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INTRODUCTION
Computers and the internet have become a part of everyday life – from
staying in touch with friends and family and sharing photographs to booking
appointments, managing your money, applying for a job, accessing healthcare
resources and online shopping.
It’s all really useful… if you know how and have access to equipment and Wi-Fi!
The Coronavirus pandemic has highlighted that many, many people are not
able to access online resources and services – some people don’t have the
right equipment at home, some people don’t have home internet, others have
everything they need, but really don’t feel confident or comfortable in using
their device or surfing the net.
This brochure includes a quick and easy assessment of your current skills
and needs and further information about the relevant resources available in
the Chichester District that will help enable you to get online and prove that
technology doesn’t byte!

3

CONTENTS
I’ve never used a computer or the internet before –
where do I start?

5

Your IT goals

6

I don’t own any IT equipment – what do I need?

7

I don’t have internet connection at home –
how do I get online?

10

I want to improve my IT knowledge, skills
and confidence

15

Jargon Buster

20

4

I’VE NEVER USED A COMPUTER OR THE
INTERNET BEFORE. WHERE DO I START?
WHAT IS IT?
Information technology (IT) is the use of computers to store, retrieve, transmit,
and manipulate data, or information. This can include laptops, tablets, or
mobile phones. It could be sending emails, taking photographs, or connecting
with a friend via a video call.

YOUR IT NEEDS ASSESSMENT
The aim of the IT Assessment is to give you an opportunity to explore your
goals for using IT, understand your current IT skills and identify your IT needs
using a few short questions.
The guide contains information to help you set your goals and identify who else
may be able to help you achieve them.
The assessment could be something you do by yourself, or with another person
such as a friend, a support worker, or a librarian.
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YOUR IT NEEDS & GOALS

What is your
experience of
using IT and
internet?

Do you have
internet access?

What skills
would you like to
develop?

What is your
goal/motivation
for using IT now?

What equipment
do you need?

What else do
you need to
achieve your
goals?
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I DON’T OWN ANY IT EQUIPMENT –
WHAT DO I NEED?
PUBLIC COMPUTERS
You can access public computers for free at some
locations, or for a fee at others

Library
Public computers are available for free at all West
Sussex libraries for library members Branches in
Chichester, Petworth, Selsey & Southbourne. Please
phone 01243 642111 for information about opening
times.

Job Centres
Computers are available for use for job searches and
benefits activity. If you have a Work Coach they can
also discuss your IT support needs with you.
Chichester Jobcentre Plus
5 Southgate, Chichester, PO19 8EH
0800 169 0190
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Community Centres
Some community centres have IT equipment which
may be available to use
Swanfield Community Centre,
Swanfield Park Chichester, PO19 6GH
01243 783242
customer.services@a2dominion.co.uk
The Fernhurst Centre
2 Crossfield, Fernhurst, GU27 3JL
01428 641 931

FUNDING
There are lots of organisations and services that
may be able to help you to access IT equipment
or assist with the costs of buying equipment. For
example, depending on your circumstances, your
housing association, job centre, local library, school
or college may be able to help.
Clarion Futures
Digital Inclusion Team 0300 500 8000
futuresdigital@myclarionhousing.com

A2Dominion
Can provide advice and support
community.investment@a2dominion.co.uk
0800 432 0077
Alternatively you may wish to contact your local
Citizens Advice for information, advice and
guidance on grants/schemes around IT equipment.
Telephone: 0808 278 7969 (freephone).

Hyde
The Hyde Foundation offers grants and support to
Hyde residents around jobs and training and getting
online. 0800 030 4424
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WHAT DEVICE DO I NEED?
Here are the most common types of
devices to get you connected to the
internet and a quick description of each.

Smart phones
An easy way to get online is to have
“Apps” (Applications) and these let you
read and send texts and emails, access
your bank, access web sites, take and
save pictures/videos etc. A smart phone
can do all sorts of things!
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A smart phone is very convenient and
can fit in your pocket or handbag. These
devices use a phone signal (4G or 5G)
and will get a signal just about anywhere
indoors or outdoors. The main downside
is that not everyone likes using a
keyboard on the screen.

Phablets
A Phablet is just a larger smart phone
and has exactly the same capabilities.

Because of the larger display it may not
fit in your pocket.

Tablets & iPad
These devices use the same “Apps” as
Smart Phones and Phablets but give
you an even larger display making it
easier to read. Most use a Wireless (Wifi,
broadband) signal, although some can
use a phone signal using 4G or 5G.

Laptop
Laptops are the mainstream of home
computing; they will run a system like
Windows 10 or Apple MAC OS. They
have applications and programmes that
will allow you to do just about anything!
These days many of these applications
can be installed for free (Open-Source
Software)

A key benefit of a laptop is that it has a
keyboard, screen, a mouse or trackpad
‘built in’ and it is easily transported when
you are on the move. The downside
is that the operating system can be
complicated for a new user and it will
need some maintenance from time to
time. However, many Laptops have a
‘built in’ function which allow automatic
updating when plugged into the mains
electricity.

Desktop Computer
These computers have similar capabilities
to a laptop, but have a separate display,
keyboard and mouse so will take up a
significant amount of desk space. They
can be very flexible and can be upgraded
and updated more readily than a laptop.
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I DON’T HAVE INTERNET CONNECTION
HOW DO I GET ONLINE?
The internet is a telecommunications network that
uses satellites, wireless connections, telephone
lines, fibre optic cables and mobile telephone
networks to connect devices such as computers and
mobile phones to the World Wide Web. Internet
access will allow you to find an endless supply of
knowledge and entertainment and can be used to:

Access information, knowledge and
learning.
The internet makes it easy to learn about any topic,
or question you might have. Search engines like
Google will help you find answers to almost any
question. Websites like YouTube can help you find
videos explaining various topics. There are even free
online courses that you can take to help you learn
many subjects.
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Share information and communicate
instantly.
It used to take days or weeks to receive a letter
from someone else. Using the internet you can
communicate with people instantly no matter the
distance. You can send emails, instant messages,
telephone calls and even carry out live video calls.

Find people with similar interests.
The internet makes it easy to find groups of likeminded people who share the same interests or
passion for hobbies. There are online forums and
groups where people can connect with each other
and chat about what they enjoy.

Finding addresses, maps and contact
information.
The internet can help you do anything from finding
a local electrician to learning how to change a
car headlight. It can help map and direct you to
almost anywhere in the world using technology
such as GPS.

Banking, Bills and Shopping.
Not only can the internet help you save money on
everything from utility bills to fancy meals, it can
also save you time by giving you access to your
bank account and many other services online. You
can now buy pretty much anything online and can
compare prices of items to make sure you get the
best deals.

Employment and making money online.
It is now easier than ever to find a job using the
internet or increase your skills and employability!
Having an internet connection gives many people
the chance to work from home. Working from home
can help save people money, pay less for childcare
or commuting costs and save people time in their
day too.
Entertainment. Through the internet you can watch
videos, listen to music, watch television and play
games online. There’s an almost endless choice
of entertainment! Self-expression. Anyone can
use the internet to create content and can express
themselves artistically, politically, socially
and share what is important to them.
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GETTING CONNECTED
AT HOME
Broadband is the most common way
of connecting to the internet at home. It
allows information to be carried at high
speed to your personal computer, laptop,
tablet, smartphone, smart TV or other webenabled device. The three main types of
fixed-line broadband in the UK are:

ADSL:
Most commonly available type of
broadband, using copper wired. There are
two different types - ADSL 1 and ADSL 2+.
ADSL 1 is capable of a maximum speed of
8Mbit/s and ADSL 2+ can be capable of
speeds of up to 24Mbit/s however, ADSL
speed depends on your proximity to the
telephone exchange with much lower
speeds if you are further away.
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Cable:

Arranging a connection

These connections use fibre optic and
coaxial cables. Unlike ADSL speeds are not
lost from distance. Can deliver superfast
broadband with speeds of up to 152 Mbit/s.
Virgin Media are the only cable provider on
the mainland UK.

•	Decide whether you want to get a bundle
- a deal with one provider that combines
broadband, phone and TV (or maybe just
2 of them). They’re sometimes cheaper,
and will also simplify your monthly bills.

Fibre:
Uses clusters of fibre optic cables
connected to street cabinets. Two main
types fibre to cabinet uses standard copper
cables from cabinet to your home and offer
speeds of up to 38Mbit/s, or 76Mbit/s and
fibre-to-the-premises where fibre optic
cables connect directly to the home and
can offer speeds of up to 1Gbit/s.

•	Compare tariffs from different providers.
Use an Ofcom-approved price
comparison site - they’ve been approved
because they’re independent and
unbiased. You’ll usually find better deals
online than in shops or on the phone.
•	Understand the quote. Sometimes you’ll
be offered 6 or 12 months free, but be
careful - check how long you’re signing
up for, and how much the monthly fee
will be after the free trial. Make sure you
factor in any installation, line rental or
connection charges.

•	Decide how you’ll pay bills and monthly
rental - it’s usually cheaper to pay by
direct debit.
•	Once you’ve found the right deal, sign up
and contact the new provider.

DIGITAL MONEY COACH
The Technology Doesn’t Byte project is
currently funding a Digital Money Coach
within Arun and Chichester Citizens
Advice.
The Digital Money Coach can help with
setting up a home internet ‘taster’ and
provide information, advice and guidance
around finding a device, paying for the
internet or using the internet to save
money.

BT BASIC
BT Basic is a low-cost telephone service
for people on specific means-tested
benefits. Income Support, Income-based
Jobseeker’s Allowance, Pensions Credit
(Guaranteed Credit), Employment and
Support Allowance (Income related)
and Universal Credit (and are on zero
earnings)

If you’re the named account holder,
you can get a BT Basic application form
by calling 0800 800 864 (8am to 6pm,
Monday to Friday).
www.bt.com/exp/broadband/
home-essentials

The monthly line rental only costs
£5.16 (including VAT) a month. As well
as getting free weekend calls (up to
sixty minutes duration) to 0845 and
0870 numbers, it comes with a call
allowance of £1.50 and a £10 monthly
price cap. If you would like to add
broadband to a BT Basic line, the total
cost of this is £10.07.
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MOBILE WIFI/ MIFI
MiFis are compact, wireless devices,
usually a little smaller than a smartphone,
that create a localised Wi-Fi signal that you
can use at home, or any other locationsome people refer to a MiFi as a mobile
broadband router. The main benefit of
MiFis is that they enable multiple users
to share a single mobile broadband
connection, in a similar way to the
wireless routers used by home broadband
providers. MiFis are offered on monthly or
yearly contracts as well as on pay-as-yougo tariffs so can be a good option for those
not wanting to take out a long contract.
Setting up the mi-fi is very straightforward,
insert a SIM card (same as you use in a
mobile phone), power it up and it will
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connect to the mobile phone (usually 4G)
service. The MiFi device will give you the
network name and password. Connecting
is exactly the same as any other broadband
service.

MOBILE DONGLES
A mobile dongle is a good option for
laptop users as you can connect to the
internet just by plugging your dongle into
your laptop. There’s no need to charge it
and setup is still very easy.
However, you will only be able to connect
one device at a time, and your dongle
needs to be compatible with the device
you want to use (i.e. it might need a USB
connection, so you couldn’t use it to
connect most tablets to the internet).

WHERE ELSE CAN I GET
ONLINE?
WiFi at West Sussex Libraries
All West Sussex Libraries have free wi-fi
which you can connect to with your own
device.

Public WiFi, Hot Spots & Internet
Cafes
Free WiFi hotspots in coffee shops and
cafes are widely available but could
expose you to security issues. Hackers
who establish unauthorised access
may attempt to steal your contacts and
passwords.
Although there are some internet cafes
that are secure there are many that are
not and it is highly recommended that
you are very cautious before you proceed
to connect.

I WANT TO IMPROVE MY IT KNOWLEDGE,
SKILLS AND CONFIDENCE
AbilityNet
Supports anyone living with any disability
or impairment to use technology to
achieve their goals at home, at work and
in education. volunteers provide free IT
support to older people and people with
disabilities of any age. Volunteers can
support people located anywhere in the
UK. They are all disclosure-checked and
can help with all sorts of IT (information
technology) challenges, from
setting up new equipment,
fixing technical issues,
showing you how to stay
connected to family and

use online services. You can request
our support by calling their helpline on
0800 048 7642 (freephone and minicom)
during UK office hours, or sending an
email to enquiries@abilitynet.org.uk

Aspire learning
Offer range of computer courses
which are designed to help you get the
most from new technologies, remain
independent in later life and increase your
confidence and skills in the ever changing
world of technology. Information on
courses can be obtained by calling 0345
601 01 61, visiting www.aspiresussex.org.
uk or emailing enquiries@aspiresussex.
org.uk Courses usually have a fee
however, you may qualify to receive a

concession or financial support to help
with tuition fees, childcare and travel
costs. In some cases, you will be eligible to
free tuition.

Chichester Community
Development Trust
The trust currently has a worker who can
support with digital skills.
Contact 01243 537526 for details

Citizens Online
Trained digital champions can offer
support over the phone with basic digital
skills and support getting online
0808 196 5883
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West Sussex Library Service
Has a Remote Digital Support service
which can support you with basic digital
needs. This includes how to set up a new
device, using email, online shopping and
staying safe online.

The Library Service
Is also working in partnership with The
Good Things Foundation to offer support
with Learn My Way www.learnmyway.com
Information about digital skills and support
available on the library website: https://
arena.westsussex.gov.uk/web/arena/
currentoffer/digital-support. For further
information on digital services offered by
West Sussex Libraries phone
0330 222 3455, or email library.digital.
support@westsussex.gov.uk
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Workers Educational Association
(WEA)

Create strong passwords using 3
random words

Offer online and in person curses –
including free courses on digital skills such
as word processing and Excel.
www.wea.org.uk or 0300 303 3464

It is important to use different passwords
for each of your online accounts. When
creating passwords, the most secure
method is using 3 random words and if
possible, including numbers and symbols
too. For example, “RedTreeDog4!”.

STAYING SAFE ONLINE
Whether new to using the internet or an
avid user of digital technology, online
safety should be a key part of everything
you do online.
To receive free regular updates about how
to stay safe online, register for the West
Sussex County Council Staying Safe Online
E-newsletter: www.westsussex.gov.uk/
staying-safe-online

Do not use words that can be guessed
(such as your pet’s name).

Your email account is very
important
If a hacker gets into your email, they could:
•	Reset your other account passwords
•	Access information you have saved about
yourself or your business
Your email password should be strong and
different to all your other passwords.

Visit www.ncsc.gov.uk/cyberaware/home
for guides about how to change your
email password.

Turn on two-factor authentication
(2FA)
Two-factor authentication (2FA) helps
to stop hackers from getting into your
accounts, even if they have your password.
Some online banking uses 2FA
automatically. It does this by asking for
more information to prove your identity,
such as:
• A PIN, password, or code
• Biometrics - a fingerprint or face ID
Visit www.ncsc.gov.uk/cyberaware/home
for guides about how to set up 2FA.

Update your devices
Out-of-date software, apps, and operating
systems contain weaknesses. This makes
them easier to hack. Companies fix the
weaknesses by releasing updates. When
you update your devices and software, this
helps to keep hackers out.
Turn on automatic updates for your devices
and software that offer it. This will mean
you do not have to remember each time.
Some devices and software need to be
updated manually. You may get reminders
on your phone or computer. Do not ignore
these reminders. Updating will help to keep
you safe online.
Visit www.ncsc.gov.uk/cyberaware/home
for guides about how to set up software
updates.

Back up your data
Backing up means creating a copy of your
information and saving it to another device
or to cloud storage (online).
Backing up regularly means you will
always have a recent version of your
information saved. This will help you
recover quicker if your data is lost or
stolen.
You can also turn on automatic backup.
This will regularly save your information
into cloud storage, without you having to
remember.
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If you back up your information to a USB
stick or an external hard drive, disconnect
it from your computer when a backup isn’t
being done.
Visit www.ncsc.gov.uk/cyberaware/home
for guides about how to set up automatic
backups.

Security Software
Security software (also known as antivirus software) helps to protect you from a
range of threats that could put you at risk
from hackers and fraudsters. Apart from
the security features that come with your
device, a number of third-party products
are available. To get the best protection
from any security software, you need to
keep it up to date.
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For more information visit:
www.getsafeonline.org/protecting-yourcomputer/viruses-and-spyware/

Think before you click
Fraudsters are very skilled at sending
‘phishing’ emails where they impersonate
trusted organisations like your favourite
online shop or your bank. When you’re
reading an email, be very cautious about
clicking on any links in the email or
downloading an attachment unless you are
100% sure you know who the email is from.

Is the webpage secure?
If paying for something online have you
checked if the payment page secure?
There should be a padlock symbol in the
browser window frame which appears
when you attempt to log in or register, and
the address of the page should start with
‘https://’ The ‘s’ stands for ‘secure’.

Check if you have been a victim
of a data breach
In recent years major hacks have resulted
in millions of users’ account details and
sensitive information being put at risk.
Fortunately, there’s a quick, free and easy
way to check if your details have been
compromised.
The website HaveIBeenPwned? allows
anyone to check if their accounts have
been compromised in a number of known
data breaches in recent times.

Here’s how to use it:
Go to HaveIBeenPwned? and enter your
email address. Enter the address you use
at any sites you’re concerned may have
been hacked – for example, the one you
usually log in to LinkedIn with.
It will tell you if your account’s been
compromised. You’ll be shown a list of
breaches you were ‘pwned’ in, with some
background information on the hack, plus
what data was compromised – eg, email
address, password, date of birth, etc.
If the website shows that “you’ve been
pwned”, don’t panic – but do take action.
The first thing to do is change your
password on the relevant site immediately
(companies often do this as soon as they
discover there’s been a breach anyway).
However, if you’ve used the same
password on other sites, it’s important
you reset it on those accounts too. Since

stolen data often includes both your email
address and password, fraudsters who get
hold of it may try and use it to hack into
other accounts of yours.
Therefore, to fully protect yourself; you
should use different passwords for all
your online accounts.
You then need to take steps to make sure
you’ve not suffered any financial harm,
and to report it.

Help with Online Scams
You can contact Citizens Advice scams
advisers if you:
•	Think you might have found an online
scam
•	Need advice about scams
• Want to report an online scam
You can get advice from a Scams Action
adviser by calling 0808 250 5050.

The service is open from Monday to Friday,
9am to 5pm. Calls are free from mobiles
and landlines.

Help with Staying Safe Online
The Library Digital Support Team are
available Monday to Friday 10am to 4pm
where you can speak to a friendly member
of staff/volunteer. They can be contacted
by phone on 0330 222 3455 or email
library.digital.support@westsussex.gov.uk
Visit www.westsussex.gov.uk/stayingsafe-online for more information,
resources and details of information
sessions that you can access.
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JARGON BUSTER
www.saga.co.uk/magazine/technology/computing/how-to-guides/
understanding-computer-jargon

Adware
Adware is any free software that contains
ads to generate revenue. Unlike malware
(see below), adware can be annoying but
does not endanger your computer.

Antivirus
An antivirus program is a software
program that protects your computer
against infection by a virus (see ‘Malware’
below). For more information about
the importance of installing an antivirus
program on your computer, check out
our tips for keeping your computer in top
condition.

Bandwidth
Bandwidth refers to the amount of
data that can be sent over a network or
modem. Measured in “bps” or bits per
second, bandwidth is a bit like a road and
the bits are like cars on the road. A two-
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lane road can’t carry much traffic and is
slow. A six-lane freeway is much faster.

Cache
A cache is a storage area that gives you
speedy access to information you’ve
recently used. If you’ve ever noticed
that the second time you visit a website
it seems to load faster, it’s probably
because some of the information on the
website has been ‘cached’ somewhere
on your computer or in the cloud (see
below).

Cloud
The ‘cloud’ is the remote server or
network of servers you connect with
when using any number of internet
services, including your email or social
media sites. Free and paid services allow
you to work or store data ‘in the cloud’
instead of on your personal computer.

Cookies
Cookies are small amounts of text
websites often store in your internet
browser to identify you when you return
to their sites.

Megabyte/Gigabyte/Terabyte
The word gigabyte, along with its cousins
megabyte and terabyte, refer to the
amount of space your computer, mobile
phone or hard drive has to store data –
otherwise known as its memory.
A megabyte is 1,000,000 bytes; a
gigabyte is 1000 megabytes (or ‘megs’);
and a terabyte is 1000 gigabytes (or
‘gigs’). In other words, lots of space.

Hot spot or hotspot
A hot spot or hotspot is a physical
location – like a café – that offers a WiFi
connection to visitors. To keep outsiders
from intruding on the connection, you

usually need to obtain a password to
connect your mobile device to the WiFi
service.

Spyware that gathers information from
your computer and passes it on to
another computer.

Hyperlink

Ghostware is a stealthy piece of code
that’s been cloaked, and so is used by
criminals to sneak undetected on to
your computer where it then hides other
malicious code

A hyperlink is a word, phrase, or image
that you can click on to jump to a new
document or a new section within the
current document. Hyperlinks are found
in nearly all Web pages, allowing users to
click their way from page to page.
Text hyperlinks are often blue and
underlined, but don’t have to be.

Malware
Malware is short for malicious software
that can damage your computer.
Different types of malware include:
Viruses, which can delete information on
your computer.

Blastware is designed to automatically
destroy or disable a system if you find it
on your computer
Ransomware could lock your computer
or hide important information to you until
you give the criminals a fee to return it
Phishing Phishing is the practice of
sending emails that look as though
they’re sent from a reputable company
to trick you into revealing personal
information like passwords or credit card
numbers.

Spear-phishing is like phishing, but
targeted to trick you personally. Spearphishing might be even harder to spot,
as the email could even be one you’re
expecting to receive.
Whaling is like spear-fishing, but targets
a high-profile mark, like a CEO of a
company, in order to get hold of the
company’s financial details.

RAM
When you purchase a computer, your
sales assistant is bound to tell you how
much ‘RAM’ (pronounced ram, like the
sheep) the computer has. RAM stands for
Random Access Memory. It’s important
because when you use your computer,
RAM gives you quick access to ‘random’
information. The more RAM a computer
has, the faster it will run .
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KEY CONTACTS

AbilityNet

Scams action adviser

Jobcentre Plus Chichester

Supports anyone with a disability,
or impairment to use technology
0800 048 76 42

0808 250 5050

Citizens online

Computers available for jobsearch
and benefits activity
0800 169 0190

Digital champions
0808 196 5883

West Sussex Library Service

Housing associations

Public computers, WIFi and digital
skills support

May offer support with digital
skills, advice and grants

Digital services
0330 222 34 55

A2Dominion
0800 432 0077

General enquiries
01243 642 111

Clarion Futures
Digital inclusion team 0300 500
8000

Workers Educational
Association (WEA)

Aspire learning
Range of IT skills courses
0345 601 01 61

Chichester Community
Development Trust
Support with IT skills
01243 537 526

Citizens Advice
Information and guidance on
grants/schemes around IT
equipment and Digital Money
Coaching
0808 278 7969
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Hyde Foundation
0800 030 4424

Offers IT skills courses
0300 303 3464
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