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Terminology and Concepts

World Wide Web (WWW) vs. the Internet

e The World Wide Web (WWW) is just a small part of the Internet as a whole. The
Internet, relates to all the hardware and software involved, and as well as including
the WWW, also includes FTP (File Transfer Protocol — more about this later), email
and newsgroups.

The WWW is basically the text and pictures that you can view using a Web Browser,
such as Microsoft Internet Explorer.

HTTP (Hypertext Transfer Protocol)

e HTTP stands for Hypertext Transfer Protocol. This is the language your Web
Browser uses to request pages & graphics from the Web server. You do not need to
worry about the details; itis just useful to know what this is. You can see that your
Web Browser is using the HTTP protocol when itis shown at the start of a Web
address such as http://www.google.com

HTML

e Short for Hypertext Markup Language. This is a format used by manyweb sites and
can be used to display and format text and pictures on the web.

URL (Uniform Resource Locator)

e The URL (Uniform Resource Locator) is just another name for a Web address. The
URL consists of the name of the protocol (usually HTTP or FIP) followed by the
address of the computer you want to connectto, e.g. 2 URL of
http :/mww.microsoft.com would instruct your Web Browser to use the HTTP
protecol to connectito the Micrasoft Web site.

Hyperlinks

e Ahyperlink is a piece of text (or a picture) on a Web page, which when clicked on
will automatically:-

- Take you to a different part of the same page

- Take you to a different page within the Web site
- Take you to a page in a different Web site

- Enable you to download a file

- Launch an application, video or sound
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Text which is underlined nomally indicates a hyperlink. By default these text links
are nomally displayed in blue.

When you move the mouse pointer over a hyperlink, it changes to the shape of a
hand.

O

ISP (Internet Service Provider)

If you want to connect to the Internet, you need to subscribe via an Internet Service
Provider. The ISP gives you a connection to the Internet either via your telephone
line or via a special digital high speed line. An example of a popular ISP is AOL
(America On-Line).

FTP (File Transfer Protocol)

FTP is just a way of transferring data from one place to another over the Internet. It
is often used for downloading large files from a Web site. You do not really need to
know anything about how it works, in most cases you will click on a link within a Web
page, and your Web Browser (such as Microsoft Internet Explorer) will take care of
the FTP transfer for you, all you have to decide is where to store the file that you
wish to download.

In many cases people who write and maintain Web sites will use an FTP program to
send the data which makes up a Web site, from the hard disk on which it was
created, to a Web server computer.

There any many FIP programs available such as Cute FTP, an evaluation copy of
which'can be downloaded from www /cuteftpicom

Web sites/and URLs

A Web site is simply data which is stored on a WWW server and which can be freely
accessed by people 'surfing the Web'. For instance Microsoft has a Web site, from
which you can download information and software. The trouble is that you need to
know the address of the Web site; in much the same way as if you want to phone
someone you have to know his or her phone number. The address of a Web site is
given by something called its URL (Uniform Resource Locator). The structure of the
URL is very precise. For instance, if you wish to use your Web Browser to visit the
Microsoft Web site you would have to use the URL.:

http://www.microsoft.com
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Thus if you wish to visit the Web site of the company that produced this training
material you would use the URL.:
http://iwww.cheltenhamcourseware.com

Due to the very large number of organizations who now have Web sites, you can
also use asearch engine, in which you can enter a word or phrase connected with
what you wish to find and it will then display sites which match the information which
you have entered. The results can be overwhelming however. Arecent search using
the search words "PC courseware" displayed a list of a million sites containing these
words!

Web Browser

Web browsing applications include ‘Internet Explorer’ (from Microsoft) and ‘Netscape
Navigator/Communicator. In both cases there are many different versions, and you
will find that the later versions offer much more versatility, as well as a better range
of built-in features. The Web Browser allows you to view Web pages.

Cookies

Some Web sites can store hidden information about you on your hard disk using
cookies. This information is stored in small text file. Cookies can be useful, for
instance, a site may store your preferences about a Web site, so that when you re-
visit the site your preferences can be accessed automatically. Cookies are used by
some Web sites to identify you; this saves you having to “log in” to the Web site
each time you visit.

More information: http://www.cookiecentral.com

Internet'cache

Each,time you display a Web site withinlyour Web,Brewser, a copy of the
information (bothptext and pictures) is saved on your hard disk. The reason for this is
that the next time you wantto re-visit the site; the information is quickly loaded from
the'copy on your hard'disk, ratherthan slowlyfrom the actual lnternetsite.

As pictures are stored in the cache, if you are visiting a site which has many
separate Web pages, with say a companylogo on each page, then all subsequent
pages from that site will load a little faster as the logo graphics will load from the
cache, not via the Internet.
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Using Microsoft Internet Explorer

Opening the Microsoft Internet Explorer program
e The Internet Explorer icon is usually displayed at the bottom-left of your screen.

On many computers you may also see the Internet Explorer icon displayed on your
Desktop (the empty Windows screen).

p

e Click on the icon and you will see the Internet Explorer window displayed on your
screen.

ML Products | Services | Support | Purchase Help Keywont Seanch Tecmecal Suppon -9
Welcome to Dell Support
Brovese by Category Chioose a Support Option Nead Bors Help?
o Option 1: Most Popular Selections E + Email Technical
il Technical Suppont wea  Suipponfor sl
& All Customr Serdcn i '8 g Hardware Issues
[ o + ContactUs
it © Dmvers 2na @ Troublesnooting © Wanusis © Order Status =
Downloads and FAQs
Qption 2: Get Support by Product * Takk wih othar
e Cpuk pport by Customsrs in the
- ' O 0 v ns For
» Ciitcat Updats For : * Dimansion : :HElron neum L
Dimension G421, E521 ana b + OptiFte ) + Latiude
. BGIsH + Dall Precisian Unire 1584
Wit 3

w3 Vista Center

] Remamber My Login
Intorrmation

Don't have an seeount?
+ Register & Parzanalizs

@ Int=met | Protected Mode: On 100 -

e When the Internet Explorer opens it normally displays whatis called the ‘Home
Page’. This is the default Web page that the program is set to display. In the
example shown, the computer was a Dell PC, and not surprisingly, Dell had set the
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Home Page to display a Web page relevant to Dell. As we will see you can easily
change the Home Page of your particular copy of Internet Explorer.

Viewing a particular Web site

There is an address bar towards the top of the screen. Type in the Web address for

Microsoft www.microsoft.com and press the Enter key. You will see the Microsoft

Web page displayed. It will look different, as Microsoft changes the look and content
of their Web site on a regular basis.

G |25+ | [ Mot Comoration X | Dell Suippiest

£ 7Sile

. __"m”w‘ H Davlight Saving Time is here  Popular Downloads n
Haw to update your computer for . windere e EE.
racant changes in thae LS. ,.-
Latest reemes
¢ DirecX (Feh. 2007 Update) e m
» Specwnl offers for Windows Visis + AeliveSync 4.5 ot -
Take advantage of great deals on Wndows | e B
Vista-based PCs and software from your - Visual Studio i

favarite brands Top Searches

* Templates

» See how Windows Wisia is mor
enlertaining

Wetch TW shows on your time, et the
mest fram your mudic, and more

—

* Chip art

* Messenger

+ Got the lalest security updaies
Downiaad and install themn now to haig Destinations & Events
pratect your computer

» MSDN

* Xhow Check aut the latest high
tinn o

+ Techleot for 1T pros

ed Mode: On

icons

rogram_angd

Clicking on the Minimize button will minimize the Program window down to the
Windows Task Bar (the bar that runs along the bottom of your screen).

Clicking on the Restore Down button will run the program within a window.
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Clicking on the Maximize button will maximize the program if you are viewing it
within a window.

[=]

Clicking on the Close button with close the program.

Zoom

e The zoom control is displayed at the bottom-right of your screen. In the example
shown the zoom is setto 100%.

-

®100% v
< % W g52pM

e Try clicking on the percentage zoom number a few times and you will see it cycles
around preset zoom levels, as illustrated.

- > "
H100% - } #125% - .

to the z 2 levelrand you wil

zoom'options 0%, 200%, 75%and 50%.
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m

Zoom In Ctrl +
Zoom Out Ctrl -
400%
200%
@ 150%
125%
100%
5%
50%
Custom... )
On #150% |v]

< % W) 8s56PM

TIP: To zoom in press down the Ctrl key and while keeping it pressed keeping
pressing the + key. Let go of the Ctrl key when you have zoomed in the required
amount. To zoom out, use the same technique but press Ctrl and the — key.

Before continuing set the zoom level to 100%.

Hyperlinks

Slowly move the mouse pointer over the Web page displayed on your screen. You
will notice that if you point to certain text or pictures, the mouse pointer changes to
the shape of asmall hand.

"Iﬁ..}:.'

When the pointer changes to this shape it means that you are pointing to a
hyperlink. When you click on a hyperlink you will jump to a new location. That
location could besa differentidecation onsthe samespage.. It could be a different\Web
page of the same Web site. Itcould even be a different Web page on a different
Web site.

TIP: Hyperlinks'mayals o allow you to download files from the Web site.

Try clicking on a few hyperlinks and see'what happens.

Navigating through Web sites

Nomally when you first view a Web site you see what is called the Home Page for
that Web site. The Home Page is the starting page for a Web site and you use
hyperlinks within that page to visit other pages within the Web site. See if you can
see a link called Home Page on the pages you visited within the Microsoft Web site.
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Not all Web pages will have this link, butmost well designed Web pages will have
some sort of link to allow you to quickly jump back to the home page.

Back and Forward buttons

e The Back button allows you to go back to the last Web page you displayed on your
screen. Having gone back, the Forward button allows you to go forward to the next
page that you visited. Experiment with using these buttons.

f’f Windows

3.

Forcing a Web page to display within a new window

e Sometimes you may want to open the page that the hyperlink links to, within a new,
separate window. To do this right click on a hyperlink and from the pop-up menu
displayed, click on the Open in New Window command. You will now see two
copies of the Internet Explorer displayed. One displays the original page while the
second displays the page that you hyperlinked to.

Open

Open in New Tab
Open in New Window
Save Target As...

Print Target

Copy Shortcut
Add te Favorites...

Properties
" A W

TIP: J0 open a hyperlinked Web'page within @ hew window, hold. down the Shift key.
andthen click on the hyperlink.

Try this now.

Forcing a Web page to display within a new tab

e Sometimes you may want to open the page that the hyperlink links to, within a new
tab (i.e. a new tab within the existing copy of the Internet Explorer). To do this right
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click on a hyperlink and from the pop-up menu displayed, click on the Open in New
Tab command.

Open

Open in New Tab
Open in New Window
Save Target As...

Print Target

Cut

Copy

Copy Shortcut

Paste

Add to Favorites...

Properties

e Try this now and you will now see two tabs displayed within your Internet Explorer
window.

/= Windows Live OneCare - Home - Internet Explorer provided by Dell

"(-:' "' - @ http:/fonecarelive.com/standard/en-us/default.htm

W i (28|~ |@ Windows Live OneCare... [} http://enecarelive.com/st... | |

Switching Between Tabs
e To switch from one tab to another simply click on the tab. Trythis now.

TIP: The tab switching keyboard shortcut is Ctrl+Tab.

Quick Tabs

e Clickion the Quick Tabs icon (top-left ofithe screen):

o el |@ Windows Live O

Quick Tabs (Ctrl+ Q)

e You will see the Web sites in your tabs, displayed as thumbnail previews.
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= Windews Live OneCare - Home - Internet Exploses prenadied By Dell

W[5+ i Windows Live OneCarc.. % | ) Windows Live OneCart - Gu

‘Windows Live OmeCare - Home ® Windews Live OneCare - Getting Started X

e Click on the preview Web that you want to view and you will switch to that Web site.

Tab List

e If you click on the down arrow next to the Quick Tabs icon you will see the Tab
List. Clicking on an item in the list will display the selected Web page.

[8 v‘@ Windows Live OneCare... X I@ Windows L

¥ Windows Live OneCare - Home J

oo

@ Windows Live OneCare - Getting Started

Closing a Tab

e To close a tab within the Internet Explorer, click on the Close icon displayed at the
top-right of each tab.

e Sometimes you may want to stop a page from continuing to download once you
have clicked on it. Itmaybe a very slow loading page and you get fed up waiting for
all the pictures within the Web page to be displayed. To stop a page from continuing
to download, click on the Stop button.
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= - Google

!;\| Stop (Esc) i

Refreshing Web pages

e Sometimes you may want to refresh a page. This means reloading the page. For
instance you may be looking at a news page and after leaving the page on your
screen for an hour, you might want to refresh the page, to display the latest version
of the page. To refresh a page click on the Refresh icon.

Refresh (F5)

TIP: Many Web pages, such as news pages use special techniques to refresh
themselves automatically. We will see more about this later.

Internet Explorer icons

e Towards the top-right of the Internet Explorer window you will see a number of icons
displayed.

>
fi“* - Eﬂ W R Page - "‘JFTDD|5"

Home.
Clicking on this‘icon will display the Home Page for your eopyof the Internet
Explorer.

Feeds. [:h

We will seemore aboutfeeds later.

Printer.
Lets you print your Web page.

Page.;“
Lets you select page related options.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com



Internet Explorer 7 Foundation - Page 16

Tools. S Tools

Displays a range of Internet Explorer tools.

Copying a picture from a Web site page

e Display a Web page within the Internet Explorer, such as www.intel.com, right click
on a picture within the Web page, and select the Copy command.

Save Picture As...
E-rnail Picture...
Print Picture...

Go to My Pictures
Set as Background

Add to Favorites...

Properties

This will copy the image to the Clipboard. The image can then be pasted into a
document using the normal paste command.

¢ Openthe WordPad program. To do this click on the Start button and then click on
All Programs/ Click on Accessories/and then click on WordPad. Press Ctrl+V to
copyithe contents ofthe Clipboard into the WordRad.window. Close the WordPad
program withoutsaving your document.

Saving a picture on a Web page as a picture file

¢ Displaya Web page within the Internet Explorer, such as www .intel.com, right click
on a picture within the Web page, and select the Save Picture As command.
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Open Link
Open Link in New Tab

Open Link in New Window
Save Target As...
Print Target

Show Picture
Save Picture As...
E-mail Picture...
Print Picture...

{ Go to My Pictures
Set as Background

Cut

Copy
Copy Shortcut

Paste

Add to Favorites...

Properties

e This will display the Save Picture dialog box.

[ g Sawve Picture E

OO@@I b Dave » Pictures - |‘1~‘ |Searrh L |
e —

‘ Organize «

Favorite Links NameA Date taken Tags Size Rating

El Documents .
B Desktop
5 Recent Places Sample

% Computer Pictures

Bl Pictures

Save as type: | JPEG (*,jpg) -

% Hide Folders [ Save |[ o ]

e You can then save the picture as a JPEG file to your hard disk. This picture can
then be used in any documents that you create.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com



Internet Explorer 7 Foundation - Page 18

WARNING: Most pictures that you will see on Web pages are subject to copyright
and you may need pemission to use them within any documents that you create.

Copying a Web address to a document

e Displaya Web page such as www.google.com. Right-click over a hyperlink and
from the pop-up menu displayed, select the Copy Shortcut command. The
hyperlink URL has been copied to the Clipboard.

1 Open

Openin New Tab
Open in New Window
Save Target As...

Print Target

Copy Shortcut

Add to Favorites...

Properties

e Open the WordPad program. To do this click on the Start button and then click on
All Programs. Click on Accessories and then click on WordPad. Press Ctrl+V to
copy the contents of the Clipboard into the WordPad window. Close the WordPad
program withoutsaving your document.

Saving a Web page
e Displaythe Web page that you wish to save to disk, such as www.dell.com.

o« Clickson the down\arrow to'the right ofithe Pagebutton,(displayed on the'toolbar)
and select the Save As command.
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Bov 6@ - & -[pager]

Mew Window Ctrl+M
) Cut Ctrl+X
i Copy Ctrl+C
l Paste Ctrl+V
Save As...

Send Page by E-mail...
Send Link by E-mail...

| Edit
|4
4
Zoom 3
ti
g Text Size 4
Encoding 3

Wiew Source

Security Report

Web Page Privacy Policy...

¢ You will see the Save Webpage dialog box.

[ & Save Webpage [
O_OVFE v Dave » Documents » - |"f| |Searrh ge |
| Favorite Links Name Date modified Type Size Tags

1 Fax

[E Documents

M Desktop
Qﬂ Recent Places

1 My Google Gadgets

1. Scanned Documents

M Computer

E| Pictures
E’ Music

(=1

Folders

'+ Hide Folders Encoding: | Unicode (UTF-8} »| [ sae

e You can use this dialog boxto specify a file name and a folder location. Clicking on
the Save button will save the Web page to your hard disk.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com



Internet Explorer 7 Foundation - Page 20

Downloading files from a Web page

Some Web pages give you the option of clicking on a hyperlink to download a file.
This file might be a program or a document. Many documents will be available as
either Microsoft Word formatted files or Adobe Acrobat PDF formatted files. To
download a file you would right click on the hyperlink, and from the pop-up menu
displayed, select the Save Target As command.

Open

Open in New Tab

Open in New Window

Save Target As...

Print Target I

Copy Shortcut

Add to Favorites...

Properties

You will then see a dialog box allowing you to specify the folder in which you want to
save the file.

Adobe Acrobat files

This has become a very popular format for documents that you can download from
Web site pages. The formatis called PDF or Portable Document Format. It was
developed by a company called Adobe. The great thing about documents formatted
in Adobe Acrobat format it that they can be viewed using a free Adobe Acrobat
reader program and can be viewed by people using different types of computers
which are running different types of software. For more information about Adobe
Acrobat files, and to download the free’ Adobe Acrobat'Reader program, visit

www .adobe.com!

Manyssites will display an icon'similar to the onesbelow.

Get -
ADFD L RERDER

Clicking on this will link you directly to the Adobe Acrobat download site at:

http://www.adobe.com/products/acrobat/readstep2.html
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Search Engines

Search Engines

Asearch engine holds information about pages on Web sites throughout the
Internet. It only has information about Web sites which have been reported to it, or
ones that it has found out about automatically. Itis important to realize that a search
engine does not have complete information about all Web sites on the Internet!
There are a number of differentsearch engines, run by different organizations.
Within a search engine you can enter a search phrase, such as film reviews, and
the search engine will then search through its database and after a short pause,
should display a list of sites that fit your search parameters.

Searching using Instant Search

You can enter a search word or phrase into the Instant Search box. This is
nomally displayed at the top-right of the Internet Explorer window, as illustrated.

»
~ B - M= ~ ik Page » G Tools

TIP:Ifyou press Alt+Enter rather than/Enter then'the Search results will be
displayed within a new tab.

Youwill see a page of search results displayed, asillustrated.
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_: |:Hh:mwﬂl:n'pwihm -|Glcompmrmﬂeum-ﬁe_:k:|ﬁhm-w-— x [ Eip = E) - 4 = | page = (5Tgek=

Signin *

Web Images Midso Maws Maps Desklop mores

Google = [ Souch ] vt ses

‘Web Resifts 1- 10 of about 89,500,000 for Film Reviews (0.20 seconds)
Film com Saonsmed L ik

Film.cam - Mowes, TV, DVDs, and sptetainment news with commentary, reviews, tralsrs

and video Watch a great Film?

ww film comé - 40k - 25 Mar 2007 - Cached - Sumiar pages Brsbane Times Reviews Some Graat

DWDs Get A New Perspactive On Mews
ROTTEN TOMATOES: Movies and Games. Reviews and Previews trishanstimes com au
When a film has 40 reviews § of which are from Cream of the Crop critice, and has 8
Tomatometer of 75% ar l||gher itis Cemﬁed Frash by Rn!teﬂ Tomames -

warnt fottenlomatoes com’ - 128k - 25 Mar 2007 - Cached - Simil Real Onlina Film Reviews
Reviews. Scroenings, Free Ticksts

MRQE - Movie Review Query Engine wanw filma.com &

Web's lagest anlme directory of movie reviews. . Sundance Film Feathal 2006, Thiee

Rivers Fllm Feﬁtnral 2005, Mew ‘r'urh Fiin Fes-ml 21105 Tnmrmn Film . Latest Film Clips

wanw mrge comy - 38 - 25 Mar 2007 - Cached - Similp pages Watch The Film Reviaws Clilps
Sign Up For Free & Fast Access Nawl

Reviews | Guardian Unlimited Film www. monkeymag co. uk

Hame  Reviews - Features - Intensews  Now showing - Games - Alts & sntetmament - Blog

Nm Brits in film  Tradar park - Video & DVD  Talk .. Film Reviews
il rdian co uk/ReviewsFront! - 38k - Cached - Sinslar pages Watch reviews of il the upcoming

movies. Enletmment news edline
www Hews com au

~rogerebert com - FRONTPAGE (dhimi)

Full and capsula film reviows from the acclaimed cntic. Also includes film festival details

inteniews, and essays P

rogerebest suntimas comy - 42k - 25 Mar 2007 - Cached - Similar pages Established site features papers on
Reviews film

Channel 4 Film - movie, film and DVD reviews, cinema listings ... hetp itana Imillinnpagers com

The UK's most comprahansave Blm site with cwer 10000 flm reviews. 100000 Bmographias

1000 DVD reviews mowe ms and Ilslmgs

wiew charmall comMilmi - 25 Mar 2007 - i PgES

Film Reviews Movie Reviews DVD Reviews and Video reviews and .

Raad and write Movie raviews. dvd review and documetanes. music wdees and TV programs

and compare peices of thousands of DVDs

W redewCentre comvconsumear_rewiews 18 himl - 47k - Cach

Te Internet Move Database (MDb)

Movie Reviews: Pride”. *, Movie Reviews: Resgn Over Me' ... Indie Film @ IMDb - Ask a
Filmmakar. John A guato " mastar ngAmancailngn

e inclb.comy - 53k - 25 Mar 2007 I DEgEE

Mo Reviswe Movia Critice . Metacritie rom
& Intemet | Protected Made: Dn H100% ~

e Clicking on one of the search result links will display the relevant Web site. In the
example we clicked on the ‘Rotten Tomatoes’ Web site link. This is a well known
site containing film reviews.

TIP: When you see a page of search results, clicking on a link will display that Web
site, and replace the page of search results. If you want the Web site link to open
within a new window, press the Shift key while you click on the link. The Web page
will then open within a separate window, and you can still access the page of search
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C5] computer coursewane - Go. |G ROTTEN TOMATOES — M= ] = # = | Bege= (Jigoe "

- AL A Mictesatt Corparation

Rotte
T.I'Igat :")eS

HOME = MOVIES = DVD5S | GAMES THE WINE FORLIMS

eritii: go ballistic?

'”’\Nnnqr -

' Zip Code (or) Cry. State || 66 |
L Y]

¥ currant relesses §

VIDED GAMES

| Eror on page. | POTTEN TOMATOES: Movies and Games, Revews md Previews - Infeinet biorer pro Jd Mode: On Hiww -

Searching using the Address Bar

e Click within the Internet Explorer Address Bar. Type in the word Find followed by
the search phrase. In the example we are searching for HIm reviews.

/= Film Reviews - Google Search - Internet Explorer provided by

Adding new search engines

e Click on the down arrow to the right of the Search Box and you will see a drop
down list.
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Film Reviews LI
v Google (Default)
Live Search

Find on this Page...

Find More Providers...

Change Search Defaults...

e Click on the Find More Providers command. You will see a page displaying other
search engines.

/= Add Search Providers to Internet Explorer 7 - Intemnet Explorer provided by Dell

2 < L http:/fwww.microsoft.com/windows/ie/searchguide/en-intl/default.mspx?desref=http://runonce.msn.com/runonce2.aspx

ke IBB l - IE Microsoft Corporation I computer courseware - Go... lm Add Search Providers t... X [ l

@' Windows

Add Search Providers to Internet Explorer 7

To add a provider to the Internet Explorer 7 Instant Search box, dick the provider's link below. You can set any of
these as the default search provider by selecting the Make this my default search provider ched: box in the
Add Search Provider dialog box that appears when you dick the link.

0 See Global Search Guides

Web Search Topic Search Create Your Own
e AOL Amazon :
Add ch der to f
e Stop Searching, Start Finding Search Amazon's online stores Interﬁt:;r&u;r;rs:ra; byp;zlrc;wei;g ﬁ?:;er SCEE?’SD
@ Ask,com www, cnet.com
Bgtter search results with keywords @ Segrch tech news, reviews and e iy enagine in another window
or questions downloads e
© Google v 2Bay 2. Usze the search engine to search for TEST (all
%2/ Google Web Search Search Online Auctions capital letters)
_A Lycos ESPN 3 Eams_te the URL of the Search results page
Lycos Search - Go Get It! Search sports online E
r Rediff.com it indiatimes.com
Search India as it happens Indian news, shopping and travel 4. Spedfy a name for the search provider
Sﬁ' Sify Microsoft SEE
News,Sports, Finance, Movies, Videos Search Microsoft.com

MNaukri.com

;. Windows Live
From Microso

; it Fast ew XML

Yahoo!

Yahoo! Wel r doesn't install correct k here

nclusion Criteria
Do you own a website? Click here to learn how to promote your favorite search engines in Internet Explorer 7.

e Click on the search engine you wish to add, in this case, click on Yahoo. You will
see the Add Search Provider dialog box.
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Add Search Prowvider ﬁ

p Do you want to add the following =earch provider to

Intemet Explorer?

Mame: "vahoo!"
From:  www.microsoft.com

[] Make this my default search provider

Add Provider | | Cancel |

|" Search provider names can be misleading. Only add search
providers from websites you trust.

e Click on the Add Provider button.

e We can add another search engine atthe same time. Click on the Ask link. Again
you will see a dialog box. Click on the Add Provider button.

Add Search Provider ﬁ

p Do you want to add the following search provider to

Intemet Explorer?

Mame: "Ask.com”

From:  www microsoft com

[] Make this my default search provider

| Add Provider | | Cancel |

gine
ch Box and ro
displayed select the search engine you wish to use. In this example select Yahoo.
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Film Reviews

Ask.com
v Google (Default)

Live Search
icrosof Yahoo!

— Find on this Page...

Find Mare Providers...

Change Search Defaults...

e Type the search phrase HIm reviews into the Search Box and then press the
Enter key. As you will see, differentsearch engines retum different search results.

/2 Film Reviews - Yahoo! Search Results - Internet Explorer provided by Dell

“¥? http://search.yahoo.com/’ h¥p=Film+R

e dhr [88]' ]m Microsoft Corporation l computer courseware - Go... | ¥ Film Reviews - Yahoo! .. % l

Yahoo! My Yahoo! Mail Welcome, Guest [Sign In)

Web | Images | Video | Local | Shopping | more ~

hHOO!QSEARCH Film Reviews

Search Results

¥ Also try: 300 film reviews, ebert and roeper film reviews, borat film reviews More. .

« Rent DVDs Online at BigPond Movies
www.bigpondmovies.com - Always have great DVDs at home with BigPond Movies when you hire
online.

1. Rotten Tomatoes
Read reviews of current movies from the nation’s top critics and many other sources, used by
Rotten Tomatoes to formulate a single "rotten” or "fresh” rating. Also ...
www_rottentomatoes_com - 131k - Cached - More from this site

2. Ebert & Roeper

... Roeper, the movie critics’ show with Roger Ebert and Richard Roeper, featuring thumbs
up/thumbs down ratings and audio clips of current reviews. ...
www.ebertandroeper.tv - 2k - Cached - More from this site

Ato F by bot

You Say” chart.

Searchable database of movie reviews from newspapers and magazines worldwide. Find movie
reviews by titles, or browse reviews of current releases.
www.mrge.com - 38k - Cached - More from this site

6. filmcritic.com
Maovie reviews, feature stories, and film information from critics around the world. See ratings for
box office and DVD releases, film festival coverage, and critic’s ...
www_filmcritic.com - 33k - Cached - More from this site

TIP: This search engine will only be used until you select another search engine or
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until you close Internet Explorer. When you reopen the Internet Explorer, the default
search engine will be used again.

Changing the default search engine

e Click on down the arrow to the right of the Search Box and from the drop down
displayed click on the Change Search Defaults command.

=\ X
Film Reviews R~
.| Ask.com
E Google (Default)
Live Search
¥ Yahoo!

Find on this Page...

Find More Providers...

Change Search Defaults...

e This will display the Change Search Defaults dialog box. Select the search engine
that you want to set as the default, such as Yahoo, click the Set Default button and
then click on the OK button.

Change Search Defaults E

The following search providers are available in Intemet
Explorer. You can set the default provider for the Address bar
and the Instant Search box below.

Search Providers:

Ask com
Google (Default)

I| Eind more providers. .. [ QK ] | Cancel |

e Before continuing set the default to the Google search engine.
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Search Engine Web sites

If you want you can visit a search engine Web site directly using any of the Web
addresses listed below.

Google - www.google.com

MSN Search - http://search.msn.com
Ask Jeeves - www.askjeeves.com
Yahoo - www.yahoo.com

AOL Search - http://search.aol.com
HotBot - http:/www.hotbot.com

TIP: A good site that lists many more search engines is called Search Engine
Watch. Have a quick look at this site and see what other search engines are
available. www.searchenginewatch.com

Using keywords and phrases

Many people think that when you use a search engine, such as Google, it will
magically search the entire Web and find the information which you require. The first
thing to understand is that a search engine like Google will only search through a list
which itmaintains of sites that have been registered with that particular search
engine. This accounts in part for the widely differing results you sometimes get when
you search using different search engines. Also each search engine has different
criteria for ranking search results, i.e. the order in which search results are displayed
on your page. These search results are often displayed 10 per page, with a brief
description about each site which it has found matching your requirements. In
general itis better to use two or more words, or a short phrase when searching.

Don't use a single search word!

Normally you should use two (or more) words or a short phrase rather than a single
word when using asearch engine. Tryto use unique wards which directlyrelate to
whatyou are/searching for. For instance if you are searching for inform ationsabout
film reviews /themgsearch for film review s, notjustreviews which would include all
sorts of reviews.

Using + and " symbols to narrow your search

If you search using two words such as film reviews, then often a search engine will
go off and find all the pages which it knows about relating to film, reviews and film
reviews. This could include all types of reviews, not just film reviews.

To getround this problem many search engines allow you to insert a + symbol
between your words, this means that you only want to find pages containing all your
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words.

Sometimes you would be better enclosing your search phrase with quotation (")
symbols. This will then mean that you want to find the exact phrase which you have
entered. Thus if you search for "film reviews”, using the quotation marks, then you
should see more relevant search results.

NOTE: Search engine options will vary from one search engine to another. Always
use the on-line Help available!

SAMPLE
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Getting Help

Displaying Help

e With the Internet Explorer window open, press the F1 key. This will display the
Internet Explorer help window. Within this window you can see information on topics
including:

- Increased security and privacy
- New features
- Read and subscribe to feeds

Towards the bottom of the windows are further links to items such as:

- Internet Explorer keyboard shortcuts

- FHllin website forms and passwords automatically
- How to know if an online transaction is secure

- Internet Explorer browser settings

Take a little time reading up on the new features available within this version of
Internet Explorer.
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Options

Internet Explorer at a glance
Here are some of the ways that Intemet Explorer makes browsing the web easier, safer, In this article

and mone enjoyable. # Increased security and
! = privacy ‘
|| Increased security and privacy o Nt
New security snd privacy festures allow you to browse the web more safely. # Read and subscribe to feeds
# Phishing Filter can help protect you from phishing sttacks, anline fraud, and

spoofed websites. For more information, see Phishing Filter: frequently asked questions.

Protected mode can help protect your computer from websites that try to install malicious software or to save files
on your computer without your consent. For more information, see What does Internet Explorer Protected mode do?

Highet security levels can help protect you from hackers and web attacks.

The Securty Status bar displays the identity of secure websites to help you make informed decisions when using
enfine banking or merchants.

Internet Explorer’s lets you start Internet Explorer without toolbars, ActrveX controls, or other add-ons that might =
show your computer or prevent you from getting online. For mare information, see Internet Explorer add-ons:
frequently asked questions,

| Mew features

[ Help prevent onfine
# Tabbed browsing is & new feature in Internet Explores that allows you 1o open attacks by keeping
muitiple websites in a single browser window. if you have a lot of tabs open, use Internet Explores up-to-

Quick Tabs to easily switch between open tabs. For mote information about Quick date
Tabs, see Using Quick Tabs in Internet Explarer,

* The new Instant Search box lets you search the web from the Address bar. Youcan | Keeping Windows and 1
also search using different search providers to get better results. For more Intemet Exploter up to
infermation, see Change of choose & search provider in Internet Explores snd Tips date iz one of the best '
for searching the Internet. ways to prevent trouble
online. Microsoft issues
s Internet Explorer now lets you delete your temporary files, cookies, webpage updates periodically
history, ssved passwords, and form information from one place. Delete selected which can help prevent
categaries, or everything at once. online attacks through 9
® Click the Favorites Center buttan %Y to open the Favorites Center to manage knoam vulnerabilities and
favorites, feeds, and history in one place. For more information about using provides these updates
favorites, see Managing your Internet Explarer favorites. free of charge through

Windows Update.

Printing now scales webpages to fit the paper you're using. Print Preview gives

mere control when printing, with manual scating and an accurate view of what I your computer 3 not
you're about to print. For mare information about printing, see Preview the set up to automatically
appearance of a printed webpage. receive updates, you can
manuslly request these
* The Zoom festure lets you enlarge or reduce text, images, and some controls. For updates by using Intemet
more information about using Zoom, see Zoom in on a webpage. Explorer, Click the T

hittnn and then click

pand your 5

Help Demos

e Within the Help search box, type in the words Demo use the Web, as illustrated
and the press the E

| Windows Help and

demaethenes WA B B 2

e You will see the demo link illustrated below.
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.

@ Windows Help and Support @Eﬂ

demo use the web P

o Connect to the Internet to get the most up-to-date content from Windows Assistance online,

Best 30 results for demo use the web

1. Demao: Using the web

e Click on this link and you will see the following.

9 Windows Help and Support @M

demo use the web L

b Show all
Demo: Using the web

The web is a great way to get infermation and cormmunicate with others, To use the web, you need to
understand how to use a web browser, This demo shows you around the Internet Explorer web browser,

including the basics of navigating to a website, searching the web, saving favorite webpages, and using
tabbed browsing.

= Watch the demo

¢ Read the transcript

See also

& Exploring the Internet

#» Internet Explorer at a glance
* ‘Windows Vista demos

e Click on the Watch the demo link. Note there is sound as well as pictures, so make

SAMPLE
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e Close the demo window when you have finished watching the presentation.

Browsing for Help
e Click on the Browse Help icon.

= % ,
Browse Help

e This will display a window, as illustrated below.
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@ Windows Help and Support E@u

Contents

All Help
>Internet - going online and using the web
> > Browsing the web with Internet Explorer

Browsing the web with Internet Explorer

|?| Internet Explorer at a glance

|?| Internet Explorer management for IT Pros

|#| Internet Explorer Pop-up Blocker: frequently asked questions

What to do if Internet Explorer stops responding

=

Getting started

Finding information on the Internet
Security and privacy in Internet Explorer
Making Internet Explorer mare accessible
Managing favorites in Internet Explorer
Customize Internet Explorer

Managing add-ons and Active ¥ controls
Update Internet Explorer

Working with Internet Explorer option settings

Troubleshooting Internet Explorer problems

{ S0MECNE Or exXpan d your search

Forinstance cli
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@ Windows Help and Support E@u

Contents

All Help

=Internet - going online and using the web
=»Browsing the web with Internet Explorer
»»>»etting started

Getting started

|2 Open Internet Explorer

|2 Tips for searching the Internet

|2| Tabbed browsing: frequently asked questions
|2| Using Quick Tabs

|2| How to know if an online transaction is secure
|2/ Find a file you have downloaded

|2| Usethe panning hand in Internet Explorer

|2] Using feeds [RS5)

|2| Preview the appearance of a printed webpage
|2| 5ave a webpage as afile

|2 Internet Explorer Information bar: frequently asked questions

|2| Internet Explorer browser settings

|2| Use 5peech Recognition to browse the Internet

sort of help s

Asking for help

e Click onthe Ask icon.
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e This will display the following window.

@ Windows Help and Support E@u

Get customer support or other types of help

Ask someone

s Use ¥ Windows Remote Assistance to get help from a friend or to offer help.
s Post a question or search for an answer online in Windows communities.
s Fortechnical assistance, contact Microsoft Customer Support online.

Other resources

& Search the online Knowledge Base for help with specific problems.

Microsoft help and support online

i Faor in-depth technical information, visit the Microsoft website for IT professionals,

& For more informatien, visit Windows Online Help and Support.

il Offline Help

e You can use this to get help online or search the Knowledge Base which is a
technical database which can be very useful for solving particular problems.
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Customizing Internet Explorer

Setting your Home Page (i.e. opening page)

You can set your Home Page to any Web page you like. Once set this means that
the page you select will be displayed automatically within the Internet Explorer each
time you start the program.

Display the Web page that you would like to set as the home page. In this case type
the following into the address bar and then press the Enter key:

WWW .microsoft.com

You will see the following

/= Microsoft Corporation - Intemet Explorer provided by Dell
@ " - [: http:/ fwww.microsoft.com|

= o ¥ —— -

Once the Microsoft Home is displayed, click on the down arrow nextto the Home
icon. This will display a drop down menu. Selectthe Add or Change Home Page
command.

3

i .d Computer courseware manuals for IT trainers including EC...
& Dell Support
Google

Add or Change Home Page...

Remove 4

This'will displaythe Add or Change Home Page dialog box, as illustrated.

Add &rChange Hoeme Page . ‘ ’ HH

Waould you like to use the following as your home page?
Rt f fwowow microsoft eomyfen fus /defallt. asp

@) Use this webpage as your only home page!

Add this webpage to your home page tabs
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Click on the Use this webpage as your only home page option. Click on the Yes
button. You will not see any changes, but the home page has been changed.

NOTE: You may see a pop-up from your anti-virus checker asking if you really want
to allow your home page to be changed. The reason for this is that some malicious
virus type programs often try to change your home page to a page selling you a
product or service you do not want.

Close the Internet Explorer program and then restart the Internet Explorer program.
You should see that the Microsoft page now opens up automatically.

Setting multiple Home Pages

Display the Web page that you would like to set as a home page on another of your
tabs. In this case type the following into the address bar and then press the Enter

key:
www .intel.com

Once the Intel Home is displayed, click on the down arrow next to the Home icon.
This will display a drop down menu. Selectthe Add or Change Home Page
command.

_ e

I .d Computer courseware manuals for IT trainers including EC...
& Dell Support
@ Google

Add or Change Home Page...

Bemove 4

This will displaythe Add or Change Home Page dialog box, as illustrated.

Add orChange Home Page l

Would you like to use the following as your home page?

L http: ffwww. microsoft. com/fenfus/default. aspx

LIse this webpage as your only home page

@ Add this webpage to your home page tabs:
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Click on the Add this webpage to your home page tabs option. Click on the Yes
button. You will not see any changes, but the home page has been changed.
Close the Internet Explorer program and then restart the Internet Explorer program.
You should see that the Microsoft Web site and the Intel Web sites both now open
up automatically, as illustrated.

& Microsoft Corparation - Internet Explorer provided by Dell

N |E http:/fwww.microsoft.com/en/us/default.aspx - | 4 | A

W |88 E Microsoft Corporation ) Welcome to Intel | | &

_

-

Revisiting Web pages via the address bar

If you click on the down arrow to the right of the address bar you will see a list of
recently visited Web pages. Try clicking on one of these and you will display that
page within the Internet Explorer.

F Micrasoft Conporation - Inbemet Dxplaner provided by Dell
PR [ ——— -]

P T E———
WO B e e meLoomy

Displaying your viewing history

Windows keeps a log of the Web sites you have visited. You can display this list
and click on a Web site within the historylist to revisitit. To view your history, click
on Favorites Center icon (top-left of your window).

iy

This,will display the following drop down.

8 |ﬁ Microsoft C_ atiori
EJ Feeds 40 History =~ 1=l

, Links

. Microsoft Websites
) MSM Websites

. Windows Live

TIP: The keyboard shortcut to display this drop down is Alt+C.
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e Click on the History button. You will see the following.

ake Igg]vlm Microsoft Corporation
<p Favorites [ Feeds n [E

¢ Click on the Today icon and the list will expand to display all the Web sites you have
visited today. Clicking on an item in the list will display that Web site.

<he [88% ‘E Microsoft Corporation %
< Favorites [ Feeds H [E

=l intel (www.intel.com)

) microsoft (www.microsoft.com)

2] xe (www.xe.com)

TIP: Clicking on the down arrow nextto the History button will allow you to sort the
history by specified criteria, such as date, site name, most visited sites and by
order visited today.

it [88% [m Microsoft Corporation [é_@' Welcom
+¢ Favorites [ Feeds | 40 History |v %]
1]

By Date
) intel (www.intel.q By Site
[ microsoft (www. By Most Visited

Iz
) xe € Hecom By Order Visited Today

Search History

orylist and from the pop-

Deleting your browsing history and temporary files
e Click on the Tools button (top-right of your screen).
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e
o -

gvpagevl{nglsv .

e From the drop down list displayed, select the Internet Options command.

G~ B v # v ) Page = ({3 Tools <]

Delete Browsing History...

Diagnose Connection Problems...

Pop-up Blocker »
Phishing Filter 3
Manage Add-ons 3
Work Offline

Windows Update

Full Screen F11
Menu Bar

Toolbars 4

Sun Java Conscle

Internet Options

e This will display the Internet Options dialog box.

SAMPLE
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Internet Opticns m

General | Security | Privacy | Content | Connections | Programs | Advanced |

Home page
To create home page tabs, type each address on its own line.

hitp:/fwanw. microsoft.co
Shananw.intel.comy/

myen/us/default.aspx

| Useaurent || Usedefault || Use blank

Browsing history

@1‘? Delete temporary files, history, cookies, saved passwords,
< _/J and web form information,

Delete... | [ Settings |
Search
p Change search defaults.
Tabs
g Change how webpages are displayed in
tabs.
Appearance
e | e e -
ok ”CEHCE'H &pphf|

e Within the Browsing history section of the dialog box, click on the Delete button.

e This will display the Delete Browsing History dialog box.
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r

Delete Browsing History

o]

Temporary Internet Files

Copies of webpages, images, and media that
are saved for faster viewing.

Delete files. ..

Cookies
Files stored on your computer by websites to
save preferences such as login information.

’ Delete cookies. ..

History
List of websites you have visited,

’ Delete history. ..

Form data

Saved information that you have typed into
forms.

’ Delete forms...

Passwords

Passwords that are automatically filled in when ’ Delete passwords. .. ]

you log on to a website you've previously
visited.

About deleting browsing history ’ Delete all... ] I Close

e You can choose to delete only particular types of files or you can click on the Delete
all button displayed at the bottom of the dialog box. Click on this option and you will
see the following dialog box.

F

Delete Browsing History

S5

. Are you sure you want to delete all Internet

L& Explorer browsing history?

[|ialso delete files and settings stored by add-ons. |

wsing history, along with any
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End of the preview sample

‘ CHELTENHAM
|

This sample is approximately half of the full course. Please see the table of contents at
the beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see
our web site at:

http:/MWwww .cheltenhamcourseware.com

A courseware licence allows you to make unlimited copies for use at your training
centre.

| The IT Computer Courseware Library

A complete library of quality training courses 0

Includes Windows 7 and Office 2010 Courseware |I E \
* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLIGATIONS

* HIGH QUALITY, LOW COST COURSES * ADD YOUR OWHN MAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each

course, included with our printable courseware. OVer

lmvestina complete Computer Courseware 7 000 '~
Library, including Windows 7 & Office 2010 : Y :
Theymost cost effective courseware solution for your IT Web Pages

training needs. Get ALL our caurses, and all hew

ey Incl h h
courses released within 12 months ! neludgy when you pgighase

the 'IT Courseware Library'.
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