
YOU’LL SOON GET THERE

My email address:

LET’S PUT THIS INTO PRACTICE AND 
SEE HOW WE GET ON. COMPLETE THIS 
SHORT EXERCISE TO SEND AN EMAIL 
TO YOUR HELPER.

Look at how well you’ve done 
– you can now send instant messages to anyone, anywhere 
in the world (if you’ve got their email address!) If you want to 
learn some more, get your helper to show you how to send 
pictures, movies or sound clips. 

Open your web browser1

Click ‘compose’ or ‘new’ to open up a blank email4

Find your email login page2

Fill out the recipient, the subject and write  
a wee message

5

Enter the username and password that your  
helper has given you

3

Get your helper back over and get 
them to read the email you sent them

7

Hit send and go back to your homepage6



SHOPPING ONLINE

ONLINE RETAILERS

PADLOCK

DOUBLE CHECK

SAFE PAYMENTS

Use online retailers that you’ve heard 
of before. Shops you’re already used  
to are the best place to start

Make sure the website you are on  
has the padlock symbol. This symbol 
indicates that all information, most 
importantly banking details, are secure

Make sure to double check,  
and check again when you pop  
in your payment details before  
you click ‘confirm’

Paying by credit card or PayPal is  
the safest option. There is sometimes 
a small fee with credit cards but you 
get more protection in terms of fraud, 
guarantees and non-delivery

STEP 1:1 FOR THE HELPER

So you’ve got this far – well done!  
Now for the fun part… 
 
We all know that shopping on the internet can save time and money, and  
it’s especially helpful if it’s difficult getting out to the shops. So we thought 
it’d be a great idea to give your learner a wee taste of shopping online. 
 
Before you get started, it’d be good to have a chat with your learner about 
internet shopping. It’s one of the areas that they might find more daunting. 
They’ll have lots of questions so be patient, and pass on these handy hints 
to help build their confidence.



STEP 2:2 COMPLETE  
THIS TOGETHER

FOR SAFE SHOPPING  
LOOK OUT FOR THE 
PADLOCK SYMBOL

WE KNOW THIS PART CAN BE STRESSFUL 
SO REMEMBER TO TAKE YOUR TIME 
WORKING THROUGH THESE EXERCISES  
WITH YOUR LEARNER. 

Find a high street shop or a 
shopping site you like the look of

Add something to your shopping  
basket 

Delete an item from your shopping 
basket

Enter your payment details and  
order something 



STEP 3:3 LEAVE BEHIND

Practice makes perfect
KEEP AT IT! 

DON’T WORRY ABOUT  
ASKING FOR 

HELP

HINT: 
PAYPAL IS ANOTHER 
SAFE WAY TO PAY

COMPLETE THIS EXERCISE TO GET  
SHOPPING ONLINE.

Grab hold of your mouse,  
get your browser up and let’s  
go shopping!  
 
This wee exercise is designed to help you get the hang  
of searching for and buying a product. With any luck you  
should have a parcel arriving on your doorstep in a few days… 
don’t feel guilty about it, you’ve earned it. 

Decide what you’d like to order1

Add it to your basket and ‘checkout’4

Find the product through one of the search  
engines, or you could go straight to the retailer’s 
website if you already know the address

2

If you need to make a new account then go ahead 
(simply follow the instructions on screen)

5

Browse the website and use the menus, search bar 
and filter tools to locate the product

3

Check your email account for an order confirmation 7
Keep checking your email for a delivery schedule 8
Your item will arrive in the post 9

Once you’ve entered all your details,  
confirm the order 
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