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Introduction

This course is intended to help people get up to speed with using the Internet and help them get the
most from Internet Explorer.

This guide will cover different features of the program interface, give an overview on the use of
tabbed browsing, describe how to view and work with different types of Internet content, and
demonstrate how to save frequently-visited Web sites using Favorites. It will also cover how to stay
safe while browsing the Internet, and cover advanced topics like RSS feeds, HTML, and more. By the
end of this manual, users should be comfortable browsing the Internet, downloading files, and
viewing different types of content using Internet Explorer.

Occasionally, this manual may reference where certain keys are on the keyboard (such as Insert,

Home, or Page Up). The directions are given based on a standard desktop keyboard that contains a
separate number pad. Laptop keyboards may be different or have combined keys.

Prerequisites

This manual assumes no prior experience with the Internet and should be open to nearly everyone.
Students should be comfortable using the keyboard, mouse, and Start menu. Students should also be
comfortable with the concept of files and folders. Understanding and experience with printing and
installing programs is an asset but not required.



MS Internet Explorer

Chapter 1: Getting Started

You this chapter you will learn how to:

Open and close Internet Explorer

Set up Internet Explorer

Use the Internet Explorer interface

Use and customize toolbars in Internet Explorer

Minimize, maximize, restore, and resize the Internet Explorer window
Use full screen mode and normal mode

Use zoom

Use the Help function to solve a problem or look for more information
Take the Internet Explorer tour

Get online support for Internet Explorer

LoOoNOUEWNE

[EEN
e
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Session 1-1: Definitions

Definitions

Browser

A browser is a program that finds and displays text, images, and other data from the World Wide Web
or some other network. Common browsers include Microsoft Internet Explorer, Mozilla Firefox, Apple
Safari, and the Opera Web Browser.

Cache

Memory used by a browser to store recently and frequently accessed data. If you visit a particular
Web site often, a copy of the Web site is stored on your computer for quick access. Cache memory
can be increased or decreased as needed.

Cookies

A small piece of information stored on the computer when someone visits a Web site on the Internet.
A cookie usually contains a username, password, time and date stamp, or other information
pertaining to a particular place on the Internet. Cookies enable certain Web sites to remember who
you are.

E-mail
A means of sending electronic messages from one computer to another over the Internet or other
network. An e-mail may contain data other than text, such as images or music files.

FTP
Acronym for File Transfer Protocol. A type of communication protocol used to transfer data from one
computer directly to another, usually mediated by a third-party program.

Home Page
A home page is a particular Web site on the Internet or other network that is displayed as soon as a
browser program is launched. Internet Explorer 8 is capable of displaying multiple home pages.

HTML

Acronym for Hyper Text Markup Language. HTML is the language of the Internet. The vast majority of
Web sites on the Internet are written in this computer language and all Web browsing programs are
capable of reading HTML.

HTTP

Acronym for Hyper Text Transfer Protocol. A type of communication protocol used mainly to transfer
Web site information (like HTML) and components over the Internet or other network to a user's
computer.

Hyperlink
A reference that points from one document to another, or from one part of a document to another

part of the same document. A browser usually displays a hyperlink in a particular format (like a
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picture or like this) distinguishable from other text or objects found in a Web site. Hyperlinks are
activated by left-clicking on the link text or object.

Internet
The large collection of interconnected computer networks that span the globe.

ISP
Acronym for Internet Service Provider. An ISP is like a phone company that, instead of voice
communication, sells access to the Internet to large corporations and individual users alike.

Phishing

Phishing is a type of scam that works by creating a Web site that looks like a legitimate company, such
as an online retailer or a bank. Visitors are usually requested to submit sensitive personal information
on that Web site. This in turn results in fraud from the false Web site creators. Or, the personal
information is sold to other criminal parties.

RSS

Acronym for Really Simple Syndication (or sometimes Rich Site Summary). RSS is similar to a wired
news source. Subscribers to an RSS service (or feed) receive new information about a particular topic
when they connect to the Internet.

Search Engine

A program that gathers information about Web sites and documents on the Internet that are relevant
to a particular search term or phrase. Popular search engines include Google, Bing, and Yahoo!
Search.

URL

Acronym for Uniform Resource Locator. It refers to the address of a particular Web site or other
resource on the Internet. The URL http://www.microsoft.com/ie/ is the Web site for Microsoft's
Internet Explorer browser.

Web Page
A single page on the Internet that contains information.

Web Site
A collection of Web pages on the Internet that contain information. The term "Web site" originated
from "World Wide Web site.”

World Wide Web

A name given to all documents on all servers that are accessible via HTTP protocol on the Internet (i.e.
the web pages).
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Activity 1-1

Complete this crossword:

i

i

ACROSS

2 A company that sells access to the
Intermnet

4 The language of the Internet

6 A single page on the Internet that
contains information

8 Address of a Web site

9 A large collection of interconnected
computer networks that span the
globe

11 A synonym for Internet

Ver. 1-1 September 2012

DOWN

1 A program that finds and displays
text, images, and other data from the
World Wide Web or some other
network

3 A program that gathers information
about Web sites and documents on
the Internet that are relevant to a
particular search term or phrase

4 A reference that points from one
document to another, or from one
part of a document to another part of
the same document

5 A small piece of information stored
on the computer when someone
visits a Web site on the Internet, or
something delicious that your mother
might have made

T A way to send electronic messages
over the Intemet

10 An online wired news source
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Session 1-2: Internet Explorer Basics

Opening Internet Explorer
The browser can be launched in a few different ways:

1. Start menu
2. Taskbar

3. Desktop icon
Start Menu

Open Internet Explorer by clicking Start = All Programs:

@ Microseft Word 2010

Velsoft

Documents

Pictures
® Mozilla Firefox
Music
.:‘jﬁ Paint :
2
=~ Games

I':' Getting Started

Computer
Control Panel
Devices and Printers

Sticky Notes
Default Programs

% Snipping Tool
pRIng Help and Support

| »  AllPrograms

@ Default Programs
W Desktop Gadget Gallery
& Internet Explorer (64-bit)
@ Internet Eupimﬂn_n |

& Windows DVD r\?lJ .

&3 Windows Fax an Finds and displays information and Web sites on the Internet,

2% Windows Live ID Pictures
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Taskbar
Click the Internet Explorer icon in the taskbar to launch the program:

Internet Explorer .

Desktop Icon
If you see an Internet Explorer shortcut on the desktop, double-click it to open the program:

Ve

&

Internet
Explorer

Setting up Internet Explorer

When you open Internet Explorer for the first time, you will be asked to go through the initial setup
procedure. Click Next to continue:

P
Set Up Windows Internet Explorer u

/=

=)

Welcome to Internet Explorer 8

Internet Explorer & helps you use the Internet even faster than before.

New features like search suggestions retrieve information as you type,
and Accelerators let you preview online services just by pointing your
mouse at them.

Learn about these new features and how to manage their settings

Read the Internet Explorer Privacy Statement online

| MNet || Askmeloter |
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Next, you will be asked if you want to turn on Suggested Sites. This feature examines the types of
Web sites you visit and suggests other sites that might interest you. Click the radio button beside Yes
or No and then click Next:

f

Turn on Suggested Sites

Do you want to discover websites you might like based on websites
you've visited?
@ Yes, turn on Suggested Sites

Mo, don’t turn on

Suggested Sites is an online service that uses your browsing history to make personalized
website suggestions, You can turn off Suggested Sites at any time.

Read the Internet Explorer Privacy Statement online | Back ‘ | Next g ‘ Cancel ‘

Next, select the other options you would like to enable or disable. We recommend you go with the
suggested settings and then click Finish. (If you have previous experience with using the Internet, you
can choose to customize the different options.)

Here is an overview of the other setup options:

Search Provider As we will see in coming Sessions, Internet Explorer has a built-in
search tool with search services provided by Bing, Microsoft’s search
engine. You can choose from a number of different search engines,
including Bing (the default), Google (which we will use), Yahoo!
Search, eBay.com Visual Search, ESPN.com search, and more.

Search Updates Occasionally, search engine providers make software updates to the
search bar provided with Internet Explorer. You can choose to
automatically update this search tool.

Accelerators Accelerators are a new feature to Internet Explorer 8. They allow
you quick access to mapping utilities, blogging services, and the
ability to link your Windows Live sign-in information to Internet
Explorer. We will explore more about Accelerators later.

Compatibility View Internet Explorer 8 features Compatibility View, a tool that can
correct items like misaligned text, images, or text boxes. It emulates
the functionality of Internet Explorer 7 to prevent these formatting
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errors as much as possible.

Make your selection and click Finish:

[

Choose your settings

Before you get started, do you want to:
@ Use express settings

Search provider: Google

Search Updates: Download provider updates

Accelerators: Blog with Windows Live, Map with Live Search, E-mail with Windows Live,
Translate with Live Search

Compatibility View: Use updates

) Choose custom settings
Review and modify each setting individually.

Bead the Internet Explorer Privacy Statement online ’ Back ] ’ Finis}'hk] ’ Cancel

Once you click Finish, you will be shown the default home page.

Closing Internet Explorer
To close Internet Explorer, click the X in the upper right-hand corner of the window:

-"'l killer whales - Google Search

' Beauty, fashion, relationships, d...
You can also close Internet Explorer by right-clicking the icon in '
taskbar and clicking Close Window in the Jump List:

¢ Start InPrivate Browsing

% Open newtab

& Internet Explorer
® Unpin this program from taskbar

| Close window

5 s
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Step-By-Step

In this exercise you will use Internet Explorer 8 to navigate through some Web sites.

1. Click the Internet Explorer icon to launch the program. After a moment you should see the
home page appear:

=| 5 | 5 QM Gemgie 2 -

I = »
i Favortes | gz 8 Suggested Stes = @] Web Shxe Gallery =

i MSN Carads - The all-new MEN Canads, home .. i~ B 0 mm v Pagew Safetyw Tookw i@

eHammany. ca==Try for Free F E1-13 Trursday, Febnary 11, 2010

il

ey b . | vmages | Wews | Heps | eas:.
| . Slonna i

Canais ¥ Frangas B CoacnOnly  Top Searches: Brookdyn Decesr | Ede Falm | Remy Ma

c:
Autos  Enterlaimment  Bews  Llestyle  Money Music Shop  Sports Tech  Trovel Video Westher  More

Dysfunstiona cedebiity
coupies

Coland facas mrurndes
oanges

Whi vl sunies? & hara
o of 2 wllan?

& Obymoic cadron ]

candadates

g;uu Hottest cars for singles looking for love
T 1 ¥ ik up me o Bast A 1o ARt W

News CBC | MSNMBC | 86C | Lo

= lncal forecasts b g oty names or postal

Codkés ntn the Bekd

Comservatives, Liberals still

nec-and-neck a0 press the Go Buthon
h . et forecast of oty ﬂ
Mandab's rolases * Wil housing bubbia pop? -
|Done i Fternet | Protected Meds: On dg o IR -

2. Click inside the address bar. Press Delete or use the Backspace key to erase the URL of the
home page:

57 Favorites | 95 & Suggested Sites = @] Web Slice Gallery =

|" MSM Canada - The all-new M5N Canada, home ... | |

3.  Type http://www.teia.edu.au in the Address text field. Press Enter. Your browser will display
the TEIA Web page.

10
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4. Click the small tab to the immediate right of the TEIA tab:

7 Faverites | 9 @ Suggested Sites @ Web Slice Gallery

i€ Customizable courseware and training materials f.. | |~

Mew Tab (Ctrl+T)

You will see a new page appear asking what you want to do next.

Reopen closed tabs » Browse with InPrivate

Wiew tabs that you've closed since starting Internet Explorer. Browse the web without storing data about your browsing
session,

e AHERR LS LRl Open an InPrivate Browsing window

Use an Accelerator
Open a web service with text that you've copied from a webpage.

Show copied text

#Y search with Google

Learn mare about tabs and tab shortcuts, Accelerators, and InPrivate Browsing

In this case, we will visit another Web page. Click in the address bar of this tab and type
http://www.microsoft.com. Press Enter to navigate to Microsoft’s home page.

5. Open a new Internet Explorer window by pressing Ctrl + N on your keyboard. Notice that the
new window contains only one tab with the TEIA home page on it.

6. Click the Home button in the new Internet Explorer window to navigate back to the default
home page.

¢ Favorites | 9% & Suggested Sites * @& Web Slice Gallery =

22|~ | @& Customizable courseware ... | € Customizable coursew... X M- v [ = v Pagev Saf

'_r,é MSM Canada - The all-new MSN Canada, home of world-class services such as Hotmail, Windows Live - Qndcws Internet Explorer

m http://ca.msn.com/?rd=1 \ X | "7| A ".‘l Googl
77 Favorites | 95 (& Suggested Sites * @& Web Slice Gallery = \
%" MSN Canada - The all-new MSN Canada, home ... TR A=
J L 1+

I Home (A= M) |

Get more information for all your conversations.

11
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7. Click the Close button on all Internet Explorer windows. Notice that when you close the
window with multiple tabs you are warned about your action. Click Close all tabs:

Activity 1-2

Internet Explorer I,-gh,l

Do you want to close all tabs or the
current tab?

Cloze all tabs {:g | Cloze cument tab

Abways close all tabs

Objective

Briefing

Task

Hints

Follow-up Questions

Ver. 1-1 September 2012

To understand how to open and close Internet Explorer and use
the mouse.

You will get some more practice using Internet Explorer.

Launch the browser to display the MSN home page. Use your
mouse to click at least five hyperlinks. Then close Internet
Explorer.

If you get stuck and cannot click any more hyperlinks, click the
Home button (?!:;\5) to make Internet Explorer return to the MSN
home page. You can also close any browser window at any time by

clicking the Close button () on the title bar.

Try clicking on a few advertisements. Did any open in a new
browser window?

12
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Session 1-3: The Internet Explorer Interface

Now that you know how to open and close Internet Explorer, you can begin exploring the user
interface. In this session you will examine the different parts of the browser window.

Interface Overview
Let’s look at the major items in the interface:

Command Area

- & W petpe/ ca.msmucomy =1

s Fevarites | g [ Suggeited Shes = @) Wb Slice Gallery =

M5 Canada - The ali-new MSN Canada, home .

eHaImony, c—Try for Frag Feb, 1115 Thursday, Fabrary 11, 2000

| tmagen | Hawn | Mau | aeon

. Carada Ondy Top Searchew Ercoklyn Dechsr | Ede Fakos Wy Ma

Scroll Bar

Dysfunctong celebity
couples

Cofonel fates murder
charges

Wheo wil sunave? A ham
o a vilan?

ﬂ Cilyrrpic cauiidror b
candidates i " 4 " iy "
i‘! W\W Hnttg:st r_.;srs far sunglps Inaiung h:r ||:|UE feop eBay your way SEARCH ® |

CBC  MSHED  BBC | Lol Money

Conservalives, Lilssrals stll Wil Grasek orisis sproad? 21 ol Tarecasts by antefn] oy Aanes O
ek -and -meck codes nto tha field below and prass the Go
= a5 jobs'month: Obama
:|: nshodk’ guer '\;._,“"a i

umpE Tororta Prids ot forscast of dty e

& Intemet | Protected Mode On fa = Rl =

Status Bar

1. The Command Area is where you can type a Web address, search for information, and
navigate between pages.

2. The Scroll Bar lets you scroll up and down (and/or side to side) through a Web page.
3. The Status Bar shows you vital statistics about the Web page you are viewing.

Using the Command Area
The Command Area collectively refers to all parts of the interface at the top of the window:

Ve [E=rE——)

es CmETTE S5 &

3¢ Favorites | 9 & Suggested Sites ¥ @] Web Slice Gallery

|v MSM Canada - The all-new M5N Canada, home ... |_| ‘& = * 3 @ » Page~v Safetyv Toolsw @v 7

Let’s go over the major components in this area:
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Back & Forward As you navigate through different Web pages, you can retrace your
Buttons steps backwards (left-facing arrow) or forwards (right-facing arrow).

Click the small pull-down arrow to jump directly to a particular Web
site instead of moving backwards one site at a time.

Address Bar The address bar lets you click and type a URL:

¥ s ommiesoticond 7| %[ %

Once you have typed an address, press Enter or click the blue arrow
to visit that Web site.

m http://www.microsoft.com/en/us/default.z - n

After you have pressed Enter, the blue arrow will change. The two
buttons to the right of the address bar are Refresh (blue arrows)
and Stop (red X). Click Refresh to re-load the current Web page or
file; click Stop to stop a Web page from loading.

Search Bar The Search Bar is to the right of the address bar:

B T

Click in the Search Bar and type a word or phrase. Then click the
magnifying glass or press Enter to search. For more options
regarding searching, click the pull-down arrow. These options allow
you to choose a different search provider:

Find en this Page...

q Find More Providers...
.

Manage Search Providers

14
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Favorites Bar

Suggested Sites &
Add-ons

Command Bar

Ver. 1-1 September 2012

A Favorite is a saved URL that is associated with one Web page or
file on the Internet. Saving a Favorite (and using it later) prevents

you from having to remember a long URL when you want to visit a
Web site in the future.

Click the single star to open the Favorites Center, or click the star
with the green arrow to add the current URL in the address bar to
your list of Favorites:

2. Favorites | 53

These two items are part of the Favorites Bar. If you enabled
Suggested Sites during the initial setup of Internet Explorer 8, click
the pull-down arrow here to view a list of sites that are similar to
the one you are viewing:

& Suggested Sites k & | Get More Add-ons -

Top 5 websites that are similar to

MSN.com

¥ Yahoo!

YouTube

M CMM.com - Breaking News, U.S., World,...
IA Fox news

Mational and Local Weather Forecast,...

Other Suggestions

5 +4 https://ieonline.microsoft.com ﬁ

Add-ons are small pieces of software that can integrate with
Internet Explorer in order to perform a specific function. There are
quite a few to choose from, including dictionaries and reference, e-
mail, music, finance, shopping, translation, and weather. To view a
list of available add-ons, click Get More Add-ons = Find more in
the Internet Explorer Add-ons Gallery. You can also visit
http://www.ieaddons.com.

The Command Bar includes commonly-used commands such as
Home (returning to your Home page), Print, browser safety options,
and more:

M v & v =1 #m v Pagev Safetyv Tools~ @~

If you look to the right-hand side of the Command Bar, you might
see this icon:


http://www.ieaddons.com/

MS Internet Explorer

age* Safety = Tools =

This means there are extra commands available. Click this button to
see them. Remember that depending on the software you have
installed on your computer, you may see more or fewer options:

Page = Safety > Tools»

@ Help

.@ Send to OneMote
@ CnefMote Linked Motes

Using the Menu Bar

Internet Explorer features a menu bar that enables finer control over the program. However, this
menu bar is not shown by default. This is because for most people, any actions they need to perform
can be done with existing commands in the Command Area.

To view the menu bar, right-click in an empty area of the Command Area and click Menu Bar:

1‘ . ! http://ca.msn.com/?rd=1

7 Favorites | 9 (& Suggested Sites v @& | Get More Add-ons =
_| q Menu Bar

eHarmony.ca—Try for Free Feb. 11-15 Thursday, |

|v M5M Canada - The all-new M5N Canada, home ... | Favorites Bar

Compatibility View Button I

Cormmand Bar

Y Y Y S

Status Bar

Snaglt

v Lockthe Toolbars

Canada | Francais B CanadaOnly  Top Searches: John May Customize 5

You can use this right-click menu to show or hide various elements of the Command Area. In this
example, clicking Menu Bar will place a check mark beside the option, meaning it will now be visible:

16
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W http://ca.msn.com/?rd=1

File Edit View Favortes Tools Help

f\? Favorites «:5 ,é Suggested Sites * g | Get More Add-ons «

%" MSN Canada - The all-new MSM Canada, home ...

Let’s look more at what each menu offers. Remember, the basic commands in these menus are
already accessible via commands in the Command Area:

File The File menu lets you work with content in a Web page. You can open a
new tab or a new window, save a Web page, print a Web page, send
information about a Web page to others, and exit the program:

MNew Tab Ctrl+T
Duplicate Tab Ctrl+K
MNew Window Ctrl+N
Mew Session

Open... Ctrl+0O
Edit

Save Ctrl+5
Save As...

Close Tab Ctrl+W
Page Setup...

Print... Ctrl+P

Print Preview...

Send 2
Impeort and Export...

Properties
Work Offline
Exit

Edit With the Edit menu, you can cut, copy, and paste information, select all
content on the page, or search a page for a specific word or phrase:

Cut Ctrl+X
Copy Ctrl+C
Paste Ctrl+V
Select All Ctrl+ A
Find on this Page... Ctrl+F
View The View menu controls what you will see within the Internet Explorer

window and how you will view the information in a Web page. You can
enable or disable interface features, zoom in or out of a Web page, make the
text size larger or smaller, view the page’s HTML source code, or browse the
Internet in full screen view:

Ver. 1-1 September 2012
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Favorites

Tools

Ver. 1-1 September 2012

Teolbars 3
Quick Tabs Ctrl+Q
Explorer Bars »
GoTo r
Stop Esc
Refresh F5
Zoom

Text Size

Encoding

Style

Caret Browsing 7

Source

Security Report

International Website Address

Webpage Privacy Policy...

Full Screen F11

Favorites are Internet Explorer’s way of remembering Web page addresses
for you. With this menu you can add and organize Favorites, or jump to any
saved Favorite:

Add to Favorites...
Add to Favorites Bar
Add Current Tabs to Favorites...

Organize Favorites...

Favorites Bar

Microsoft Websites

M5 Websites

Websites for United States

T ¥ w ¥ v

Windows Live

The Tools menu offers the most commands that aren’t available in the
Command Area. These commands let you modify Internet Explorer itself, not
the data you would view with the program. Delete your browsing history,
start a private browsing session, control the way pop-up windows are dealt
with, manage add-ons, work with development tools, and modify other
Internet Explorer options:
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Delete Browsing History...
InPrivate Browsing
Diagnose Connection Problems...

Reopen Last Browsing Session

InPrivate Filtering

InPrivate Filtering Settings

Pop-up Blocker
Smart5creen Filter

Manage Add-ons
Compatibility View
Compatibility View Settings
Subscribe to this Feed...

Feed Discovery
Windows Update

Developer Tools

OneMote Linked Motes
Send to OneMote

Internet Options

Ctrl+5hift+Del
Ctrl+Shift+P

Ctrl+ Shift+F

F12
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Help

Using the

The Explorer Bar is a special view which allows you to see your Favorites, RSS Feeds, and browser

orer

Finally, the Help menu offers access to the Help file and provides access to

more information about Internet Explorer as a program:

Internet Explorer Help

What's Mew in Internet Explorer 8

Online Support

About Internet Explorer

Explorer Bar

History. These views are also collectively referred to as the Favorites Center, because they are

accessible by clicking the Favorites button in the Command Area.

Each of these options will be visible in a pane on the left-hand side of the window. You can activate
these different features of the Explorer Bar one at a time by clicking View = Explorer Bar and then

choosing a

Let’s examine what each view of the Explorer Bar allows you to do.

Favorites

n option:

Favorites  Tools  Help

Toolbars 4

Quick Tabs Ctrl+Q

Explorer Bars r Eavarites
Ik History

GoTo r
Stop Esc

Feeds

Ctrl+5Shift+I
Ctrl+5hift+H
Ctrl+5Shift+)

Refresh F5

Groove Folder Synchronization

Favorites enable you to save the URLs of Web sites that you visit on a regular
basis. You can also use a Favorite to retain a URL for future reference. Nearly

every Web site can be made a Favorite.

However, many sites can and do change their content on a daily basis. If you want
to retain particular information on something like a news Web site, you are
better off copying the information or saving the Web page. (We will discuss these

topics later.)

The picture below shows the default Favorites that are installed with Internet
Explorer. Microsoft has included a few links to their product pages and other local

content:

Ver. 1-1 September 2012
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ﬂp Add to Favorites,., - x

Favorites | Feeds | History

. Favorites Bar

. Microsoft Websites

. MSM Websites

. Websites for United States

. Windows Live

Feeds The Feeds Chapter of the Explorer Bar will list RSS feeds that you are currently
subscribed to. Simply click the link you wish to view; the content will be displayed
in the main Internet Explorer window:

{g}Add to Favorites Bar x |@ Microsoft At Home | | ﬁ g > = E%; ~ Page~ Safetyr Tools~+
Favorites | Feeds | History
., Feeds for United States Microsoft At Home Displayin 5454
Popular Government Questions from U... playing
USA.gov Updates: News and Features
|| Microsoft Feeds Add more memory to your computer
Microsoft at Ho, s Monday, February 01, 2010, 12:00:00 AM < ':J” ;:
. it @ Mew
Micr atWo Find out what we mean when we talk about | ...
5 MSNBC News Microsoft at Home (54 new) H R
l AT RAM, and learn how to install it. Sort by:
* Date
Quick computer shortcuts Title
Monday, February 01, 2010, 12:00:00 AM =§
Bookmark this list of handy Word, Excel, and V' Mark feed as read

desktop shortcuts—you won't regret it. View feed properties...

Clean Machine

Monday, January 18, 2010, 12:00:00 AM <

Safely remove smudges from your monitor and
get grime off your keyboard.

History Every time you visit a Web site, Internet Explorer records the URL and saves it in
the browser history. Use the View menu to switch to the History view of the
Explorer Bar or simply click the History tab:

| Favorites | Feeds| History | h

[‘u"iew By Date v]

=l ca.msn (ca.msn.com)

) enn (www.cnn.com)

=) Computer

=) ieaddons (www.ieaddons.com)

=) lifestyle.ca.msn (lifestyle.ca.msn.com)
) microsoft (www.microsoft.com)

&) news.ca.msn (news.ca.msn.com)

) velsoft (www.velsoft.com)
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As you use Internet Explorer more each day, there will be more stretches of
History to view. Click the Calendar icon that denotes the length of time you want
to view, and then click any of the items inside that timeframe. The URL will be
used to retrieve the page data.

You can also browse the history by using the combo box:

| Favorites | Feeds| History |

iUiew By Date E%

View By Site

View By Most Visited

View By Order Visited Today
Search History

=l ieaddons (www.ieaddons.com)

) lifechula ra ron flifechila Fa ren caed

Using the Search Bar

The Search Bar is located at the top of the Internet Explorer window. The Search Bar will also show
which search provider is currently being used:

As you type, the search provider will offer suggestions of what you might be looking for. To use of the
suggestions, just click one of the items in the list:

22
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'-" killer whales
Google Suggestions
killer whales facts

killer whales pictures

killer whales habitat

killer whales games
I killer whales videos
killer whales diet
killer whales facts for kids
killer whales attacks
il killer whales in captivity

killer whales sounds

B IS

ic

Once you have entered your search term, click the magnifying glass icon (#) or press Enter on your
keyboard. Internet Explorer will open the search provider’s web page and display search results:

'€ killer whales - Google Sear [P
o ®_ B —_— . y B

; 9 http://www.google.com/search?q=killer+ whales&irls= com.microsoft:en-us&lie=UTF- ~ | + 2§ killer whal M
\‘z-.-—-..—_— l pi/Swww.google.com/searchig=killer+whales&rls= com.microsoftien-us&lie m ' iller whales b

File Edit View Favorites Tools Help

5.7 Favarites | 9k 8 Suggested Sites ~ & Get More Add-ons ~

I,-..'kiIIerwhaIes-GoogleSearch | | & g > [ F;Q ~ Page~ GSafety~ Tools~ @v ”
Web Images Videos Maps Mews Shopping Gmail mare v Search settings | Signin  *

Google  iler wnaies s Ses

m

Web [ Show options Results 1 - 10 of about 1,880,000 for killer whales [definition]. (0.21 seconds)

Sponsored Links
Life-Size Whale Photos

Explore our ground breaking whale
photography.
www.mmcta.org

Killer whales

Killer whale - Wikipedia, the free encyclopedia Pay Only What You Want at eBay
The killer whale (Orcinus orca), commanly referred to as the orca and, less commonly, Millions of items available daily
blackfish, is the largest species of the dolphin family. ... . ebay.ca

Taxonomy and evolution - Description - Life cycle
en.wikipedia.org/wiki/Killer_whale - Cached

Killer Whales at Amazon
Millions of books, new and used
Killer Whales Qualified orders over $39 ship free
Infarmation from € Amazon.ca'books

Information from SeaWorld, including classification, habitat and distribution, physical
characteristics, senses, adaptations for an aquatic environment, ...

Habitat and Distribution - Scientific Classification - Senses See your ad here »
www.seaworld.org/infobooks/killerwhale/home_html - Cached

You can search as much as you want, over and over again. You can make your search term more

specific by adding more keywords to the Search Bar, or you can clear the Search Bar and search for
23
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something else.

About the Status Bar
The Status Bar appears at the bottom of the Internet Explorer window:

Uhttp:_a‘_a‘entertainment.ca.msn.com;’ € Internet | Protected Mode: On fa v H10% -

It displays different information at different times. For example, the left-hand side of the Status Bar
above shows that the mouse is currently hovering over a hyperlink.

The word “Internet” and the globe icon indicate that the browser is currently browsing the Internet. If
you were connected to a LAN (Local Area Network, a network of computers like in an office building)
or were browsing an FTP site, this icon would change to Local Network or FTP accordingly. If your
connection to the Internet drops off, the Status Bar will show that the browser is in Offline Mode.

The magnifying glass icon and small pull-down arrow in the Status Bar allow you to increase or
decrease the size of the displayed Web page. You can select a magnification level by clicking on it or
press Ctrl and + or Ctrl and — at the same time to zoom in and out, respectively:

Zoom In Ctrl +

Zoom COut Ctrl -

400%
200%
150%
125%
@ 100%
5%
50%

Custorm...

v | ®100% {s
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Step-By-Step

In this exercise you will use some different features of the Internet Explorer 8 interface.

1. Open Internet Explorer.

2. Right-click on any empty space in the Command Area. If any of the first five items are not
checked, check them now:

Menu Bar
Favorites Bar
Compatibility View Button

Command Bar

R SR R

Status Bar

Snaglt

v Lockthe Toolbars

Customize 3

3. Your Internet Explorer window should now look like this:

W bt/ camsncom = 1 = | 4n | [ iber whates: A~

Fle Ede View Favortes Teok Help
o Fevoribes | 5 @8 Suggested Stes = 8 Get More Add-ons =

o WESH Canads - The abi-reew MSH Carals, home - B B =% mm o= Page= Saley~ Took= @=

Coloned faces murder
chargas

o Who wil survive? A hero
o 3 vilan?

J * D s Qs g
“ SPETG P ]
I
¢ * o
1 yowr <&I:en-a-w " . 3
i.! from gatting 3 data?® . i # snﬁcn.

News oAC MSEC BRC Lol Money
Rizzuto dan head pleads will Greek crisis spread?
guiity to tax avaskon . .. -
2 Caradans ded i Afghan
. nchas: ey :-.-: I\ ) i g

| Done @ Intemet | Frotected Mode: On
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4. Right-click in an empty space and un-check those five options. Your window should now look
like this:

 Frtpe// ca.man.comTra=1 v | 4y | % [P0 kiter whaies e
-

i Favorites o MEN Canada - The ali-new MM Canada. home ...

| . [B] bing &= 2
mosiammummswesmemgmsmpsmmmmnammmamgfm

Will Wayne Gretzhy light the Olympic cauldron?

There are plenty of Canadans up

Colonal faces rmurdar
charges

b0 e ceremon B task.,, Mon

o wil sunave? A hen
o 3 vilan?

- ssarng e
- 5 Wouir car kmaping you
- from gettng a date?
News

CBC | MSNBC | BEC | Local Money Veather o bl s
Rarzuto dan head pleads Wil Greek crisis spread? Get iocal forecasts by enterng oty names or postal
ity tn bax evasion . i T e (o4 Nt the fiell Eeiow and prass the Go button
* I Canaduny dhed n Afghan » P ft up 33% |

I i 5 Got forecaat of ity ﬂ |
. L nts probad Lo |

e g

® antymitary bacikish feared n T

® Conssrvaties, Lberak sl neckand-neck
| a EREITEY 11 38837
g m

Auto nsrence T BNN | Blog | RRSP Gukde

5. Re-enable everything again. Now right-click on an empty space and this time remove the
check mark beside Lock the Toolbars (if not already unchecked):

Menu Bar
Favorites Bar
Compatibility View Button

Command Bar

Y AR A A

Status Bar
Snaglt

v Lockthe Toolbars %

Customize 3
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6. This action puts a “handle” to the left of the Menu, Favorites, and Command Bars. Click and
drag the handle beside the Command Bar right and then left. As you drag, you will see more or

less icons appear here:
[P,

OE

A

b N~ ~ [ g= v Page~ Safety~ Tools~ (@~ (N [N]

[ ——)

EIE C T

7. Type the words “koala bear” into the Search Bar and press Enter on your keyboard. After a few
moments you will see the results generated by the search provider appear:

bear

B ¥ iren-ustiie: v | 4y | x J 4 kosia besr P~

File Edit View Favorites Tools Help
T Favorites o (@ Suggested Sites v o Get More Add-ons v

$ koala bear - Google Search B0 -
WWeb |mmoss Vilios Mam Nres Shoodno el mom ¥ Ve History | Search setlings | Signin -
Google  kealabear Search | ssvees s
Web & Show o ptions. Results 1 - '.W of about 481,000 for koala bear [defintion] (0.32 seconds) ]

Image resuts for koala bear - Fiepot Sponsored Links

Koala Resource Centre

Leam, shop and browse kosla images
Help save the koala

wn savethekoala com

e your ad here

Koala - Wikipedia, the free encyclopedia
Although the koala is not a bear. English-speaking settlers fram the late 18th century first called
it koala bear dus 1o its similarity in appeatance 10 ...
Names - Variation - Physical description - Life cycle
d - Similar

en wikipedia.org/wikiKoala - Cached

Use the scroll buttons on the right-hand side of the window to scroll up and down, or if your
mouse has a wheel, move the wheel up and down to scroll through the page.
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8. Click the View = Explorer Bars = Favorites. Browse through the various URLs that are listed in
the Favorites folder.

£ bt/ wvess milcrosoftcom windovemternet- explares ' defaui. asp w| ki[5 | % 4 koale bear 2=

Bdit Weew Faverites Tools Help
& Faveries i @ Suggested Sites v @ | Geet More Add-nns =

o Add to Favorftes., = x| | ¥ Internet Explorer B Home page 58 -

| Favorites _Feﬂdsl Histary
Fawoiites Bar
8 Suggested Sites :_‘ WTMM' Uk et L=
& | Get More Add-ons
Mlicrosoft Websites
£ | IE Add-on site
£ | Microsoft At Home
£ Micrasoft At Work Internet Explorer 8: Home page
& | Microsoft Stone
WASH Wabsites
MISH Autos
MISM Entertainment
SN Momey
M5 Sports
AL
£ | MSNBC Mews
‘Websites for United States
‘Windows Live

Home  Explore Windows  Products Shop  Downloads Help & How-ta|

L} > Internet Explorer & Home Features Videos  Get the Facts Tips and Tricks Supy

Ao i

9. Click the Feeds tab. Open the Microsoft Feeds folder and explore the links. Unread feeds are
listed in bold; previously-viewed feeds are listed in plain text:

<% Add to Favorites.. X

| Favorites| Feeds | History|
. Feeds for United States
Microsoft at Home
Microsoft at Work
MSMEC News

10. Finally, click the History tab at the top of the Explorer Bar. Click the item labeled Today to see
all pages you have visited on this day.

Favorites | Feeds | History

’View By Date vl

=), autos.msn (autos.msn.com)

| ca.msn {ca.msn.com)

=) enn (www.cnn.com)

=) Computer

) go.microsoft (go.microsoft.com)

) google (www.google.com)

=) ieaddons (www.ieaddons.com)

) lifestyle.ca.msn (lifestyle.ca.msn.com)
=) microsoft (www.microsoft.com)

=l news.ca.msn (news.ca.msn.com)

=) velsaft (www.velsoft.com)

11. Close Internet Explorer to complete this exercise.
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Activity 1-3

Objective

Briefing

Task

Hints

Follow-up Questions

To understand how to modify the look of Internet Explorer.

You have just installed Internet Explorer 8 and have completed the
initial set up. Now you want to customize the layout.

Manipulate the toolbars and icon size until you find a layout that
works for you.

The command for icon size is found by right-clicking an empty area
and clicking Customize.

Remember you can only move a toolbar by first clicking and holding
the left mouse button on the handle of the toolbar, found on the
left-hand side.

Search for information on your favorite topic. How many results are
returned? Now search for your full name. How many results are
returned? (Are any of those results actually about you?)

Session 1-4: The Internet Explorer Window

In this session you will learn more about the interface of Internet Explorer and how it relates to the
rest of the Windows environment.

Minimizing, Maximizing, and Restoring
Like many programs that run in Windows, Internet Explorer features common buttons on the right-
hand side of the title bar: Minimize, Maximize/Restore, and Close.

To minimize the Internet Explorer browser window, click the Minimize button. This will shrink the
browser window down to a button on the Start Bar, typically located at the very bottom of your

screen:

Minimizing a window allows you to put Internet Explorer in the background so you may use another

program. To bring back the browser window to its original size, simply click the Internet Explorer

Ver. 1-1 September 2012
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button on the taskbar.

To maximize the Internet Explorer browser window, click the Maximize button. This will make the
current browser window expand to fill your entire screen:

Alternately, if you wish to shrink (restore) a browser window to its initial size, click the Restore
Button. Notice that the icon on the middle button changes from Maximize to Restore depending on
the current state of a browser window:

P -

To close the current browser window, click the red Close button.

Manually Resizing the Window

If you would rather have two windows visible at the same time on your screen, such as Internet
Explorer and a word processing program, you can manually resize a window. First, move your mouse
to the outermost edge of the window.

When your mouse turns into I, +—*, or K“x, you can click and drag to resize the window in the
corresponding dimension(s):

Full Screen Mode vs. Normal Mode

Imagine you are a business person showcasing a Web site to a client. Internet Explorer allows you to
take the Maximize feature one step further by allowing you to fill your entire screen with a Web page,
hiding all unnecessary toolbars and the taskbar. This eliminates other clutter on the screen that might
distract from your presentation.
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To enter Full Screen Mode, simply press the F11 key on your keyboard. The browser window will turn

from this:

W hitp://ca.msn.com/ rd=1

v 43| X 9 Google P~

File Edit View Favorites Tools Help

o Favorites i @ Suggested Sites v 8] Get More Add-ons =

|&2]~ | ¥ MisN Canada - The all-.. | @ Customizable courseware .. | [ Microsolft Corporation

msn
Canada | Frngs
l Olympic intrigue
Colonel faces murder
charges
@- |
“ Y
- Sparring partners
alie -

1s your car keeping you 3 1
i_! from getting a date? '0““‘"’"- outplay, Ufltll-_aSY

X

CBC | MSNBC | BBC | Local

News

Money
Accused colonel’s home will Greek crisis spread?
scarched by palos ® EU pledge boosts TSX

- aut clisack

Hotrmail Messenger My MSN

your way

SEARCH »

Get local foracasts by enterng city names or postal
codes into the field below and press the Go button.

] v

@ Internet | Protected Mode: On 3 v ®100% v

Into this:

l Ohrmpe intrigue

Colonel faces murder

- SparTng partners

B WOUT Sar Keepinyg you
fram getting & &its?

MHews OBC | MSHBC EBC Lol
Aocused colonel's homse
warchad by police
* Riufn chn has
pulty Lo Lix
® 2 Canpdiens did n afpFan
yainches reports

Wil Gresk crisis sproead?

% Ell pladgs boost {
ELl pan good for C

* O§ hits onp-wa s

* il housing bubble pop?

Listern mxpenments pmbed at 1 of Sascatchewan At msurance BN Bog FRRSF Gude

My MSH

Get baal forecasts by entesng oty names o postal
oodes mte the field balow and peess tha Ga button.

waorsans: glabal
Hiuses f

! 5 {40, 76%

- GAPITSK 11

- Doy Jonss 10,145.49

[Bov

Oyt » v & CADLISH

Mo t‘.-ll:uh-m

Entertainment Lifestyle

a

Wi Katy @ high schood sotlie?  “Surshoe” 20th Aaniversany
Heroes ws. Villains

should | led him leave s wile
for me?

* Heakhy powers o

* Alec Budem hosfaiced B

ocoate
day look?

& Jghn

woey £ v T Eoudies

® sk M o lesdes Grmann S WOWS Tak's your ey
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If you move your mouse to the top of the screen, the Command Area will re-appear so you can use
some commands or enter a new URL. When you move your mouse away from the top, the Command
Area will disappear.

Press F11 again to return to normal mode.

Using Zoom
If you have the Status Bar enabled, there is a zoom tool that lets you increase the magnification of the
entire browser window. Click the pull-down arrow and select a zoom level:

LA e————— e

H Zoom In Ctrl +
y Zoom Qut Ctrl -
i 400%

1 200%

[ | 150%

B 125%

I &  100%

. 75%

i 50%

. Custom...

3 v | ®100%

Consider the following piece of a web page that has been increased to 200% of its regular size:

W& 1SN Canada - The all-new MSH

’ ‘ v http://ca.msn.com,Trd=1
g e —,

File Edit View Favorites Tools Help

.7 Favorites 55 & Suggested Sites @ | Get More Add-ons

[
oo| "

%" MSN Canada - The all-... > | & Customizable courseware ... |E Microsoft Corporation

Autos Entertainment News Lifestyle

Olympic intrigue Will V

W—
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As you can see, the font still remains clear and crisp; however, the picture is starting to lose detail due
to the increase in size. Internet Explorer works around the distorted picture issue by letting you
increase just the font size and keep the images at their standard size. Click View - Text Size and
select the size of text you want to display:

=TS Favorites  Tools  Help

Toolbars r

Quick Tabs Ctrl+Q

Explorer Bars »

GoTo [

Stop Esc

Refresh F5

Zoom 4

Text Size * Largest
Enceding [}P Larger
Style | @ Medium
Caret Browsing Fi Smaller
Source Smallest
Security Report

International Website Address
Webpage Privacy Policy...
Eull Screen F11

Step-By-Step

In this exercise you will manipulate the Internet Explorer window.

1. Open Internet Explorer.

2. Right-click in an empty space in the Command Area. If the option is not already selected, click
the Menu Bar option.

IMenu Bar L\\y
Favorites Bar
Compatibility View Button

Command Bar

LS| S| S

Status Bar
Snaglt

Lock the Toolbars

Customize 2
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3. If the window does not take up all of the screen, click the Maximize button to expand the
browser window to full size:

Now click Minimize:

4. Click the Internet Explorer button in the taskbar.
The window will return to a maximized state.

5. Click the Restore button:

pv

6. Press F11 on your keyboard. The window will expand to fill your entire screen.
Move your mouse to the top of the screen. Did the Command Area appear?

7. Scroll up and down through the page.
Press F11 again to reduce the size of the Internet Explorer window.

8. Move your mouse to the outside edge of your browser window. Use the Horizontal and
Vertical resize arrows to make the window occupy the top half of your screen:

¥ o caminoom 1 BEIE s

GONE Gy egemed he T B G TASIE ARG ¥
N MR Caisds - Thelh o M oot Bt B-@-o T
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9. Open a new Internet Explorer window by clicking File > New Window. Move and resize this
new window to fit in the bottom half of your screen:

| g | e | S | i

Wews Uestyle Mosey Mk Shop Sports Tech

Canada's warld reputation fading poll shows

10. If you are using Windows 7, try clicking and dragging the title bar of one window around to
different parts of the screen. What happens if you drag the title bar to the left or right edge of
the screen?

Close both windows to complete this exercise.

Activity 1-4

Objective To become comfortable switching between Full Screen Mode and
Normal Mode.

Briefing Your manager is interested in new training courses available from
TEIA and has asked you to make a small presentation using the TEIA
Web site.

Task Navigate to the TEIA Web site (http://www.teia.edu.au) and click

your mouse to explore the links in the menu.

Hints If you are unsure as to what text is a hyperlink and what is not,
hover your mouse over the words at the top of the Web site.

A hyperlink always turns your mouse icon from % to & .
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Session 1-5: More about Toolbars

In this session you will discover more of the functionality Internet Explorer gives you with toolbars.

Enabling Toolbars

To quickly enable toolbars, right-click inside any empty ¥ Menu Bar
space in the Command Area. A right-click menu will appear v | Favorites Bar
and show the available toolbars. Those toolbars that are v Compatibility View Button
already enabled have a check mark beside them: v Command Bar
. v’ Status Bar
We have seen the different toolbars that can be enabled or .
naglt

disabled.
Lock the Toolbars

Customize r

Disabling Toolbars

To disable a toolbar, right-click in an empty space in the Command Area. Then, click the toolbar name
that you want to remove. You can also disable (or enable) toolbars by clicking View = Toolbars and
clicking the toolbar you want to remove.

Locking Toolbars
We know that toolbars can be moved. Once they are moved, you can lock them in place by right-
clicking in an empty space and choosing Lock the Toolbars.

Customizing the Command Toolbar
Internet Explorer allows you to customize the Command Bar. Right-click in an empty space in the
Command Area and click Customize = Add or Remove Commands:

Menu Bar & B -
v Favorites Bar
v Compatibility View Button Make this your homepage
v Command Bar
v Status Bar

Snaglt

Lock the Toolbars

Use Large Icons

v Sports Tech Travel Video Show Stop and Refresh Buttons before Address Bar

Customize 4

Show All Text Labels
@  Show Selective Text
Show Only Icons

Add or Remove Commands...
Py Dmmee

[
Iy

The Customize Toolbar dialog will appear. In the left column you will see a list of all available
commands. On the right, there is a list of all commands that are currently in the Command Bar.
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- —
et T e

Awailable toolbar buttons: Cument toolbar buttons: Close
| Separator - Page -

| i‘f“ Text Size E| Safety -H&B'Et I
a“$ Encoding Add = Tools I
" Edit & Help 4
g Cut - Remove @ Send to OneMote
5z Copy @Onel\lote Lin&ked Notes Move Up I
[l Pose E— "

- |

Full Screen i - | |Move Down

The default commands are listed in the right column. To add a command to the Command Bar,
highlight the command you want to add in the left column and then click Add.

For example, let’s add the Copy and Paste commands. Highlight Copy and click Add:

-
oo . ==
I Awailable toolbar buttons: Cumrent toolbar buttons:
Separatar - Page -
Il | & Text Size E| Safety | Resst |
. a“$ Encoding Add > Tools
s | @ Help
- Remove @ Send to OneMote i
| [N] OneNote Lindked Notes 1 Move Up
|_ Separator S
- | [Move Down
o] ;

As you can see, the Copy command has been moved. Repeat for the Paste command:

-
oo . ==
l Awailable toolbar buttons: Cument toolbar buttons:
) ) Close
Separator - Tools -
Il | & Text Size H @ Help _
a“$ Encoding Add - @ Send to OneMote
/" Edit [N]OneNote Lingked Notes
& Cut - Remove | |52 Copy
| Full Screen E] Paste = Mave Lp
<le> Developer Tools Separator S
Prirt Preview. .. - - lw
N P T — ; ) P T ;

L% S . O O™
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To remove a command, highlight the command in the right column and click Remove. If you want to
return to the default list of commands, click the Reset button.

The order from first to last is how the commands are listed from left to right in the Command Bar. You

can adjust the order of a command by highlighting the command in the right column and clicking the
Move Up or Move Down button.

Step-By-Step

In this exercise you will view the toolbars and modify some commands in the Command Bar.

1. Open Internet Explorer. Ensure the window is maximized.
2. Right-click in an empty area of the Command Area.
3. If the Lock the Toolbars option has a check mark beside it, click this option to remove the
check mark:
Menu Bar
v Favorites Bar
v Compatibility View Button
¥ Command Bar
v | Status Bar

Snaglt

v Lockthe Toolbars %

Customize 3

P

Right-click in an empty area of the Command Area and enable the Menu Bar.

v

Click and drag the Menu Bar, Favorites Bar, and Command Bar around the interface. Try to
make your browser window to look like this:

| & MSN Canada - The all-new MSN Canada, home of world-class service

S e - | http://ca.msn.com/?rd=1

File Edit View Favorites Tools Help
o Faverites %' MSN Canada - The all-n... 9% & Suggested Sites @ | Get More Add-ons v T - ”
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6. Right-click in an empty area of the Command Area, point to Customize, and click Add or
Remove Commands:

Menu Bar

Favorites Bar
Compatibility View Button
Command Bar

Status Bar

LS| A A

Lock the Toolbars

Custamize 3 Use Large Icons

Show Stop and Refresh Buttons before Address Bar

Show All Text Labels
@ Show Selective Text

Show Only Icons

Add or Remove Commands... b

7. Add, remove, and reposition the Command Bar tools to look like the following:

Customize Toolbar

Available toolbar buttons: Current toolbar buttons:

|5z}, Webpage Privacy Policy... =

|| |4+ Delete Browsing History... & Zoom
Intemet Options Separator

:@ Online Support w-'i:, InPrivate Browsing
Manage Add-ons <- Remove @ Print
[#) SmartScreen Fiter = Feeds Move Up
m Pop-up Blocker |ﬂ Separator
= "

4 UL 3 4 m I

8. Add another separator and then add the Cut, Copy, and Paste commands:

-

Awailable toolbar buttons: Curmrent toolbar buttons:

/" Edt B ) Feeds i

Full Screen
@ Send to OneMote
@Cmehlote Lindlked Motes

<> Developer Tools

(B, Print Preview... - Separator w | |Move Down
4 1 b r i P

-
Customize Toolbar u

A Text Size - #g InPrivate Browsing -
i aﬂ$ Encoding @F‘rirrt |
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9. Finally, add the Read Mail command:

E] Paste

B Read Mail

Separator

10. Highlight the Read Mail command and click the Move Up button until the command is
underneath the Print command:

-

Customize Toolbar ww
Awvailable toolbar buttons: Cument toolbar buttons: -Clnse
Separator - ﬁ Home - -
Il || Page |;| #) Foom b Reset |
Safety = Add > Separator =
. Tools ;lI' InPrivate Browsing |
'@' Help <- Remove | &= Print B
xj} Text Size | —| Read Mail Move Up
a"l$ Encoding El Feeds I
) * Edit - Separator b
1 | 1] | 3 1 | 1] | 3
Click Close.

11. Your Command Bar should look like this:

i~ &~ fmﬂéﬂ'—'lﬁ'|e¥u|j

Close Internet Explorer.

Activity 1-5

Objective

Briefing

Task

Hints

Ver. 1-1 September 2012

To understand how to modify the layout of the Command Bar.
You are setting up Internet Explorer for a friend.

Add the commands to the Command Bar that you think would best
benefit your friend. Once you have made the modifications, lock
the toolbars.

Add one or two separators to the Command Bar list, moving them
up and down to better categorize the commands.
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Session 1-6: Getting Help

When all else fails and you cannot figure something out, you can use the Help file to try and solve
your problem. In this session, you will explore the features of the Help menu.

About the Help Menu
Let’s take a quick look at the options in the Help Menu:

Internet Explorer Help F1

What's Mew in Internet Explorer 8
Online Support

About Internet Explorer

Internet Explorer Help  Use this primary Help file to answer question about Internet
Explorer and browse the entire contents. You can also press F1 on
your keyboard to open the Help file.

What’s New in Internet Use this link to connect to Microsoft’s Web site and take a tour of

Explorer 8 all of the new features in Internet Explorer 8.

Online Support This link will direct you to Microsoft’s Online Support page. This
Web site includes help and support for other Microsoft products as
well.

About Internet This option opens a dialog that shows the product version, ID, and

Explorer copyright information for Internet Explorer.

Ver. 1-1 September 2012
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About the Help File
When you click Internet Explorer Help or press F1, the Windows Help and Support window will appear
and show information about Internet Explorer:

r@ Windows Help and Suppu
il @ m E!j il ﬁ% Ask Optiens

| Search Help Pl

Internet Explorer at a glance

Here are some of the ways that Internet Explorer makes browsing the web In this article L
easier, safer, and more enjoyable, To set Internet Explorer as your # Increased security and 1
default browser, see Change your default web browser. privacy

# DNew features

Increased security and privas
oy privacy ® Get the latest content

Mew security and privacy features allow you to browse the web more with the Favorites bar
safely. & Help prevent online
| s Microsoft SmartScreen Filter can help protect you from phishing attacks by keeping
attacks, online fraud, and spoofed websites, as well as websites Internet Explorer up to

that distribute malicious software. For more information, see date

SmartScreen Filter: frequently asked questions.

# InPrivate Browsing enables you to surf the web without leaving a trail in Internet Explorer. This helps
prevent anyone else who might be using your computer from seeing where you visited and what you
lecked at on the web, For mere informatien, see What is InPrivate Browsing?

| = InPrivate Filtering helps you prevent websites from sharing your browsing habits, For more information
see InPrivate: frequently asked questions.

* Higher security levels can help protect you from hackers and web attacks, The Internet Explorer Cross-site
Scripting (X55) Filter can help prevent malicious websites from stealing your personal information when
you visit trusted sites. For more information, see How dees Internet Explorer help protect me from cross-
site scripting attacks?

i 1] | 3

@, More support options

€ OnlineHelp =

Help content is displayed in the main portion of the window. A small list of topics is shown on the
right.

There is also green and blue text scattered throughout the document. Click the green text to see an
expanded definition of that word or phrase:

1 Filter can help protect you from Ehishinﬁ attacks by keeping

an

ud & technique used to trick computer users into revealing personal or

gy financial information. A common anline phishing scam starts with an e-
mail message that appears to come from a trusted source but actually
ahh directs recipients to provide information to a fraudulent website,

i |

= = T = 3 El

The blue text denotes hyperlinks. Click these links to view more information within the Help file or be
directed to an online resource:
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COMPUIEr TFom SE2Ing WNEre Yo

ze What is InPrivate Browsing?
rom sharing your hruw:inﬁhi

There is a toolbar at the top of the Help file that works very much like Internet Explorer:

Back

Forward

Home

Print
Table of
Contents

Ask

Options

Ver. 1-1 September 2012

o
o

-
5% Ask

Options =

When you click a hyperlink, the Back button will become active.
Click this to go back one topic.

If you click Back, the Forward button will become active. Click
this to revisit a topic.

Click this button to go to the first Help page, the one you would
see if you opened the Help file.

Click this button to print the current Help topic.

The table of contents lists all topics in the Help file. We will
explore this more in a moment.

Click this link to find out how you can ask other people for help
with Internet Explorer or other Microsoft applications.

The Options button displays the following menu:

u g

Erint...

Browse Help

Teut Size r
Find (on this page)...

Settings...

1. Print will print the current topic.

2. Browse Help opens the table of contents.

3. Text Size lets you make the text larger or smaller for
easier reading.

4, Find (on this page) lets you search the current topic for a
word or phrase.

5. Settings opens a separate window which lets you opt to

download the latest help information from the Internet
or join the Help Experience Improvement Program.
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Search Bar

More
support
options

Online vs.
Offline Help

Underneath the commands is the Search Bar:

B |
| Search Help P

Use this bar to search the Help file for a certain word or phrase.

This command is found in the bottom left-hand corner of the Help window
and offers the same options as the Ask command:

|
9@, Mare support ﬂptinns[}

1 | Learn about other support options i

The Help file can switch between online and offline help. Online Help gets the
most recent help information directly from Microsoft. Offline Help uses a
local Help file stored on your computer. Switch between the two modes by
using this command:

L@' Online Help
@ Getonline Help
Get offline Help

Settings...

Using the Table of Contents
Clicking the Table of Contents command will let you browse through all the Help topics. To see the
subcategories of a particular topic, click the hyperlink for a particular topic:

Ver. 1-1 September 2012

@ Windows Help and Support — EM
|@ @ @ i il §.% Ask Options v|

| Search Help ol

% You're not connected to online Help, which shows you our latest content. Check your
Internet connection, and then try to connect to online Help again. If you still see this
message, the online Help service might be temporarily unavailable.

Contents

M W Getting started |

m

i Security and privacy
i Maintenance and peformance

i Metworking — connecting computers and devices

i Internet — going online and using the web
i E-mail and other communications
i Files, folders, and libraries

i Printers and printing I

gg More support options

€ Offline Help =
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When you click a topic, associated subtopics and categories will appear:

(@ windors e ana support o |
@ '\../I m a!,; i] i% Ask Options -

|\ | Search Help Pl

»

A\ You're not connected to online Help, which shows you our latest content. Check your —
Internet connection, and then try to connect to online Help again. If you still see this
message, the online Help service might be temporarily unavailable,

AllHelp »  Security and privacy

Topics -‘—

Understanding security and safe computing

['.-u

Windows security: recommended links

E.u

Install Windows updates

E.u

m

Updating your computer

['.-u

Get security updates for Windows

E.-«

What happened to Windows Security Center?

E.u

Action Center
Windows Firewall

Helping to protect your computer from viruses

Helping to protect your computer against spyware and other malware

Parental controls (not available on a domain)

("
i
i
Il W Helping to protect your computer against phishing
i
(]
(|

Contrelling access to your computer
& Meore support options
&) Offline Help =

Just keep following the subtopics/categories until you find the information you are looking for. As you
follow the path to your answer, the Help file will remember where you are by displaying a
breadcrumb trail, which has been highlighted below. If you want to return to a subcategory and
retrace your steps, click one of the hyperlinks in the breadcrumb trail:

| AllHelp » Security and privacy »  Action Center |

What is Action Center?

I:F_.q

How does Action Center check for problems?

E...

Why do some solutions er problem reports stop showing up in Action Center?

I:'_...

Use a firewall that Windows doesn't find

['.-.n

Use antivirus software that Windows doesn't find

I:'_...

Update your antivirus software

E.-\l

%8 Using anti-malware software to help protect your computer
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Searching the Help File
To search the Help file for a topic, type something into the Search bar and press Enter or click the
magnifying glass icon:

(¥ Windows Help and Supp

Ll

Relevant search results will be shown in the Help file. Just click a topic to view it.

19 results for cookies

1. Cookies: frequently asked questions

2. Block or allow cockies
3. Why doesn't Windows Defender detect cookies?

4. Delete your Internet cookies

Taking the Internet Explorer Tour

Back in the Help menu, click What’s New in Internet Explorer 8. You will be directed to a special
Chapter of the Microsoft Web site. Here, you can view features, videos, get support, and check out
information from featured Microsoft Partners:

— — - United States Changs | &8 Micrasoft Stes
T

£ Wind s

2 Windows ing 1) Rl
Home  Explore Windows  Products  Shop  Downloads  Help & How-1o
Internet Explorer & Home  Features  Wideos  GetiheFacts  Tipsand Trges  Suppori Tour  Download
Welcome to Internet Explorer 8
Thanks for dewnloading our latest browser. We think you'll agree that it's faster, easier, and safer than ever

Bing
JGet the weather from your
ity defivered o your

Get help View how-to videos Explore features Make it yours
Wiew help and suppost Quickly see how easy & Is o Wiew the new featuresin Customae yaur browser with
options. @ use your new browser, @ Internel Explorer . @ these grest add-ans. @
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Online Support
Click Help = Online Support to display a special support Web site for a number of Microsoft products.

The quickest route to information is to click the Solutions Centers button at the top of the page.
Select your Microsoft product and continue browsing from there.

Step-By-Step

In this exercise you will explore the different help options that are available and check out what’s new
in Internet Explorer 8.

1. Open Internet Explorer. Enable the Menu Bar if it is not already visible.

2. Click Help = Internet Explorer Help:

Internet Explorer Help F1

s

What's New in Internet Explorer 8
Online Support

About Internet Explorer

3. When the Help window appears, make sure you are using Online Help:

&) Online Help

@  Getopline Help
Get offline Help

Settings...

4. Click the “Help prevent online attacks...” link under the heading “In this article:”

||559r‘:r" Help ol

»

Internet Explorer at a glance

Here are some of the ways that Internet Explorer makes In this article
browsing the web easier, safer, and more enjoyable. » Increased security and
To set Internet Explorer as your default browser, see privacy =
Change yoeur default web browser, « Mew features
Increased security and privacy . th the latest c.cntent
with the Favorites bar
Mew security and privacy features allow you to browse + Help prevent online

the web maore safely. attacks by keeping

& Microsoft SmartScreen Filter can help protect you MME{%
from phishing attacks, online fraud, and spoofed date
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5. This will scroll to the bottom of the Help window. The important information in this paragraph
is shown here:

Help prevent online attacks by keeping Internet Explorer up to date

Keeping Windows and Internet Explorer up to date is one of the best ways to prevent trouble
online. Microsoft pericdically issues updates which can help prevent online attacks, These updates
Il are available free of charge through Windows Update,

If your computer is not set up to automatically receive updates, you can manually request these
updates by using Internet Explorer. Click the Safety button, and then click Windows Update. Pl
Follow the instructions on screen to check for updates, ‘ ‘

6. Click the Table of Contents command:

7. When the table of contents appears, click “Managing favorites in Internet Explorer” under the
Categories heading:

Categories

i Getting started

i Finding information on the Internet
Security and privacy in Internet Explorer

Making Internet Explorer more accessible

i Managing favorites in Internet Explu:r{gin)
i Customize Internet Explorer

i Managing add-ons and ActiveX controls

8. Click Internet favorites: recommended links. Note the breadcrumb trail showing the location
of this topic:

AllHelp » Internet — geing online and using the web »  Browsing the web with Internet
Explorer » Managing favorites in Internet Explorer

& Internet favorites: recommended links

& Back up your home page or home page tabs
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9.  Click Options = Text Size > Largest:

il ﬁ Ask |Options ~

i

Erint...
Browse Help
Text Size L Largest
Eind {on this page)... Larger %
Settings... &  Medium
Smaller
Smallest

Does this option enlarge all the text shown in the Help window?

10. Close the Help window. Click Help > What’s New in Internet Explorer 8:

Internet Explorer Help F1

What's Mew in Internet Explorer 8
Online Support

About Internet Explorer

11. Watch the Overview video by clicking the Play icon in the center of the picture. This will play a
short video clip about Internet Explorer 8:

Welcome to Internet Explorer 8

Thanks for downloading our latest browser. We think you'll agree that it's

12. When the video has completed, close Internet Explorer 8 to complete the exercise.
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Activity 1-6

Objective

Briefing

Task

Follow-up Questions

On-Line Test

To understand how to get online Internet Explorer help.

You have purchased a new computer and want to help keep it
defended against viruses.

Access the Help function in Internet Explorer and Search the Help
file for “security.”

Find information on downloading security updates and service
packs.

Using the Help file, research “phishing,” “spyware,” and “viruses.”

You could try and do the first on-line quiz for Internet Explorer.

Ask your teacher for the way to access this activity.

Ver. 1-1 September 2012
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Chapter 2: Browsing the Web

In this chapter you will learn how to:
= Recognize the different parts of a Web address
= Use Internet Explorer’s navigation buttons
* Go to your home page
» Use the address bar
» Use the different types of hyperlinks
= QOpenapageinanew window
» Use the tabbed browsing system
» Use tab thumbnails to view many web pages at once
* Find help on tabs
= Use different search methods, including Find, the search box, and search engines
= Search the Internet effectively
» Change search options
» Copy text and pictures from a Web page
= Save pictures from a Web page
»= Save a Web page
= Send pages, links, and pictures via e-mail
= Use Print Preview and Page Setup
= Print selections or entire Web pages

Ver. 1-1 September 2012
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Session 2-1: Accessing a Web Site

In the first chapter of this manual, you looked at how to display Web pages and other information
available on the Internet. In this session, you will learn about the functional interface of Internet
Explorer and how to explore different parts of the Internet.

Using Navigation Buttons
The navigation buttons are the primary way that you use Internet Explorer. Let’s take a look at the
different buttons found in the Command Area:

<= Favorites s @ Suggested Sites Get More Add-ons «
W = & 5ugg =l

%" Telus Q4 profit falls to $156 million, down 45 per ... i ~ B ~ [ & - Page~ Safety~ Tools~ @~

Forward and Backward

Ok

Ver. 1-1 September 2012

»

When you click on hyperlinks or buttons that direct you to different
Web pages, use the left-facing arrow to go back through the pages
you have visited since opening Internet Explorer.

If you have gone back too far in the history of visited pages, use the
right-facing arrow to move forward and revisit pages that were
viewed since Internet Explorer was opened.

Click the small pull-down arrow beside the Forward button to view
a list of all the Web sites you have visited since opening Internet

Explorer:

v MSN Careers - b Job Search Mistakes You
MSM Careers - Quiz
MEM.com

# History Ctrl+Shift+H

Click the title of any page you see here to jump directly to that
page. The History listing at the bottom of the list allows you to visit
all of the Web pages you have ever visited. We will explore the
History function later in this manual.
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Refresh

*s

Stop

]

Favorites

5.7 Favorites

Home

Ver. 1-1 September 2012

=

The Refresh button will reload the Web page you are currently
viewing. Sometimes the content of certain Web pages changes
daily or hourly, such as a news Web site. Click the Refresh button to
update the Web page.

If Internet Explorer encounters an error or behaves unexpectedly
when loading the page, clicking the Refresh button may let you
properly view the page.

Sometimes after clicking Refresh the Web page might not update
properly. If this happens, press Ctrl + F5. This will force Internet
Explorer to “forget” that it displayed this page and reload
everything from the online server once more.

Click the Stop button to stop loading the current Web page.
Pressing the Escape key (Esc) on your keyboard will do the same
thing.

Use the Favorites button (single star) to revisit the URL of a Web
page that has been saved on your computer. Click the Add
Favorites button (star with green arrow) to add the URL of the
current Web page to your computer.

The Home Button will always navigate back to the first Web site
that Internet Explorer loads upon launching the browser. Click the
pull-down arrow to add or change your home page:

rik ’g
%' MSH.com

Add or Change Home Page...

Bemove »
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Parts of a Web Address

Web addresses (or URLs) can be found just about everywhere. Even your favorite candy bar likely has
a Web address for the manufacturer! A URL is just like a mailing address. It directs your browser to
request Web page data so you can view it. Let's examine a generic Web address piece by piece:

http://www.mycompany.com/index/home.html

http://www.

This is referred to as the protocol Chapter. The “http” denotes Hyper Text Transfer Protocol and the
“www” stands for “World Wide Web.” Most web browsers assume you are going to be using the HTTP
protocol, so you can usually leave the “http://” off.

mycompany.com

This is the domain name. The domain name is a reference to the individual or organization that owns
the Web site. The “.com” extension indicates that the organization is a company. Most Web sites
don’t even require the “www.” prefix either: you can usually just type “mycompany.com” and
Internet Explorer will find the Web site.

While viewing a Web site, the domain name is automatically highlighted in the Address Bar:

£ 2010 Vancouver Olympics medal standings - Sports - MSN CA - Windows Internet Explore

\ ’ | v http://sports.ca olympics/medal:20standings.aspx

File Edit View Favorites Tools Help

== Favorites > & Suggested Sites * Get More Add-ons =
i g = A ag e

w® 2010 Vancouver Qlympics medal standings - Spo...

/index
This is referred to as a resource. A resource can reference a folder, disk drive, network location, or
some other location which contains data accessible through the Internet.

.html

This last Chapter is referred to as the extension. Every file has some type of extension; in this case the
file “home” has the .html extension. This indicates the requested document is a Hyper Text Markup
Language document.
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Accessing your Home Page

Your your home page is a particular Web site or network resource that is displayed as soon as Internet
Explorer is launched. You can also access your home page by clicking the Home button in the
Command Bar. Later you will learn how to set your home page to whatever URL you like.

Using the Address Bar to Access a Web Site
If you know the URL of the particular Web site you would like to visit, you can enter it by clicking in
the Address Bar, typing the URL, and pressing Enter:

http:,.-',.n'www.mycompan}r.com| v % ik AR

Goto ' http:/fwww.mycompany.com ' Enter

When you have entered the complete URL, press Enter on your keyboard to make Internet Explorer
load that particular Web site.

If you entered an address incorrectly, either by misspelling a word or entering a space by accident,
Internet Explorer will respond with an error message:

77 Favorites | 515 & Suggested Sites v @ | Get More Add-ons

"_'ElnternetExplurercannutdisplaythewebpage ‘ff;‘T ~ B - =

9 Internet Explorer cannot display the webpage

What you can try:

[ Diagnose Connection Problems

= More information

Notice the title bar of the browser window: “Internet Explorer could not find the server that hosts the
particular Web site you specified.” There are other possible causes:

1. It is possible that the Web site might not be active on the server at the time, or the response
back from the server was too slow in order for Internet Explorer to display data in time. (A
server that is too slow will prompt Internet Explorer to time out.) Click the Refresh button on
the Standard Toolbar or try the Web site later on.

2. It is possible that you entered your account information given by your ISP incorrectly, and will
need to contact your provider to help troubleshooting this problem.
3. It is possible that the Web site you are trying to access is has higher security settings than a

publicly available server. For example, if you are an employee of a large company that allows
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its workers to access the private network from home, Internet Explorer is capable of sending
and receiving encrypted data.

Internet Explorer also features an AutoComplete option that will automatically fill in Web sites that
you have already visited. Earlier, we learned that Internet Explorer has a History feature that records
the URLs of Web sites you have visited. For example, if you visited Microsoft's home page in the past,
your browser will have saved the URL http://www.microsoft.com in your cache.

If you want to visit Microsoft's home page again, click your mouse inside the Address Bar text field
and begin to type the address for Microsoft again:

& | http:_a’_e'wmﬁ.micrl:u| -
http:/fwww.microsoft.com) Shift + Enter
History

Internet Explorer 8 Welcome
Microsoft Corporation

Internet Explorer & Home page

Goto ' http:/Swww.micro Enter

Once you have typed the first few letters of the word "Microsoft,” you will see a list of possible
matches based on the contents of your browser history. Sure enough, we can see Microsoft's home
page URL in the list. Move your mouse to the list of possible matches, scroll up or down if necessary,
and click the address you want. Internet Explorer will automatically complete the address in the text
field; you just have to press Enter on the keyboard to navigate to your desired Web site.

Accessing a Web Site via a Hyperlink

Nearly every Web site on the Internet features hyperlinks, which we know connect one Web page to
another or one part of a Web page to another part of the same page. Normally a hyperlink is
displayed like this. However, a hyperlink can be displayed in any color and without underlining the
text. (A picture can also be a hyperlink.)

Thankfully, your mouse cursor can tell what a hyperlink is and in most cases your cursor becomes a
small hand icon (‘@). This indicates you have found a hyperlink. Click the hyperlink to follow its path.

Opening a Page in a New Window

Internet Explorer allows you to view more than one Web site at a time. For example, if you want to

view the weather or review some sports scores, Internet Explorer allows you view all three at once.
™ fdit View Favorites Tools You can view the data in three different windows, in three different

Mew Tab Chrl+ T tabs in one window, or a combination of each.
Duplicate Tap Ctri+ K
—=n e [ Con To open a new instance of Internet Explorer, click the File menu and

Mew Session
Open... Ctrl+0
Edit

click New Window:

This will open a new browser window, indicated by a new program
56
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button on the Start Bar. It is important to note that the new window will open to the same Web site
that you were viewing when you opened the new window, not your home page.

Hyperlinks also provide the ability to open a new browser
window. When your mouse is hovering above a hyperlink, click
right mouse button to display the hyperlink right-click menu.
Open Link in New Window to display the target document in
location:

Internet Explorer is an example of a tabbed browser. This
different Web pages can be viewed in the same window, but
will be displayed in its own tab. We will cover the use of tabs in
next Session.

Step-By-Step

gk

Open the
Open in New Tab Click
Open in New Window [} that
Save Target As..,
Print Target
means
each
Copy Shortcut the
Blog with Windows Live

E-mail with Windows Live
Translate with Bing

All Accelerators 4
Add to Favorites...

Properties

In this exercise you will navigate through some Web sites.

1. Open Internet Explorer. Your default home page will be displayed.

2. Click in the Address Bar and press Delete or Backspace to erase the URL:

File Edit View Favorites Tools Help

-f,:;? Favorites 1;‘5 & Suggested Sites £ | Get More Add-ons -

3. Type www.teia.edu.au into the Address Bar and press Enter. Your browser will take you to

TEIA’s Web site:

4, Click in the Address Bar again and clear the URL. Type www.microsoft.com and press Enter.

Ver. 1-1 September 2012
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5. Click the pull-down arrow on the right-hand side of the Address Bar. You will see previously
visited Web sites.

6. Open a new Internet Explorer window by pressing Ctrl + N on your keyboard. This new window
will also display Microsoft’s Web site:

&

o
' '!' E http:/www.microsoft.com/en/us/default.aspx

T,

L]

File Ed

'? La. . e T L
A e |Micmsnﬁ: Corp-uraticnt Windows Internet Explorer
¢ Favol - --—-—L-
|m Micl @ @ ‘ I|E http:,-’,-’www.micrusoFt.co_m_-’eni-’us,-’default.aspx

File Edit Wiew Favorites Tools Help

57 Favorites | 95 & Suggested Sites * & | Get More Add-ons ~

_| m Microsoft Corporation | |

7. Click the Home button in the Command Bar to return to your home page:

B

B0 -
ome i |

8. Close both Internet Explorer windows to complete this exercise.
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Activity 2-1

Objective

Briefing

Task

Hints

Follow-up Questions

Ver. 1-1 September 2012

To understand how to use different Internet Explorer windows at
the same time.

You are doing a school project about volcanoes in the Pacific Ocean
and are collecting information from the Internet.

Type volcanoes into the Search text field and press Enter. Click on
the hyperlinks in the search results and continue to navigate until
you find an interesting Web site on the topic.

Then open a new browser window. Here, search for volcanoes
again. Repeat this process until you have found three different Web
sites that talk about volcanoes.

Try adding more keywords to the search to narrow your topic, like
volcanoes in Pacific Ocean or volcanoes in Hawaii. You can also try
putting quotes around the search phrase like “volcanoes in Hawaii.”

Search for information about volcanoes in Siberia and Japan.
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Session 2.2: Using Tabs

Most modern Web browsers also use this tabbed browsing feature. With browser tabs, you have the
ability to open multiple Web pages in one browser window. In this session you will learn all about tabs

and how to use them.

Opening a New Tab

You can open a new tab in a couple of different ways. First, you can click the New Tab command or

press Ctrl + T:

¢ Favorites | 9 & Suggested Sites * g | Get More Add-ons ~

|f:) MSM Canada - The all-new M5MN Canada, home ... | ._ |

[ New Tab (Ctrl+T) |

This will open a new tab:

“r Favorites | 55 (@ Suggested Sites = £ Get More Add-ons ~

BE = | ¥ MSN Canada - The all-ne., | @ Mew Tak x
Reopen closed tabs »
WView tabs that 5,'(.-“ vE closed since ,’.H'II'TII'Ig Int@rmet Exi‘l:l',l'{-r.
Reapen Last Browsing Sessian
Leam more about tabs and tab shortcuts, Accelerators

Browse with InPrivate
Browse the web without storing data about vour brow Sing
SES5HN

Use an Accelerator »
Open a web senace with text that you've copied from a webpage
how copied e

log with Windows Live

iap with Bing

iy, Translate with Bing

h with Google

and InPrivate Browsing

You can also open a new tab by clicking File - New Tab:

Ver. 1-1 September 2012
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Edit View Favontes Tools

Mew Tab Ctrl+T
Duplicate Tab I"\"’ Ctrl+K
Mew Window Ctrl+M
Mew Session

0 Crrle 0

Finally, you can open a new tab by right-clicking a hyperlink and selecting Open in New Tab:

Use an Accelerator =
Open a web service with text that you've copied from a webj

Show copied text

S5 EBlog with Windows Live

=5 Map with Bing Open

2§ search with Google Open in New Tab

% Translate with Bing Open in New Windou,
Save Target As...
Print Target

Closing a Tab
Whichever tab you are currently viewing has a small X on the right-hand side of the tab. Click this X or

press Ctrl + W to close the tab:

-Theall-ne... | € New Tab |_7r{

[ Close Tab (Ctri=W) |

Switching Between Tabs
Switching between tabs is easy: simply click the title of the tab you want to view. The tab that is
currently being viewed is identifiable by its darker blue color and the small x on the right-hand side:

4 v N

S5 |+ | MSN Canada - The all-ne... | [ Microsoft Corporation % | W Computer and Softskills Tr...
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Accessing Tabbed Help
Extra help regarding tabs is available at any time by using the Help file. Press F1 or click Help =
Internet Explorer Help. Search for “tabs” and then click the first link:

Best 30 results for tabs

1. Tabbed browsing: frequently asked questiu:@

2. Open tabs you've previously closed

3. Using Quick Tabs in Internet Explorer

4. Open a new tab to your home page in Internet Explorer

5. Reeorganize your home page tabs

6. Tabs, Accelerators, and InPrivate Browsing: recommended links

7. Back up your home page or home page tabs

Using Tabbed Thumbnails

Thumbnails (small images that represent the full image) are an easy way to browse through a lot of
visual media. If you have ever searched for digital pictures or browsed album art at a digital music
store, you will have used thumbnails. Internet Explorer 8 includes a way to browse all opened tabs

with the Quick Tabs feature.

. I . S|~ | W* MSN Canada -
Click this icon or press Ctrl + Q to open Quick Tabs: .

v
| Quick Tabs (Ctrl+Q) |

This will display a list of thumbnails showing the contents of each tab:

172 Computer and softskills r ——— =)

/velsoftcourseware.com/

File Edit View Favorites Tools Help

7.7 Favarites | 9 @ Suggested Sites = @ | Get More Add-ons ~

23

22| - | %! MSN Canada - The all-... | [ Microsoft Corporation | W Computer and Soft... [ ~ [ p=h v Pagev Safetyv Tools~ (@~

MSN Canada - The all-new MSN C... X Microsoft Corporation x Computer and Softskills Training C... 2

venscer
et =

Click the thumbnail you want to view or click the X beside a thumbnail to close that tab.

Ver. 1-1 September 2012
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Using the Tab List
If you have opened many tabs, you can use the tab list as an additional way to browse through
multiple tabs. Click the small pull-down arrow located immediately beside the Quick Tabs button:

v

25 |~ | % MSN Canada - The all-... EMichsnf‘t Corporation v Computer and Soft.. X . Mo &

| " M5M Canada - The all-new M5M Canada, home of world-class services such as Hotmail, Windows Live Me...
E Microsoft Corporation
v Computer and Softskills Training Courseware

UL i | e S L e e

All currently opened tabs will be displayed in a list. The one with a check mark and bold text indicates
the currently displayed tab. Click any item in the list to open that tab.

Step-By-Step

In this exercise you will become familiar with tabbed browsing.

1. Open Internet Explorer.

2. Click the small tab beside the currently open tab:

imyFrd=1

nols  Help |

ISites v 2| Get Mm*dd-ons -

M Canada, home.. | °

Mew Tab (Ctrl+T) —
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3. The new tab will appear. Click inside the Address Bar, type www.bing.com, and press Enter:

EY—— D S e
e
Fe B Vs foedn Tess g
vt Povoriom |y [ e S = Gt M k- =

- o Mo Canate T 3 B - Bov @ @ty ety Tesks @ "

@ Vi | Prsecied Mode . va s S

4, Click File > New Tab:

Edit  View Favorites Tools

Mew Tab Ctrl+T
Duplicate Tab D'} Ctrl+K
Mew Window Ctrl+M

Mew Session

Open... Ctrl+0

5. When the new tab appears, enter www.teia.edu.au in the Address Bar.

6. Your tabs should now look like this:

- | %@ MSN Canada - The all-ne... | Bing [v Computer and Softskill... * ] |

Qg
oo

7. Click the Quick Tabs button to show all opened tabs as thumbnails:

)

V nitps velsoftcoursevarecon - G| A

Hle Edit View Favorites Tools Help
*Favorrts | l{g @ Suggested Sites » & | Get More Add-ons ~

[thv]v MSN Canada - The all-. ]bsing ]V Compu‘telandSuﬂs...Xl_l B~ ~ [ ds v Pagev Safety~ Took~ @~

Bing x Computer and Softskills Training C... %

=]
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8. Click the pull-down arrow beside the Quick Tabs button and select the Bing tab.

9. Click the Close button in the top right-hand corner of the Internet Explorer window. You will
see this warning appear:

F ™y
Internet Explorer [ﬁ

Do you want to close all tabs or the
current tab?

[ Close all tabs ] | Close cument tab |

l Always close all tabs

10. Click Close all tabs to complete this exercise.

Activity 2-2

Objective To understand how to work with tabs.

Briefing You are interested in seeing how many tabs you can open and want to
show a friend about tabbed browsing.

Task Open a new tab, click the Home command, and then click on a hyperlink
on the home page. Repeat and open another nine tabs, clicking a
different link in the home page each time.

Use the Quick Tabs button and the Tab list to switch through the
different tabs.

Follow-up Questions What happens when you open more than ten tabs?
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Session 2-3: Searching the Web

There is an unbelievable amount of information on the Internet. Finding information about a certain
topic without some way to search what’s out there would be next to impossible. There are a number
of search options available to use that do the hard work for you. In this session you will learn how to
search the Internet using Internet Explorer and a search engine.

Searching Within a Page
Before searching the entire Internet, let’s start by learning how to find
something right on the page you are viewing. Click the pull-down @ Google (Default)
a
&

Eal\

arrow beside the magnifying glass icon and click Find on this Page or Amazon.com

by pressing Ctrl + F: Ask.com
£7 Bing
-'l Google

-'l Google
Find on this Page... L}

Find More Providers...

The Find toolbar will appear just below the tabs: Manage Search Providers
65| | %" MSN Canada - Theall-... m Microsoft Corporation W Computer and Softskills Tr...
¥ Find: | | Previous Mext |@ Options - |

Type the word or phrase you want to find in the current page by typing something inside the Find text
box. As you type, Internet Explorer will automatically scroll to the first matching instance and highlight
it:

‘€ MSN Canada - The all-new | Hotmail, Wind
'_":_\ . ' http://ca.msn.com/?rd=1

e

3¢ Favorites | 5 € Suggested Sites * & | Get More Add-ons v

83|~ ' MSN Canada - The all-... m Microsoft Corporation W Computer and Softskills Tr...

| Previous Next |@ Options | 2 matches

Tech & Gadgets

Detroit's sexiest show girls! @  Olympic roundup: What Canada

did on Day 3
* Fiat + Chrysler: A tragicomedy v » Take exciting [iTee8s at night
« Toyota reviewing quality control  * YUL'L_V'E""” Canada's gold-medal & gyt prascreen your date
ambitions
* Worst 10 speeding excuses @ . ) * Cdns. develop 3D bag scanner
* (Olympic Digest: Top stories of ) )
* Buy a new-to-you Mazda! Day 3 * Why I use a virtual assistant 3
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Take a look at the Find toolbar. You can jump to the Previous or Next matching search result, change
search options (which we will explore in a moment), and see how many matching results have been
found:

Previous Mext |@ Options - | 2 matches

If you manually scroll through the Web page, any additional matches are highlighted by default. You
can enable or disable this feature by clicking the Highlight All Matches on the Find bar:

v

| Previous Mext |@ Options | 2 matches

X Find: | photo

Jean Arthl
Jimmy Johns
Trace Adkins
Tyler Perry

Explore MSN

Featured Offers
Find your Valentine
MSN Toalbar

MSMN Shopping
MSM Internet Explorer 8
BIMNG Maps

Clinton heart surgery
Jessica Lloyd funeral
Snow in Washington
Ontario college strike vote

Mewslettars
Windows Live Photos
Windows Live Mobile

Wayne Gretzky
Olympics opening
ceremony

MBA all-star game
Frank Thomas

Find it on MSN
Green

Travel

Weather
Horoscopes

Games

Microsoft Citizenship

Jimmy Johnson
alicia Keys
Cale Porter
Scott Hamifton

Partners
Match

Career Builder
Astrocenter
Delish
Autohound.ca
Yelow Pages ™

Follow us on Twitter
Join Café Opinion

Click the Options command to see more search options. Here you can add more specific requirements
for your search:

Match Wheole Word Gnly
Match Case

Using the Search Box

The Search Box is a gateway to different searching capabilities on the Internet. It enables you to use a
search engine without having to visit the home page of the search provider. The Search Box is located
in the upper right-hand corner of the window, with the current search provider written in:

The search box is easy to use: simply type the word or phrase you want to search for and press Enter.
Corresponding search results from that provider will be displayed in whatever tab is currently active:
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L) .

7 Favorites | 75 @& Suggested Sites & Get More Add-ons =

3

5B - | MSN Canada... |[[[) Microsoft Co... VCDmputeran..._“l hurricane ... 3 | v [ @ v Page~v Safety~ Tools~ @~

Find: | photo | Prwiowtigns > |

Web Images Videos Maps Mews _QSW Web History | Search settings | Sign in

GO l. JS[e hUrriCanE Advanced Search

m

Web [# Show options... Results 1 - 10 of about 38,600,000 for hurricane [definition]. (0.20 seconds)
National Hurricane Center Sponsored Links

1 Dec 2009 ... National Hurricane Center site providing detailed location and forecasting of

tropical storms and hurricanes. Hurricane Paloma in Cuba
Satellite - Atlantic Graphical Tropical Weather ... - Eastern Pacific Help families in Cuba devastated by
www.nhc.noaa.gov/ - Cached - Similar Hurricane Paloma. Give now.

- _ . . www_GlobalGiving.org
Tropical cyclone - Wikipedia, the free encyclopedia

The Canadian Hurricane Center (CHC) issues advisories on hurricanes and their ... In the Hurricane Aid
Morthern Atlantic Ocean, a distinct hurricane season occurs from ... Help Hurricane Victims!
en.wikipedia.org/wiki/Tropical_cyclone - Cached - Similar Disaster Relief & Medical Aid

Using a Search Engine

A search engine is a program that searches the Internet for Web pages and documents that are
relevant to a particular search term. To use a search engine, you will need to enter the URL of the
search engine in order to display it in Internet Explorer. Fortunately, most search engine URL's are
pretty easy to remember:

http://www.<search engine name>.com

For example, let's say that you want to search for a general topic like “chocolate” using Microsoft’s
search engine Bing. First, navigate to Bing’s Web site by typing www.bing.com (remember, the http://
is usually not needed) in the Address Bar and then pressing Enter.

When the Web page appears, enter the word “chocolate” into the text box and press Enter. As you
type, Bing offers suggestions of popular Web searches:

hip cookies

evared Mrawbermies
chip cookie recipe
ke

masting

Vitia's happesing today? Check the medal count Download IER
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After a moment, the search results (over 70 million Web pages!) are displayed from most to least
relevant. Now you can click any of the hyperlinks displayed to navigate to that particular Web site:

caTS
i Favornes : WS Suggested Sites + @ Get More Add-om -
{ = L)

k3 chocalate - Ring -8 - o+ Page~ Safety= Toolsw

Images Chocolates - Cheap Prices - www NexTag calChocolate Chocolate al Amazon ca

Millions aof books. mew and used
History of Chocotate Satisty Your Sweel Tooth with Rich Chocolate Sm an *.ian',' 'l.l'anr:lle. Cualified arders over 539 sk fas

Brands of Chocolate ARTEE DN AR
Imagas of chocolate

Typees of Chocalate MugritionFactsToday com
{ Come and join Muteitionist Social
FERC AP fix Metwark
Chocolate AT
Chocolale and ¥
Hesalth e L
Relerence i
Chocolate - Wikipedia, the free encyclopedia
Videos Chncolate comprises a nuembsar of raw and processed foods produced from the sead of
{he tropical Theobroma cacao tres Cacao has been cultvated for 1 least thres
mil&nnea in
; Etymalagy - Histary - Types - Production
Chocolale Chip Cookia B kipedia org I I ol
Aecips
LG Chocolahe Chocolate, Chocolate Gifis. Gift Baskets
Chocolats Cake Recipe Chck Here for Valentines Day gifts! Buy chocolale gfis, dark chocolate or chocolate
irufMes fram Amtisan Chocolabsrs. Look 8l cur reaews 1o find the besl chooolate an
Chocalale Labs aarth
Chocolals Phone warw chocolale
Searching Tips

The Internet is a big place, containing billions of Web sites about everything from jellyfish to
lawnmower racing! If you have ever used a search engine before, it is not uncommon to get millions
of results for something as simple as “car.” Muscle cars, racing cars, exotic cars, toy cars, flying cars,
and so on... If you can think of it, someone has probably made a Web site about it.

If you are in need of finding information, it would be next to impossible to find anything on the
Internet today without some way to search through all those pages.

Fortunately, search engines have the ability to greatly refine the results it displays if you use the
following tips to narrow your search:

Wildcards Most search engines take advantage of two types of wildcards: the asterisk (*)
and the percent symbol (%). The asterisk is more general and helps you match a
particular term.

For example, if you searched for “chemi*,” you would get results for chemical,
chemist, chemistry, etc.
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The percent sign usually denotes a single letter or character and is helpful in
correcting a misspelled word. For example, if you searched for “gene%logy,”
you will get a few responses for geneology and many responses for genealogy
(the correct spelling).

Quotes When using most search engines, you can search for a particular phrase by
enclosing your search in double quotes. For example, to browse Web sites that
contain Hamlet's famous line "To be or not to be,” simply type the phrase, with
double quotes around it, into the text field of a search engine. The results
returned contain effectively all Web pages on the Internet containing that
particular quote.

Keywords The example of “car” as a search term will return millions of results because it is
too general. You can specify to a search engine that you want to search for one
particular class of cars by adding more keywords, but also adding some
operators to help refine the search. For example, if you searched for “cars +
hybrid” you would retrieve many more results about hybrid cars and hybrid car
technology.

Conversely, if you searched for “cars — racing — sports” you would get results
about the more modest vehicles on the road today.

As an interesting side note, you also have the ability to search using the Address Bar — just type a
search term and press Enter. This will have the same effect as typing a search term into the Search
Bar and pressing enter. Your default search provider will show search results.

Changing Search Options 4 Google | Jo Fl
If you click the pull-down arrow beside the search *J| Google (Default)
magnifying glass, you have the ability to select a a Amazon.com
search option to use. Click Find More Providers. @ Ask.com

£7 Bing

.l" Google

|1"] Google

Find on this Page...

Find More Providers...

C . , Manage Search Providers
This will direct you to Microsoft’s search resource

page:
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(e i”'nEmEt Explorers Joim  Signln  Urited Staies (English) =

harch Hhe Gollery _p'

Add-ons Gallery: Search Providers

Add-eri Hamse Sort By: Mest Vetwad = Add-on Language: Englith = L2234
Optimized Browsers k5 Bing Scarch Mew York Times Instant Search
Mast Popular Fes Dgcrig that Maiter. Eing and et ingtand arviverrs fnoem el Naw York
Mewest 1 Decide. [Saarch Provider) d Tirmas [Search Provides)
R biNg New {Jork
h =
PR B o besed om 222 ratings Emﬂ besed on 15 ratings
Dictionaries and Refarence R, sidtel o det st Enpieres R ool e amont Exphoges
Ermnail
Finarce Wikipedia Visual Search 8 Amazon Search Suggestions
Magping )
g I= Get visuad search suggestions from F Segrch inatantly om Amazcn.com.
humsic - B Wikipedia {Search Provider) - = [Search Providen)
e = T | -
Phabos and Wideds = based or BT ratingy bazed on 39 ratngs
Searth [ Add o dntemet Explorer = Aad to Intemet Explorer
Vaus Samec= Vausl Samec®
Shapping
i Wi, 3 eBay com Visual S5earch Google Search Suggestions
Sockad Mebwosking
Tookhars 1 The quickest and ezsest way to search Get sench suggestions with Google
= eBay. Find tems directly from your iz [Search Provider)
Tramlatsan broweser seanch bow. Get suggestions = (__1(]". HJPIE
SR — .' == | you type and top pichare resits. (Sazech o
Ll i e T T bk or 238 el

This page includes a number of different options to search with, including some online retailers. Click
the Add to Internet Explorer button beside the provider you want to use and click Add:

Bing Search MNew York Times Instant Search
For Decisions that Matter. Bing and Get instant answers from the Mew York
Decide. (Search Provider) El]l' Times (Search Provider)
NG s Nawdlork oo
based on 222 ratings @im(‘ﬁ based on 15 ratings
[ Add to Internet Explorer ] [ Add to Internet Explorer
isual Search Wisual Search

.
Add Search Provider i
earch Suggestions

Ll

Search instantly on Amazon.com.

Do you want to add this search provider?
(Search Provider)

E Mame: "MNYTimes"
™ From:  www icaddons com based on 39 ratings
b [ Add to Internet Explorer
izl [] Make this my default search provider
|Use search suggestions from this provider
¥

Add ,L\‘J[ Cancel | |[|fEh Suggestions

Get search suggestions with Google
(Search Provider)

=

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

bl bl b b BN

based on 238 ratinas

If you wish, you can make this service your default search provider by checking the check box. If you
click the pull-down arrow beside the magnifying glass, you will see the listing for the new search
option:
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0
'-l chocolate

*3| Google (Default)
b5 Bing

& MNYTimes L\}
Find on this Page...
In . .
Find Maore Providers...
V¥ Manage Search Providers

If you click Manage Search Providers, you will be able to specify which service to use via the Manage
Add-ons window. We will explore this window later in the manual:

View and manage your Internet Explorer add-ons

Add-on Types MName Status Listing order Search suggestions
& Toolbars and Extensions PEing 1 Enabled

)5 h Provid 'lGDDg|E Default 2 Enabled
12 Search Providers & NYTimes 3 Enabled

E Accelerators

45 InPrivate Filtering

Select the search provider you want to view or change.

[T Prevent programs from suggesting changes to my default search provider

Find more search providers...
. Close
Learn more about search provider preferences

\_—

Step-By-Step

In this exercise you will practice using the search features included with Internet Explorer 8. You will
also use a search engine.

1. Open Internet Explorer.
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2. Type making chicken soup into the Search Bar and press Enter:

pv

making chicken soup|

Google Suggestions
making chicken scup from carc..,
making chicken soup from scrat...
1 making chicken soup from whol...
= making chicken soup in a crock ..,
I making chicken scup with carcass
making chicken scup from lefto...
making chicken scup from stock
making chicken soup with rotiss...
making chicken soup with chick...

making chicken scup stock

q o € Find...

al

3. Scroll through some of the search results:

Web |mages Videos Maps Mews Shopping Gmaill more v WWab History | Search settings | Sign in

GD(_)SIE making chicken soup Search | ssvances searn

Web [ Show options Results 1 - 10 of about 16,600,000 for making chicken soup. (0.18 seconds)
Easy Recipes For Soup Sponsored Link | Sponsored Links
SimplyHomemade caRecipes-Soup  Discover Delicious Soup Recipes and ldeas Today @ .
SimplyHomemade.cal Chicken Coaking

Add a little kick to your chicken
How to Make Chicken Stock | Simply Recipes with Campbell's. Get the dish
Two tried and true methods for making homemade chicken stock. One methad involves i CookWithCampbells.ca
simmering a chicken carcass with vegetables. The other method requires ... . .
simplyrecipes.com.../how_to_make_chicken_stock/ - 15 hours ago - Cached - Similar Chicken Soup Recipe

Find Tasty Chicken Recipes
Chicken Soup Recipe With The Chatelaine Recipe Finder.
This 15 a recipe for making chicken soup from scratch, not with leftovers from last mght's . chatelaine.com
roasted chicken dinner (check out my recipe for Roast Turkey ... -
www_reluctantgourmet com/chicksoup_htm - Cached - Similar =88 your 3d here »

Homemade Chicken Soup - All Recipes

This was the first time making Chicken Soup from scratch, and | was surpnized at how simple
it was. My husband wanted homemade noodles with it so | used ...

allrecipes. comBRecipeHomemade-Chicken-Soup/Detail. aspx - Cachad

Chicken Soups and Stews - All Recipes

Looking for chicken soup and stew recipes? Allrecipes has more than 300 trusted chicken
soup and stew ... Save the backbone for making chicken stock. ...

alirecipes com/RecipesMeat-and. . /Chicken/ Soups-and. . /Main aspx - Cached

[ Show more results from alirecipes com
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4. Click the pull-down arrow beside the magnifying glass in the Search Bar and click Find More

Providers:

"'l making chicken soup
@ Google (Default)
| Bing

& MNY¥Times

— Find on this Page...
zb Hist

Find Mare Providers...

Manage Search Providers

[

5. You will be directed to the Internet Explorer Add-ons Gallery. Scroll through the list of
providers and click the button beneath the Yahoo! Search Suggestions option:

. — =2 ou type and top picture results. (Search = o o
Travel - . Erc»‘%ir} PE based on 242 ratings
=N
Weather T T T T Add to Internet Explorer
Other Visuzl Search

based on 15 ratings

[ Add to Internet Explorer
Internet Explorer 8 only

Accelerators

Web Slices Yahoo! Search Suggestions £ ESPN Search

SR Get visual search suggestions with
o e Yahoo! (Search Provider)

Search Providers Search ESPN.com (5earch Provider)

d e

el bl bl e | — ]
based on 25 ratings

[ Add to Internet Explorer {g

based on 4 ratings

Add to Internet Explorer ]

6. You will be prompted to confirm your choice. Click the Add button:

-

.
Add Search Provider . o

p Do you want to add this search provider?

Mame: 'Yahoo!"
From: www.ieaddons com

[ Make this my default search provider
|Use seanch suggestions from this provider

| Add L}J[ Cancel

|"' Search provider names can be misleading. Only add search
providers from websites you trust.
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7.

9.

Click the pull-down arrow in the Search Bar. Select the Yahoo! option:

'5" making chicken soup
Google (Default)
| Bing

& MNY¥Times

7 Pa @1 vahoo! N

ed on 24 Find on this Page...

Add 1
Find Mare Providers...

Manage Search Providers

Yahoo! will automatically search for making chicken soup. How are the search results here

different from the first search?

Make Yahoo! your browser's default search engine. Bl -
e

1, Guest Sign n Hal

Web Images Video Local Shopping More

YAHOO!O making chicken soup

~ | Search Pad Also try: making chicken soup from scratch, More

@ searchscan - on Chicken Soup Tips and Hints

Chicken feet makes for a great broth. Leam more tips and hints for making the best
chicken soup

homecooking.about.com/od/specificdishe1/a/chicksouptips him - Cachad

53,800,000 resuls for
making chicken soup:

@ showii How to Make Chicken Soup: 10 steps - wikiHow
wikiHow article about How to Make Chicken Soup. ... Chicken soup is a healthy and
©! Yanoo! Answers recommended food - just like Grandma used to make. This delicious recipe senves ...

warw wikihow.com/Make-Chicken-5oup - Cachad

#*  wikiHow )
how can | make chicken soup?

& eHow Chicken Soup 1 pound chicken parts (wings, necks, and bones) 2 stalks celery,
mcluding leafy tops, cut into 3-inch pieces 1 whole chicken Salt and ...
& smin answers.yahoo.com/question/index7qid=20030125011745A80G7 s

W Video Sites | am boiling the chicken carcass along with a chopped onion, carrot and celery - for
about 4 howrs. Then | will strain and leave in fridge ovemight. ...
answers.yahoo.com/questionindex ?qid=20090316035501AA OFJF

Close Internet Explorer to complete this exercise.
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Make “ahoo! your hemepag

Search

m

Chicken Vegetable Sou
Cook Up Great 5 Ingredient R
fram Fillsbury® Today

wwww Pillsbury.com

Making Chicken Soup
Find Making Chicken Soups
Great Prices.

www Pronto.com

See your message hel
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Activity 2-3

Objective

Briefing

Task

Hints

Follow-up Questions

Ver. 1-1 September 2012

To understand how different search engines work.

There are dozens of search engines available on the Internet, and
they all work in different ways. To satisfy your curiosity, you decide
to do a bit of reading into what makes one search engine different
from another.

Open Internet Explorer and search for “search engines.” Use some
of the searching tips you learned earlier to track down information
on what makes one search engine different from another.

Remember that you can use multiple search terms and quotations
to narrow your search.

Use a search engine to look up the topic “Google page rank.” What
is it and how does it work?
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Session 2-4: Working with Data

You have learned how to enter a URL, how to navigate around a Web site, and how to search the
Internet for a keyword or phrase. This session will teach you how to save text, pictures, files, or an
entire Web site on your computer.

Copying Text from the Web
Imagine you have found a recipe for chicken soup and would like to save it for use at a later time. You

can copy and paste most text from the Internet into a word processing program, such as Microsoft
Office Word or WordPad.

You can copy all elements on a Web page by clicking Edit = Select All. This will highlight everything
on the Web page. (Pressing Ctrl + A does the same thing.)

# Homeade Chicken [ —

'l:-.' - 2 hiapyalinecpec comi Reope Homemade- Chicten-Soop D etulsps - E
o Favorites g B Suggedted Sites = @ | Gt More Add-cm =

& Homemade Chicken Soup - All Recipas 5 =~ B - &% = Peger Sefetyr Took~ @~

alrecipgs o T

! eent) ey ! ey ! T o

Homemade chicksn soup - bt you don't have fo be sick
ik - oy i g or besche

krtchenapproved |:_f
jalfe.dd to necca Box ]

Bl (o Shopping Lisi

BB niorcn Racios S
I} e *

alalks calery busho:
L acge onion, haheed

sttt b oo

What to Drink?

%, =mm=m

i@ Internet | Prozected Mode: On

Now that everything is selected, click the Edit menu and click Copy. (Pressing Ctrl + C does the same
thing.) This will save a copy of all highlighted data inside your computer's memory.

Now open a word processor. In the Edit menu of the word processor, click Paste to transfer all
highlighted data from the Web site to the word processor. (Pressing Ctrl + V does the same thing.)
You can now print the document or save it for reference at a later date.
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However, as you can see below, the nature of many Web pages does not lend itself well to being
directly copied:

References  Mailings  Rewiew  View  Developer

gy S o | 24 Fina -

@ i=-j=-vE eyl [T AaBbCcDe | AsBDCD: AaBbC % A

x| @ 7 A~ i“ T iE- 4_3!- 0 T Mosmal J'N{ISPBCI... Headingl | _ 'E';Il::‘;ﬂ i Select -
C] Paragragh £ Styles 5 Editing

The single Web page translated into 10 pages of text. If you look carefully, the actual recipe is only
two paragraphs at the bottom of page 5 (the top right-hand page).

To copy only the recipe, place your mouse at the beginning of the Web page text you want to copy,
then click and hold the left mouse button. Drag your cursor down the text you want to copy, and then

release the left mouse button. This will select the text:

Ingredients] [ print this Recipe

I] Share/Email +
4 carrots, halved

1 large cnion, halved

water to covel

? Chardonnay
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Press Ctrl + C to copy the highlighted text. Switch to your word processing program, then press Ctrl +
V to paste only the highlighted text into the document, and there you have chicken soup without all
the clutter!

Ingredients

* 1 (3 pound) whole chicken

* 4 carrots, halved

# 4 stalks celery, halved

* 1 |large cnion, halved

* water to cover

* =zalt and pepper to taste

* 1 teaspoon chicken bouillon granules (optional)

Directions

1. Put the chicken, carrots, celery and onion in a large soup pot and cover with cold water. Heat and simmer,
uncovered, until the chicken meat falls off of the bones (skim off foam every so often).

Take everything out of the pot. Strain the broth. Pick the meat off of the bones and chop the carrots, celery and
gnion. Season the broth with salt, pepper and chicken bouillon to taste, if desired. Return the chicken, carrots,
celery and onion to the pot, stir together, and serve.

[-\.'I

You can also perform the Copy and Paste functions by using only the mouse. Let's use the chicken
soup example one more time. First, make sure you have a word processing program open. Click and
drag your mouse cursor to highlight the recipe, and then release the left mouse button. Move your
mouse cursor anywhere over the selected text, right-click, and click Copy:

o pot and cowver with cold
eat falls off of the bones

UL

Copy N

: meat off of the bones
1 with =alt, pepper and
and onion

T
ul
m

Select All
Print...

(Notice the blue icon hovering over the selected text? That’s the Accelerator icon, which we will cover
later in this manual.)

Switch to your word processing program, and then move your
mouse to somewhere inside the word processor typing area.
Click the right mouse button once more, and then click the :'”’;‘E;; ;;‘: *‘Af;
corresponding Paste option for your word processor: T

Paste Options:

7 = A

As a final note on the Copy and Paste functions, let's say you E
have discovered a really great Web site and you want to save
the URL. Normally you would use a Favorite (as we will
discover later), but sometimes you might want to save the URL
only so you can send it to someone else.

Font...

Paragraph...

i e

Bullets 3
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Simply click in the address bar and the entire URL will become highlighted:

Note that sometimes you may encounter very long URLs that fill more space than the Address Bar
allows. No need to worry about this; clicking the address bar will still select the entire URL even if you
can’t see the whole thing.

You can now use any of the previous methods to copy this URL:
10. In the Edit menu of Internet Explorer, click Copy.

11. Press Ctrl + C.

12. Right-click on the URL and click Copy.

Then, once you have a word processor open, paste the URL into the word processor using one of
these methods:

13. In the Edit menu of the word processor, click Paste.

14. Press Ctrl + V.

15. Right-click in the typing area and click Paste.

Copying Pictures from the Web
Most images can be copied from the Internet like you would copy a block of text. If you see a picture
you would like to save, right-click the picture:

A bt = % |

@ http://khedo files.wordpress.com/2007/12 /ta)- mahal jpg : “" taj mahal L -
oy Favorites 3 @ Suggested Sites v 2 | Get More Add-ons
{0 httpe//khedo.files.wordpress.com/2007/12/taj-m... &~ - 0 @ v Page~ Sofety~ Took~ @~ 7

Open Link

Open Link in New Tab
Open Link im 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 Shorteut

Paste

Add to Favorites..,

Properties

@ Internet | Protected Mode: On G Hw -
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There are several options to choose from in this menu.

Save Picture As With this link you can choose where on your hard drive you would like
to save the picture, as well as give it a name.

E-mail Picture If your computer is properly configured with an e-mail client like
Microsoft Outlook, Internet Explorer gives you the option of sending the
picture file as an attachment in an e-mail. Please contact your ISP or
network administrator for help on configuring an e-mail client.

Print Picture The Print dialog box will appear. If you have a printer installed on your
computer, you can specify how many copies of the picture you would
like to print. Click Print when you are ready to print the picture.

Go to My Pictures  Click this link to open the My Pictures folder, located inside the My
Documents folder inside your computer. Here you can browse through
the pictures saved on your computer.

Set As Background Click this link to make the picture become your desktop wallpaper.

Copy You can copy an image into the memory of your computer by clicking
the Copy link. You can then paste it into some other program or location
on your computer.

Add to Favorites This link allows you to make a specific URL to this image which you can
view later on by accessing your Favorites. We will explore Favorites in
detail later.

Properties Clicking this link will show the Properties dialog box which will display

the image name, dimensions, format, and other information. Click OK to
close this dialog box.

As listed above, you can copy the picture using the right-click menu and then paste the picture either
in a folder inside your computer or in a word processing program.

Saving Pictures from the Web

Right-click the picture you want to save and click Save Picture As. This will open a Save dialog where
you can specify where you want the picture to be saved and what you want it to be named. Internet
Explorer will automatically make the destination folder for the picture the "My Pictures" folder.

81
Ver. 1-1 September 2012



MS Internet Explorer

However, clicking any of the links on the left side of the dialog box will change the destination folder.
You can also specify a location yourself with the Address Bar in the Save Picture dialog:

J1 4| X '-' taj mahal 2 -
4] %]

? " @ http://khedo files. wordpress.com/2007 /12 /taj-mahal jpg

op Favorites | 15 @ Suggested Sites g | Get More Add-ons +
(0 hitpi//khedo files wordpress,com/2007/12/taj-m... fa- * Y g v Pagew Safetyv Tookv @~

-

Ll = *» Lbreries » Pictures » = Search Pictures
Organize = New folder | - ﬁ

-

0 Favorites Pictures library
B Decktop includes: 2 locations

@ Downloads

Arrange by:  Folder =

4| Recent Places

m

b pics
| Excel2007f_Exerci
. Exercise Files

Sample Pictures
4 Libraries
£ Documents
J’ Music
| Prictures
B videos

File name:  taj-mahal =

Save as type: | JPEG ("jpg) =

= Hide Folders

& Intenet | Protected Mode: On G~ H100% -

Saving a Web Page

The cache is a temporary part of the hard drive where previously visited Web pages are stored for
quick access. Internet Explorer takes the cache idea one step further by allowing you to save an entire
Web page on your computer for viewing at any time, even if you aren't connected to the Internet.
Saved Web pages are referred to as offline content.
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For example, let's say that you want to save a copy of your default home page. Once the Web page
has completely loaded, "Done" will be displayed in the Status Bar. Click File > Save As:

[’ MSN Canada - The all-
f’(:\' ‘ %* hitp://ca.msn.com/?rd=1 i

|File Edit View Favorites Tools Help

MNew Tab Ctrl+T £ | Get More Add-ons -

Duplicate Tab Ctri+K a,hoT|_| & - -
MNew Window Ctrl+MN

MNew Session 5. Monday, February 15, 2010

Open... Ctrl+ O

Edit | Images | Mews | Maps | Videos

Save Ctrl+5

Save As... %

Close Tab Crl+ W Bl CanadaOnly  Top Searches: Kevin Smith | Jean Arthur | Jimmy Johnson
Page Setup...

Print... Ctrl+P

. . Latest NHews
Print Preview...

» Georgian luger feared dangerous

Send 4 track before death
Import and Export... * Alook at Monday's Olympic TV
highlights

Properties # Anti-Olympic anarchist tactics under

Work Offline

scrutiny

S D> wae

Hot spots for singles Who hosts the best foam party in the world?

ZAR |

. And other exotic trips for singles
Fatal train crash looking for a good time... More
More on MSN
Smart time savers * What is your body language Get local forec
Saying about yau? codes into the
* Why you aren't getting hired
4 TV's most memorable ) ) . )
S ! Emiiac * Kevin Smith doesn't fit in Gat foreca

The Save Web Page dialog box will appear with My Documents as the default save location. The title
of the Web page will become the name as it is saved on your computer, but you can name this file
whatever you like.
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Click Save to save the Web page:

i ™
€ 53E WEDPAGE —————————————————— =

I Bl Desktop
4. Downloads

:';ﬁ."v 3 b Libraries » Documents » v | ¢ ||| Search Documents p|
& ()=[[)» Librries » Documen 4]

Organize * Mew folder == - .@.
| ¢ Favorites — Documents library Arrange by: Folder = I

Includes: 2 locations

:h_"- Recent Places Office 2010
. = I | File folder
| pics ;
) Exncel2007f_Exerc g e
- ot v Shapes
. Exercise Files -J File falder i
w4l Libraries My Data Sources |
3 Documents File folder 5 l
J‘- Music
| Pictures li rr.1icr|:|s-:|f't R
E Videos I File folder
File narme:| M5M Canada - The all-new M5MN Canada, home of world-class zervices such as Hotmail, )| =
Save as type: | Web Archive, single file (*.mht) v]
« Hide Folders Encoding: ’Unicode (UTF-8) v] ’ Save [}] ’ Cancel ]
I e 3

Opening the My Documents
Web page. One file contains

folder (or wherever you chose to store the page) will show the saved
the HTML code for the Web page as well as the images.

The default saved Web page type is a single file that contains an archive of all data on the page.

Let’s review the options ava

Web page, complete
(.htm, .html)

Web Archive, single file
(.mht)
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ilable when saving a Web page:

This option saves a single HTML file (the language used to build
Web pages) and all pictures associated with the Web page. To
open this offline file, double-click the HTML document:

MM Canada - The all-new MSM ~ = MSM Canada - The all-new MSN
| | Canada, home of world-class zerv... @ Canada, home of world-class zerv...
File folder L HTML Document

This option saves all content on the Web page as well as the HTML
code together in a single archive. Double-click this file to open the

page:
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5N Canada - The all-new M5MN
Canada, home of world-class serv...
MHTML Document

Web Page, HTML only This option saves on the HTML document. No images associated
(.htm, .html) with the Web page are saved:

f M5M Canada - The all-new MSMN
g Canada, home of waorld-class senv...

HTML Document

Text File (.txt) This option saves only the text visible on a Web page:

MM5M Canada - The all-new PSK
Canada, home of world-class serv...
Text Document

If you are going to save content from the Internet, you need to be aware of the following:

1. Copyright Laws: If you are copying copyrighted material and plan to use it in some other way,
you need to reference the material in some way. Give credit to the author(s) and make sure
you record the date when the material was accessed or obtain written permission from the
author(s) in order to use their content.

2. Web technology: The way in which the Internet is used has changed over the years. In the
earlier days, a Web page contained information, maybe a few pictures, and that was it. Now
we are able to do so much more online including banking, streaming television and other
specialized media, and more.

Without getting bogged down in the technology, you need to understand that most Web
content you see doesn’t come directly from a Web page. Instead, the Web page makes several
requests to other servers that deliver the content you see on your screen. What this means is
that if you save a complex Web page and try to view it offline, you might not see anything at
all! This is because all the content you saw was actually taken from other servers all over the
Internet and not saved directly on the Web page.

If you want to copy some information from a Web page, it will likely be easier to copy/paste the text
information or save the picture(s) individually rather than saving the actual Web page.

Sending a Page, Link, or Picture via E-mail

Certain Web pages can be sent to a friend or colleague via e-mail through a program like Microsoft
Office Outlook. In order to send e-mail from your computer, you need to have an e-mail client
configured with your account information. Please contact your ISP or network administrator for help
if you are setting up an account.

To send a Web page via e-mail, visit the Web site you wish to forward and wait for the entire page to

load (as indicated by "Done" in the Status Bar). Now click the File 2 Send = Page by E-mail:
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7l Edit VYiew Favorites Tools

Mew Tab Ctrl+T
Duplicate Tab Ctrl+K
MNew Window Ctrl+M
Mew Session

Open... Ctrl+0
Edit

Save Ctrl+5
Save As...

Cloze Tah Ctrl+W
Page Setup...

Brint... Ctrl+P

Print Preview...

Send L Page by E-mail... %
Impert and Export... Link by E-mail...

e Shortout to Desktop

Work Offline

Exit

A new e-mail message window will appear with the Web page and supporting image files attached to
the message. Enter the e-mail address of the recipient of your choice by typing it into the "To" text
field at the top of the e-mail message window. When you have typed the address, click Send.

Some Web pages can be very large in size and therefore impractical to send via e-mail. Internet
Explorer therefore gives you the option to send only the URL to another party via e-mail. To do this,
visit the Web page you want to share and click the File = Send - Link by E-mail.

This will open a new e-mail message with only the URL as an attachment instead of the entire Web

page. Type in the e-mail address of the recipient and then click Send. When the other person opens
the e-mail on their computer, they need only click the hyperlink in the body of the message to visit

the Web page.
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To send a picture via e-mail, right-click on the picture and click E-mail Picture:

Open Link

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

Print Target

Show Picture

Save Picture As...

E-mail Picture...
Print Picture... L}
Go to My Pictures

This will open a new e-mail message with the picture added as an attachment. Simply type the
recipient’s address into the “To” text field and click Send.

Step-By-Step

In this exercise you will copy, paste, and save various elements included in a Web pages.

1. Open Internet Explorer.

2. The default home page for your computer will appear. Click any hyperlink that is of interest to
you.
3. Click and drag to select some text and/or pictures from this web page.

Press Ctrl + C to copy the text.
4, Open a word processor.
5. When your word processing program opens, press Ctrl + V to paste the copied information.

6. Return to Internet Explorer. Use a search engine (we will use Google in this exercise) to search
for great wall of China:

"-" great wall of ching|

Google Suggestions

great wall of china facts

areat wall nf Fhina hicknne
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7. When the search results appear, click the hyperlink to view images of the Great Wall:

Wl et vl o china

".' http://www.google.com/search?q=great+wall+of+chinaftrls=com.microsoft:en-us&ie=UTF

|

File Edit View Favorites Tools Help

¢ Favorites | 9l @ Suggested Sites ¥ | Get More Add-ons

-.' great wall of china - Google Search | |

Web |mages Videos Maps MNews Shopping Gmail more v

GO()S[Q great wall of china
|

Web [# Show options._ . + Resu

Image results for great wall of china - Report images

{)

Great Wall of China - Wikipedia, the free encyclopedia

The Great Wall of China (simplified Chinese: 4%i#; traditional Chinese: &ig; pinyin:
Changchéng; literally "long city/fortress”) or (simplified Chinese: 77 ...

History - Motable areas - Characteristics - Condition
en.wikipedia.org/wiki/Great_Wall_of_China - 4 hours ago - Cached - Similar

8. Click one of the images you like to see the Web page that contains that image:

Great Wall of

800 x 600 - 128k - jpg
vincentloy wordpress.com
Find similar images

9. The Web page will open. When searching for an image with Google, the image search is still
available at the top of the Web page. Click the link to see the full size image:

Google™ great wall of china / Back ta image results

See full size image
800 x 600 - WZEkE - vincentloy files wordpress com/2008/12/great-. .

Image may be subject to copyright.
Below is the image at- vincentloy wordpress com/__/
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10. You will now see the original image, full size. Right-click the image and select Save Picture As:

¢ hitp .|n:EntI9..r'nIE:.wordpmss_cnm-_"J'.'IE 12/great-wall-of-china.jpg

File Edit View Favorites Tools Help

i Favorites | 53 @ Suggested Sites ~ & | Get More Add-ons ~

(T http=//vincentloy.fileswordpress.com/2008/12/gr...

Qpen Link

Open Link in Mew Tab
Open Link in Mew Window
Save Target As.,

Print Target

Show Picture
Save Picture As...
E-rmail Picture.., [é
Print Picture...

Go to My Pictures

Set as Background
Cut

Copy Shortcut
Paste

Add to Favorites..,

Properties

11.

&=/ » Libraries » Pictures »

Organize »  New folder

¥ Favoites . Pictures library
Bl Desktop Includes: 2 locations
& Downloads
% Recent Places

\ pics

Folder ~

3 Uibraries
4| Documents Sample Pictures
o Music
i Pictures
B videos

1% Computer

B eeaamn T

File name:  great-wall-of-ching

Save a5 type: | IPEG [*jpg)

| = Hide Folders
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12. Switch back to the word processor. Insert the image at the bottom of the document:

Hame Ingert

Page Layaut

References

Mailings Review View

Developer

A montad

our baked)

Recipe:

W Faverites
(] B Desktop

Includes: 2 locations

('l & Downloads
Recent Places

Sample Pictures

U pics n m

great- mlb—u‘-chi

4] Cover Page - j | & ||_}’ ) smartart B, Hyperlink 3 Header - | | Quick Parts = g% - TT Equation =
|1 slank Page : = B il Chart Ab Bookmark 4 Footer~ — .-l vordart =[5} L2 symbol *
— Table Picture Clip Shapes _ Text
»= Page Break - Art » Bt Soreenshot = | [ Crossreference | 8] Page Number = | goy» 25 Drop Ca hd -
Pages Tables Ihustrations Links Header & Footer Text Symbols
i) o -
- B (9] Insert Picture :'-r
| @U"l'— ¥ Libraries » Pictures » > !‘?Il corch Pictures 2|
o dt o
d COrganize = New folder =~ 0 @ |
S + I = ic i |
_— (W] Micrasoft Word . Pictures library Arrange by il |

T Libraries ‘
& Documents
J‘ Music
! Pictures
B videos

il = Computer
: PSR TN

File name:  great-wall-of-china - NIPM

- Tools ~ Insert L. Cancel
5|

g h
5 ¥
3 o

- ¥
Pagestatl | words 25 | & | &3 |

13. Copy the image URL from Internet Explorer and paste it below the inserted image. Give credit
for the image:

Image source, copied Feb. 20, 2010:

http:/fvincentloy.files.wordpress.com/f2008/12/preat-wall- of-china.jpe

14. Save the word processing document as Sesion 2-4 Completed. Close all windows to complete
this exercise.
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Activity 2-4

Objective To understand how to copy and paste text from the Internet, then
forward an e-mail containing the URL of a particular Web site.

Briefing Your manager has asked you to send more information about the
courses TEIA has to offer, as well as a sample document.

Task Browse to the TEIA Web site at http://www.teia.edu.au . Identify a
file to download and save it on your computer. Send a link via e-
mail to your boss, including some copied text from the Web site in
the body of the message and the saved file as an attachment.

Hints Tackle this exercise one step at a time. Remember to save the
downloaded file to a location on your computer that is easy to
remember. Refer to the help file of your e-mail program to see how
to attach a file to an e-mail message.

Follow-up Questions Forward a small Web page to a friend (one that does not contain
too many pictures or text to keep the e-mail file size down to a
more reasonable level).

Session 2.5: Printing from the Web

In the last session you learnt how to copy and paste — —_—

& | Print Preview
text and images from a Web page to a word e @l e O] 1Page View + | ShinkToFit = @
|+ JE3

processing document. In this session you will learn
how to use the printing functionality built into Internet <
Explorer.

Using Print Preview

Before you print a Web page, it is a good idea to see
how the Web page will look when printed. It is
possible that the Web page might be too large to fit
properly on one piece of paper. Click File = Print
Preview. The Print Preview dialog box will open,
showing you an overview of what the Web page will
look like on paper:

Page 1 «af2 = Pl I

91
Ver. 1-1 September 2012



http://www.teia.edu.au/

MS Internet Explorer

Let’s go over the different commands available in this window:

Print Document

Portrait

Landscape

Page Setup

Turn On/Off
Headers &
Footers

View Full Width

View Full Page

Show Multiple
Pages

Ver. 1-1 September 2012

1 Page View

-

Click this icon to open the Print dialog box. We will
explore this dialog later in this Session.

By default, Internet Explorer will print pages in
Portrait view (paper is taller than it is wide.)

Click this command to print pages in Landscape view
(paper is wider than it is tall.)

This command opens the Page Setup dialog. Here
you can specify paper sizes, orientation, margins,
and what to include in the headers/footers. We will
explore the Page Setup dialog later in this Session.

Headers and footers include information about the
Web page at the top and bottom of the printed
page. This information includes the page title, page
count, URL, date, etc.

Click this command to stretch the page in Print
Preview to the edges of the window.

Click this command to make the entire page visible
in the Print Preview window.

Use this command to choose how many pages
would want to display in the Print Preview window:

1 Page View

de
2 Page View
3 Page View
& Page View
12 Page View
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Change Print Shrink To Fit =  This command controls how the page will be fitted
Size on the actual paper:

Shrink To Fit E
Shrink To Fit
EE
50%
60%
T0%
80%
89%
90%
95%
100%
125%
150%
200%
Custom

By default, the Shrink To Fit option is selected. This
means that the Web page will be scaled down to fit
within the margins of the paper. However, you can
control how large you want the printed page to be,
just like you use the Zoom command in the Status
Bar.

Help (7] This button opens a separate browser window to
show instructions on using this dialog. It does not
open the Help file.

Page Counter Page 1 of 2 Displays which page is currently being shown. You
can enter a number in the text box to jump to that
page.

Page Navigation = p Use these commands to skip forward/backward

through the pages in Print Preview.

Using Page Setup

Not all Web pages are created equal, especially when printing enters the equation. Some pages are
too wide to fit on a standard size piece of paper. In order to adjust the paper properties, we will
explore the properties of the Page Setup dialog box.

To open the Page Setup dialog box, click File = Page Setup. You can also open the Page Setup dialog
box by clicking the Page Setup icon (*“¥) in the Print Preview dialog box.

The Page Setup dialog box allows you to change how the page is printed. Under the Paper Options
heading, you can choose paper sizes like letter, envelope, A4, and legal. Depending on the model of
printer installed on your computer, you can also pick which paper source to use. You can also define
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the headers here:

Page Setup Iﬁ
Paper Options Margins (inches) R
Page Size: Left: 0.75 :;_:;'-‘"i_ir?:_::i_?__ .
Lett - : . - ._':-.-- o '
[ =! F."Ight 0.75 ::_;:_—_;-E—_-;-;--,_:____ !
@ Portrait (7 Landscape Top: 0.75 E;‘.":::ﬁ-.-:- i
- 1 e e |
[ Print Background Colors and Images Bottom: 75 el
‘ Enable Shrink-to-Fit
Headers and Footers
Header: Footer:
| [Te -] [uRL v
I | Empty- v [Emety- r]
[F'age H of total pages v] [Date in short format v]
i
||
| ok || Ccancel | |

e

In the Headers and Footers Chapter, you can customize the header and footer output by selecting
elements in the combo boxes. Click OK to apply the settings.

Printing your Page
Once you are satisfied with the orientation and layout of the page, you can print the Web page. This

can be performed in a few different ways.

File = Print The Print dialog box will appear. Specify the
number of copies you would like and when
ready, click Print.

Ctrl+P Will also bring up the Print dialog box. Specify
the number of copies you would like and
when ready, click Print.

From the Print Preview dialog box, click the The Print dialog box will appear. Specify the

Print icon (@) in the upper left-hand corner  number of copies you would like and when
ready, click Print.

Print icon on the Command Bar This option will assume you want one copy of
the entire Web page and print it.
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Printing a Selection

If you recall our chicken soup recipe example from the previous sessions, you explored how to copy
only a particular section of text and paste that text block into a word processor. You could then save
the file for future use or print the file from the word processor. Internet Explorer provides you with a
printing shortcut that effectively eliminates the word processor middleman.

To print only a selection of text, select the text you want to print and click File = Print:

m Edit View Favertes Tools Help

New Tab Crl+T Get More Add-ons
Duplicate Tab Ctrl+K . _
P >memade Chicken 5. 3 | |
New Window Ctrl+N _ _ T T
] es 10 @ us © Metric Calculate
[z ozaan - Add to Shopping List
Open... Ctrl+ 0 i COriginal Recipe ¥Yield 10 servings
Customize Recipe i
Edit with Microsoft Excel
Save Ctrl+S d 5 Print this Recipe
Save As. 1 (3 pound) whole chickel K} share/Email +
eo) 4 carrots, halved
Close Tab Ctrl-W 4 stalks celery, halved
1 large cnion, halved
Page Setup.. o
Print... Ctrl+P P =alt and pepper to taste]
Print Preview... % § 1 teaspoon chicken bouillon granules (optional ? Chardonnay
- o B <ctions
Directions;
Import and Export...
iMlCut the chicken, carrots, celery and onicn in a large soup pot and cover with cold
Properties water. Heat and simmer, uncovered, until the chicken meat falls off of the bones
Work Offline skim off foam every so often).
B BT =k everything out of the pot. Strain the broth. Pick the meat off of the bones
i
Split Pea Soup
o the pot, stir together, and serve.

Under the heading "Page Range,” click the Selection radio button. Specify the number of copies you
would like and click Print:

| General | Options
Select Printer

%Add Printer = Fax
@Bullzip PDF Printer @Microsoﬂ KPS Documen
3 Dell V105 = Send To OneNote 2010

O F—— g
Status: Print to file

Location:

Comet

Page Range

Al Number of copies: |5 |5 |

election Curent Page

() Pages: 5 Collate i f
L 2 3 L 2 3
Enter sither a single page number or a single 1 1

page range. For example, 5-12
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Step-By-Step

In this exercise you will explore different printing options.

1. Open Internet Explorer.
2. Use the Search bar to locate a Web site of interest to you or just leave your home page open.
3. Click File = Print Preview:

|#l=8 Edit View Favorites Tools

Mew Tab Ctrl+T
Duplicate Tab Ctrl+K
Mew Window Ctrl+N
Mew Seszion

Open... Ctrl+ 0
Edit

Save Ctrl+5
Save As...

Close Tab Ctrl+ W
Page Setup...

Print... Ctrl+P
Print Preview... %
Send »

Import and Export...

Properties
Work Offline
Exit
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4. Your page will appear on the screen as if it were on a printed page:

Page 1 o2 J‘J \;—‘ ’ib MI

5. Click the Page Setup command:

Page Setup (Alt+U)

6. When the Page Setup dialog appears, match the following settings and then click OK:

(Pagesewp 1 — (|
[
.I Paper Options Margine {nches)
|| Page Size: Left 02
[leter -] Rat g2
() Portrait Landscape Top: 2
Prirt Background Colors and Images Bottom: 02
Enable Shrink-to-Fit
Headers and Footers
Header: Footer:
[uRL -] [Tt -
(Emety- -] [ Emty- -
[Empiy- ~| [PogeEoficialpages
— — J
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7. The Print Preview should now look something like this:

m somem e Oy
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8. Close Print Preview. Select some text on the Web page and click File = Print:
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& MSN Canada -

?_-‘ * %* http://ca.msn.com/?rd=1

Print Preview...

Send
Import and Export...

Properties
Work Offline
Exit

£ Get More Add-ons ~

o home... ||

symbaol

Videol

| F'8 Edit View Favorites Tools Help
Mew Tab Ctrl+T
Duplicate Tab Ctrl+K
H Mew Window Ctrl+M
Mew Session
Open... Ctrl+0
Edit
Save Ctrl+5
Save As..
Close Tab Ctrl+W
Page Setup...
Print... Ctrl+P
s

Nike “fully supports’ Tiger

Megan Fox on movie kissing

Little Suri Cruise’s $850. purse

Britney’s sexy Candies ad
Harry Potter plagiarism suit?

Mkt » GetQuote + [l

Lifestyle

12 weekend comfort foods

Hot looks for curvy women
"I'm still in love with my ex”

How much do our hungry
Olympians eat?

ech & Gadgets
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9. When the Print dialog appears, click the Selection radio button:

F ™
= Print - ﬁ

General | Options |
Select Printer
% Add Printer réa Microsoft XPS Documen
=% Bullzip POF Printer =0 Send To OneMote 2010
= Fax = Snaglt 9
1 il b
Status: Ready Print ta file
Location:
Commert: Bullzip POF Printer 7.1.0.1140
Page Range
DAl Mumber of copies; 1 =
i@ Selection Cument Page
iT"Pages: 1 Collate I I [
Enter either a single page number or a single _ﬂﬂ _2)3 _3)3
page range. For example, 5-12

[ Pit ][ Cancel || Appy |

10. Click Print to print only the selected information and then close Internet Explorer.
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Activity 2-5

Objective

Briefing

Task

Hints

Follow-up Questions

On-Line Test

To become more comfortable with printing information from the
Internet.

You are heading to a potluck BBQ on the weekend and want to look
up a recipe for potato salad.

Use a search method of your choice to find some different recipes.
Copy and paste the recipe into a word processor and print the
recipe.

Use some different searching criteria to help refine your search.

Find a picture of potato salad and add it to your recipe document.

You could try and do the first on-line quiz for Internet Explorer.

Ask your teacher for the way to access this activity.

Ver. 1-1 September 2012
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Chapter 3: Favorites, Accelerators, and Web Slices

In this chapter you will learn how to:
= Open and browse Favorites
= QOpen, use, and close the Favorites Center
= Use your Favorites outside of Internet Explorer
= Create a Favorite
=  Turn multiple tabs into a group of Favorites
= Manage your Favorites
= Use Favorites
= Use Favorite folders
= Use different Accelerators
» Download and manage Accelerators
= Find, use, and view Web Slice content
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Session 3.1: Favorite Basics

At this point, you should be pretty comfortable with using the basics of Internet Explorer. You should
be able to enter a URL, browse different Web sites, send a link to a friend via e-mail, and print some
interesting content from the Internet.

You will no doubt visit some interesting Web sites that you would like to revisit in the future. But
sometimes the URL of a particular Web page can be very long and quite a lot to remember. You could
always copy and paste the URL into a file and then recopy and paste it back into Internet Explorer, but
that’s a lot of unnecessary work. Internet Explorer uses a feature called Favorites to help remember
the URLs for you.

What are Favorites?

A favorite is a saved URL you can access at any time. You can think of a Favorite as a place marker
somewhere in the Internet allowing you to easily revisit a Web site or a particular document in the
future. Any Web site, Web page, image, or document on the Internet can effectively have a Favorite
attached to it.

Opening the Favorites Center
The Favorites Center is a pane that is shown by default on the left side of the Internet Explorer
window. You can enable it by clicking the Favorites command:

9 @ Suggested Sites v @ | Get|

o4 Add to Favorites... ~ El

Favarites
l Favorites Bar

| Microsoft Websites

. M5SN Websites

. Websites for United States
| Windows Live

This special pane also displays any RSS feeds as well as the browser history by clicking the appropriate
tab. Clicking away from the Favorites Center will automatically hide it.

Pinning and Closing the Favorites Center
Notice the command in the upper right-hand corner when you open the Favorites Center. Click this
command to make the Favorites Center stay on the left-hand side of the window:

i Pin the Favarites Center
I
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File Edit View Favorites Tools Help

7.7 Favorites | 95 & Suggested Sites ¥ & | Get More Add-ons ~

'i';@. Add to Favorites.., - x

Favorites - Looking For A New Job? Try MSN Careers.
n Favorites Bar

1. Microsoft Websites
1 MSMN Websites

1. Websites for United States msn‘I :

| Windows Live
: Canada | Francais

Autos Entertainment MHNews Lifestyle Money |

To close the pane, just click the x in the upper right-hand corner of the pane.

Step-By-Step

In this exercise you will learn how to open and work with the Favorites Center.

1. Open Internet Explorer.

2. Click the Favorites command on the left-hand side of the Internet Explorer window:

W http://ca.msn.com,Trd=1

File Edit View Favorites Tools Help

| <7 Favorites || 95 @ Suggested Sites & | Get More
N

Loz [
View favorites, feeds, and history (Alt+C)

% MSN Can
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3. When the Favorites Center appears, click the Pin command:

File Edit View Favorites Tools Help

| 95 & Suggested Sites ¥ &

{g}. Add to Favorites... -

. Favorites Bar

Favarites

Pin the Favorites Center

4. Expand the MSN Websites folder under the Favorites category:

Favorites | Feeds | History

. Favorites Bar

L MSN Webesites =
. Websites for Untied States

L Windows Live

5. Click any of the items contained in the folder to visit that page:

| i Fovorites o5 @ Suggested Sites = @ Get More Add-ons =

iy Add to Favorten., = ® | | ¥ Bresking News, Westh

Fevortes | Feeds
Freoeites Bar

Microsoft Websites
BSH Webirtei
£ WS Autos

| Hkory |

& | MEN Entertainment TDp sto riEs. my ol 4% 5 moSed., Feb 00, 30

B MEH Man

¥ Fechralogy & woanc Wilar iy

£ | M5H Sporks

& | MEN
&) it

‘Wiehsites for Uni_J Stabes

‘Windows Live

g +

T

Endeavour
undocks from
space station
Asriids nulaled a some
ared & new room Full story

Camry crashes
raise ‘red flag’ % Images; Emotional Moments from the Olympics

W8 Ger Suggested Gies

i Itemet | Protected Mode: On ig =

B Heslth Entert. v [ =0 & o= Page~ Salety~ Teski= i~

wad 08 cases

By bt T
Sharp prem

Prdicion

2 Videc
hook fm
Report: 1
‘Sure,’ sa
Presdeni™s wd

broad he Coukd
b el PRl

HI1OE w
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6. Close Internet Explorer. Open Windows Explorer and browse to your profile folder, then

double-click the Favorites folder:

® 5 I

File Edit View Tools Help

Organize = Include in library = Share with = Burn Mew folder i o+ [ @
¢ Favorites =
Bl Desktop ,':L{‘ A Ek
4 Downloads AppData Contacts Desktop Downloads Favorite;[} Links My
Documents

o
=l Recent Places

Rk & B D

- Libraries My Music
@ Documents

My Pictures My Videos Saved
Garnes

7. Open any of the folders to view the Favorites:

Searches

"’{-\' "'-)\' | i v Velsoft » Favorites » = Search Favorites

File Edit Wiew Tools Help

Organize + = Open Include in library + Share with + Burn Mew folder
<% Favorites Marne Date modified Type
R Desktop . Favorites Bar 2/17/2010 5:07 PM File folder
& Downloads . Microsoft Websites 9/28/2009 12:34 PM  File folder
%] Recent Places | MSN Websites % 9/28/200912:34 PM  File folder
) pics . Websites for United States 9/28/200912:34 PM  File folder
, Windows Live 9/28/200912:34 PM  Filefolder
= lihraries
8. Select a Favorite and press Enter:
o~
Mame Date modified Type Size
[# | IE Add-on site 2/11/2010 12:47 P Internet Shortcut 1KE
[# | IE site on Microsoft.com 2/11/201012:47 PM  Internet Shortcut 1 KB
@ Microsoft At Home 2/11/201012:47 P Internet Shortcut 1KE
@ | Microsoft At Work 21172010 12:47 PM  Internet Shortcut 1 KB
||EL| Microsoft Store 2/11/2010 12:47 P Internet Shortcut 1KE

9. The Web page will appear.

10. Close the pinned Favorites Center and then close Internet Explorer.
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Activity 3-1

Objective To understand how to access Favorites in and out of Internet
Explorer.
Briefing You just had your Internet connection set up and are ready to learn

more about Microsoft products from the default Favorites.

Task Open the Favorites Centre and pin it to the Internet Explorer
window. Explore each of the URLs that are saved in the Microsoft
Websites folder.

Close Internet Explorer, and then open your profile folder. Access
two more Favorites in the MSN Websites folder.

Session 3.2: Creating and Using Favorites

Favorites make it easy to access a Web site without having to remember the entire URL. For example,
there are a number of sites that let you post an online photo album.

You could save every picture in his photo album to your computer to look at later on, but this is
extremely time consuming and may use a large portion of your hard drive. So instead, you can make a
Favorite that is merely a reference to the photo album so you can view the pictures whenever you
like.

Marking a Page as a Favorite
Making a particular Web page a Favorite is easy to do. When you have navigated to a page you would
like to keep visit in the future, click Favorites = Add to Favorites:

Add to Favorites..,
Add to Favorites Bar D‘f

Organize Favorites...

Favorites Bar ]
MSM Websites [
Websites for United States ]
Windows Live J
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This will show the Add a Favorite dialog box:

P

Add a Favorite

===

A Add a Favorite
E'f\'-: Add this webpage as a favorte. To access your favorites, visit the
Favortes Center.
Mame: http—ca.msn.com-rd=1
Createin: |5 Favorites v] [ New Folder ]

| Add Cg[ Cancel |

From here you can choose to name the Favorite or stay with the default name (the URL). Click the
“Create in” combo box to select the Favorites folder in which to save the Favorite, or click New Folder

to create a new Favorites location. Finally, click OK to save the Favorite.

You can also click the Add Favorite icon (). This will add the page directly to the Favorites Bar:

75 | % http--ca.msn

Marking Multiple Tabs as Favorites

€& Suggested Sites * & | Get More Add-ons ~

You explored tabbed browsing earlier in this manual. Internet Explorer allows you to save a group of
open tabs as a single group of Favorites. When you have two or more tabs open, click Favorites =

Add Current Tabs to Favorites:

Add to Favorites...

Add to Favorites Bar

Add Current Tabs to Favorites...
Drganize Favorites...

Microcot Wehcitac

All opened tabs will be grouped under one name. Give the tab group a name, choose a location in

your Favorites folder in which to save the group, and then click Add.

25| | %! MSN Canada - The all-ne... |[[J Microsoft Corporation

W Computer and Softskill...

i

Add Tabs to Favorites

i

Add Tabs to Favorites

=
L~8 Type & folder name for the open tabs you want to add to your
favortes. To access your favorites, visit the Favorites Center.

Folder Name My Tabs

Creats in:

77 Favorites - ]
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After you have added a Tab Group, you can access the different Web sites by using the Favorites

menu:

Tools  Help

Add to Favorites...
Add to Favorites Bar
Add Current Tabs to Favorites...

Organize Favorites...

Favorites Bar
Microsoft Websites

MSM Websites

Websites for United States
Windows Live
My Tabs

hd-ons 7

ration |v Computer and Softskill... > | |

r

Home T8 Aboutus

[ 4
PRODUCTS COURSEWARE PRICING ORDERING I

v vy v v v v

I
bag’

" MSN Canada - The all-new MSN Canada, home of world-class services such...
[I Microsoft Corporation
VW Computer and Softskills Training Courseware

Deleting and Maintaining Favorites
To delete an unused Favorite, or to perform any maintenance on your Favorites, click Favorites 2>
Organize Favorites. We will explore more about maintaining Favorites in the next Session:

Tools Help

Add to Favorites...
Add to Favorites Bar
Add Current Tabs to Favorites...

Organize Favorites...

Microsoft Wehcsites

The Organize Favorites dialog box will appear.

e
& | Organize Favorites

. Websites for United States
., Windows Live
. My Tabs

Favaorites Bar
Microsoft Websites
MSM Websites

Favorites Bar
Favorites Folder

Modified:
2/16/2010 9:35 AM

Ver. 1-1 September 2012
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Click a folder to expand its contents; click the folder again to close it:

& | Organize Favorites

S

. Favorites Bar

licrosoft Websites

& | IE Add-on SitE];\!\.JatE created: 9/28/2009 12:34 PM }

& | IE site on Microsoft.com

& | Microsoft At Home
& | Microsoft At Work
£ | Microsoft Store

m

-

£ | Organize Favorites

. Favorites Bar
. MSN Websites %

. Websites for United States
. Windows Live

J My Tabs

bs

il

Select the individual Favorite or Favorite folder you want to rename/remove and click the appropriate
command. You will need to confirm any deletions.

-

Delete Folder

-

S

x

Are you sure you want to permanently delete this folder?

My Tabs
Date created: 2/16/2010 9:52 AM

e |

MNo

When you are finished with the Organize Favorites dialog, click Close.

Accessing Favorites

To access a Favorite, open the Favorites Center and then simply click the link you want to access:

Favorites | Feeds | History

. Microsoft Websites
£ [E Add-on site
& | [E site on Microsoft.com
£ | Marketplace
& | Microsoft At —"@
£ | Microsoft At Wor
£ | Welcorne to [E7
£ | Microsoft Store

L ML LY

Internet Explorer will then display the page.

You can also access a Favorite by clicking the Favorites menu and then clicking the Favorite you want
to visit. If you have added a Favorite to the Favorites Bar, just click the Favorite to access it:

Ver. 1-1 September 2012
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7 Favorites ” Y |" http--ca.msn | @ Suggested Sites ¥

74 Add to Favorites.. * t Corpor

Favorites | Feeds | History

. Favorites Bar

. Microsoft Websites
I} MSN Websites

£ MSN Ent
£ MSN Money

& MSN Sports

& MSN

£ MSNEC News

| Websites for United States
1. Windows Live

>
p://go.microsoft.com,/fwlink/?...

Step-By-Step

In this exercise you will create and manage Favorites.

1. Open Internet Explorer.

2. Browse to www.teia.edu.au.

3. Open a new tab and visit www.microsoft.com:

m http:/fwww.microsoft.corn/en/us/default.aspx

File Edit View Favorites Tools Help -

57 Favorites | 5 & Suggested Sites ¥ @ | Get More Add-ons ¥ ’

[EE ~ | W Computer and Softskills Tr... IE Microsoft Corporation X l

Search Microsaft. com
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4, Click Favorites = Add Current Tabs to Favorites:

’ ‘ E http:/www.microsoft.com/en/us/default.aspx
Nt

File Edit View NG Tools  Help

¢ Favorites | s Add to Favorites... h{l-ons -
Add to Favorites Bar -
OO | . - :
_u |v Comput Add Current Tabs to Favorites... I} e |
| COrganize Favorites...

5. When prompted, enter “Session 3.2” as the folder name and click Add.

6. Navigate to www.google.com and search for panama canal. Click the first link:

.. (' panama canal - Goo

"" http:/fwww.google.comnsearch?q=panama+canal&rls=com.microsoftien-us&lie=UTF-88loe=UTF-88

File Edit View Favorites Tools Help

'-ﬁf Favorites | '{5 @ Suggested Sites @ | Get More Add-ons -

oo
oo

A ‘v Computer and Softskills Tr...

"l panama canal - Google... X ‘ |

Web |mages Videos Maps Mews Shopping Gmail more v

GOUS[E: panama canal Aveance

Web (¥ Show options... Results 1

Panama Canal - Wikipedia, the free encyclopedi

The Panama Canal is a 77 km (48 mi) ship canal thatjoid%}he Atlantic Ocean and the Pacific
ocean and a key conduit for international maritime trade. ...

Early efforts - Later efforts - Layout - Lock size

en.wikipedia.org/wiki/Panama_Canal - Cached - Similar

Panama Canal Authority - Official Site of the Panama Canal

The Panama Canal Authonty (ACP) is the entity of the Government of Panama established
under Title XV of the Mational Constitution with exclusive charge of ...

www.pancanal com/engfindex_html - Cached - Similar

7. When the page loads, open the Favorites Center and click Add to Favorites.
8. Save the Favorite in the Session 3.2 folder and click Add.
9. Open the Favorites Center and view the contents of the Sesion 3.2 folder.

10. Close Internet Explorer to complete this exercise.

111
Ver. 1-1 September 2012


http://www.google.com/

MS Internet Explorer

Activity 3-2

Objective

Briefing

Task

Hints

Follow-up Questions

Ver. 1-1 September 2012

To understand how to add and delete Favorites.

You have used one search engine for a long time and have found
that it is not locating information effectively for you anymore. You
want to add a Favorite for the search engines Google, Bing, and
Yahoo! Search.

Delete an old Favorite you no longer use and add three new
favorites that correspond to the new search engines.

You can delete an old Favorite by using the right-click menu. You
can also rename a Favorite by using the right-click menu.

Add some new Favorites and then delete them using the Organize
Favorites option in the Favorites menu, the right-click menu, and
the Delete key on your keyboard to familiarize yourself with their
operation.
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Session 3-3: Organizing Favorites

Renaming a Favorite
Favorites | Feeds | History

. Microsoft Websites
. Favorites Bar
. MSN Websites
‘Websites for United States
£ Get Windows Live
& | Windows Live Gallery
& | Windows Live Spag Open
Open in New Tab
Add to Favorites Bar

menu:

Create New Folder

Sort by Name
Print

Cut

Copy

Delete

Rename {h

Properties

Adding Folders to your Favorites

As time goes on, you will likely accumulate more and more
Favorites. Eventually your list of Favorites might become too long to
effectively search, so Internet Explorer gives you the option to
organize your Favorites into folders, just as you would organize your
files into folders using Windows Explorer.

For example, let's say you have made a Favorite for many different
search engines and want to put all of them into one folder:

To create a new folder, click Favorites = Organize Favorites. When
the Organize Favorites dialog box appears, click New Folder:

& Ask.com Search Engine - Better Web Search
H Lycos
Mew folder

Hew folder
Favaorites Falder

Modified:
2/16/2010 10:14 AM

S Tools

q N
Add to Favorites...

To rename a Favorite, open the Favorites Center. Right-click on the
Favorite you want to rename and click Rename from the right-click

Type a new name or description for the Favorite and press Enter.

Help

Add to Favorites Bar
Add Current Tabs to Favorites...

Organize Favorites...

Favorites Bar

Microsoft Websites

MSN Websites

Websites for United States

Windows Live

10080 &

Google

Bing

AltaVista

Yahoo! Canada

Homepage HotBot Web Search

Ask.com Search Engine - Better Web Search

Lycos

| o) o)

Hew Fnh&r& [ Move. .

Give the folder a name and press Enter.

Ver. 1-1 September 2012
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Saving Favorites into Folders
Now that your new folder is created, you can choose to directly save a Favorite into that folder.
When you choose to add a Favorite to your computer, the Add a Favorite dialog box will appear:

Add a Favorite @
Al Add a Favorite
E'/\g Add this webpage as a favorite. To access your favorites, visit the
Favarites Center.
Name: Metazearch Search Engine - search.com
Create in: 5’::3 Favarites V] ’ Mew Folder ]
5 Favorites
.y Favortes Bar :]
|11 Microsoft Websites

|, MSM Websites E—
|11 Websites for United States
|1 Windows Live

Choose a location or folder in which to save your new Favorite by using the Create in combo box.
Don’t forget you can create a new folder in Favorites by clicking New Folder.

Moving Favorites into Folders
The easiest method of adding a Favorite to a folder is to open the Favorites Center and then click and
drag a favorite on top of a folder. This will move the Favorite into that folder.

If your list of Favorites is quite large and it is impractical to click and drag a Favorite, click the Favorite
you want to move and click Move. The Browse for Folder dialog box will appear; select the destination
folder for your Favorite and click OK:

| Organize Favorites [ = |
. Favorites Bar -
. Microsoft Websites
. MSN Websites

m

. Websites for United States
. Windows Live

g — ‘search.con

V Altavista
&!Yahoo! Canada o

Video Reference Shopping Down

—
Google Browse For Folder
http:/fwww.google.ca/

Times visited: 1 Last visited: 2/16/2010 10:10 AM

Click the folder that you want to move the selected files to.

.+ Favorites
New Folder ] ’ Move... ] ’ Rename ] ’ Delet . Favorites Bar
— . Microsoft Websites
E. | MSN Websites !
. Search Engines ‘—

. Websites for United States

Popular on CBS sité . Windows Live

@ |

Make Mew Folder ] [ oK v\@, [ Cancel
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Step-By-Step

In this exercise you will categorize your Favorites.

1. Open Internet Explorer.

2. Open and pin the Favorites Center:

File Edit View Favorites Tools Help

55 @ Suggested Sites & | Get More Add-on

o4 Add to Favorites... - 42| ada, home....

L : ;
Favorites Pin the Favorites Center |

3. Visit www.google.com, www.bing.com, and www.altavista.com. Add each Web site as a

Favorite, saving it in the main Favorites folder. The Favorites Center should look like this:

'i;{;. Add to Favorntes.., - x

Favorites | Feeds | History

. Favorites Bar
. Microsoft Websites
; MSMN Websites
. Websites for United States
, Windows Live
, Lesson 3.2
"l Google
5 Bing
ZV Altavista

4. Click Favorites = Organize Favorites:

Add to Favorites...
Add to Favorites Bar
Add Current Tabs to Favorites...

Organize Favorites... %

MWhrroeof Wehcotac »

Ver. 1-1 September 2012
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5. At the bottom of the Organize Favorites dialog box, click New Folder:

-'l Google
5 Bing

Y altavista

Favorites Bar
Favaorites Folder

Modified:
2/17/2010 5:07 PM

6. Type Search Engines as the name for this folder and press Enter:

L Windows Live
. Leszon 3.2
"l Google
o) Bing
ZV Altavista
| Search Engines| |

7. Click and drag each search engine Favorite into this new folder:

. Favorites Bar
. Microsoft Websites
. MSM Websites
. Websites for United States
. Windows Live
. Lesson 3.2
o) Bing

ZV Altavista
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8. As you drag items into this new folder, the Favorites Center reflects these changes:

9. Select the Windows Live folder in the Organize Favorites dialog and click Delete:

Ver. 1-1 September 2012

F
E AltaVista - Windows Internet Explorer - ‘ . - e . » '

@ @ *® | ﬁ? http://www.altavista.com/

File Edit View Favorites Tools Help

5.7 Favorites | 55 & Suggested Sites ¥ &| Get More Add-ons ~

'525 Add to Favorites... ~ x |g}’ AltaVista

Favorites | Feeds | History

-
£ | Organize Favorites

. Favorites Bar

. Microsoft Websites

L M5N Websites

. Websites for United States
L Windows Live

M| ) Lesson3.2

. Favorites Bar

. Microsoft Websites

L MSN Websites

. Websites for United States

L Windows Live

| Search Engines | Lesson3.2
F')B'”g mee | Search Engines
=49 Google = Ein
9
’(JJAItanta .;’ Google
ZV AltaVista

. Websites for United States
& | Get Windows Live I
& | Windows Live Gallery
& | Windows Live Mail
& | Windows Live Spaces I

. Lesson 3.2

m

.. Search Engines
b Bing B

s,
'g.' Google it
a1 .

Windows Live
Favorites Folder

Modified:
9/28/2009 11:34 AM

New Folder | | Move || Rename || Qelete...g
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10. Click Yes to confirm your choice and then close Internet Explorer:

Delete Folder 3

Are you sure you want to perrmanently delete this folder? 1

Windows Live
Date created: 9/28/2009 12:34 PM

‘ Yes {}J ‘ Mo

Activity 3-3

Objective

Briefing

Task

Hints

Follow-up Questions

Ver. 1-1 September 2012

To understand the full functionality of the Favorites toolbar.

You want to make a custom folder containing a list of all search
engine URLs you have encountered thus far.

Create a new folder named Search Engines, and then click and drag
each search engine URL into this new Folder.

Remember that you can delete search engines that have changed
URLs or rename the Favorite to a more meaningful name.

Add another new folder about the topic of your choice, use a
search engine to find three interesting Web sites about that topic,
and then add the three Web sites as Favorites.
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Session 3-4: Accelerators

Accelerators allow you to streamline certain activities by simplifying common actions. For example, if
you wanted to find a location on a map, you would have to record the address, open a mapping Web
site, paste in the address, and then sort through possible matches. Accelerators let you perform this
mapping (and other actions) faster by using the right-click menu.

What are Accelerators?

Accelerators allow you to perform common browsing tasks on selected text without having to
navigate to other Web sites. They enable you to send e-mail, search mapping Web sites, translate a
word or phrase, research information, and more. Accelerators are also very easy to set up and use.

Using Accelerators

To use an Accelerator, select some text on any Web page. You will notice a faint blue icon appear
beside the selected text:

—

Canada 139 Provost
Mew Glasgow, Mova Scotia
anada, B2H 2P6
Email: zales@velsoft.com

Click this icon to see the available Accelerators:

EN

E_lﬁ Blog with Windows Live

] Map with Bing
2q Search with Google
a% Translate with Bing

All Accelerators 4

Since this is an address, let’s click the Map with Bing option. This will open a new tab and display the
map. Also note that the new tab and the original tab are color-coordinated, indicating that they are
associated:

22 ~|W Comactus 1D Map of 139 Prevost 5, I Fi v B - = # - Pager Sefetyr Took+ @+

2 —
JUSingss name or Category

Explore user-contributed places

Cam 5o 5
2 Ty F f e can
o,

2005 thog Comorsion 2005 NAVTED @410

& K == & B

evescriptVEShellApp onFeedbackLinkClicked(; @ Intemet | Protected Made: On a v ®iox -
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Getting New Accelerators
You can download and install a number of different Accelerators. To do this, select some text in a
Web page and click the Accelerator button = All Accelerators = Find More Accelerators:

i i i “ity names or postal
E Elog with Windows Live kT ) T
’ﬁ] E-mail with Windows Live
&Q Map with Bing
-;.l Search with Google

ay, Translate with Bing
All Accelerators g Blog with Windows Live

This module requires 3 current] (8 E-mail with Windows Live
account. Sign in to view your

Map with Bing

B

Sign In

7 Windows Live Hotmail Search with Bing

Brings you more. More space(d

Search with Google
and ctil free.

Search with NYTimes

@0

Sign Up Today

Translate with Bing

o

ﬁ 255eng Find More Accelerators

Manage Accelerators...
I

This module requires a curren

This will direct Internet Explorer to the Accelerator online gallery. Here, you can browse a number of
different Accelerator categories and add some different Accelerators to Internet Explorer.

Select a category on the left, browse through the category using the commands at the top, and add an
Accelerator using the Add to Internet Explorer buttons:

(@ m“’t'e'met EXPIGFEFB Joln  Signin  United States English] =

Search the Gollery i |

|.'-.1.-| ons Home Sort Byr Most Viewed - Add-on Language: English « Pagel 23 45..11 4 Pl
Optimized Browsers > Bing Maps Yahoo! Local Maps
Most Popular Map addresses using this Bing Maps Mag with the Yahoo! Maps Accelerator
Mewest Accelerator i i3 ;
Elagging b e based on 33 ratings
Boolmariks — W besedion =l g Add to Internet Explorer
Dictionaries and Reference Pemview Erasboiscd l Add to ¥ |
Ernail
Finance eBay.com Accelerator Share on Facebook
Mappang

? = Omne click and you can preview eBay “rm———— Share it on Facebook with this
Music = aeman | [temns without ever lesving the page = pmmm Accelerator
Bleves Byt 7y yoU're on. [Accelerator) E 1 573

precneem] ezl
Photas and Videos m et bl based on 63 ratings
Search sk s O : Al to Intesmet Explorer |
Shika Pwcenfratied [ pddito Internet Explorer | T
ann;

As an example, let’s add a weather Accelerator. Click the Weather category and then add the
Weather Channel Accelerator:
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Optimized Browsers
Meost Popular
MNewest

Blogging

Bookmarks

Dictionaries and Reference

| Email
| Finance

Mapping

Music

Mews

Photos and Videos
Search

Sharing

Shopping

Social Networking
Toolbars
Translation

Travel

Weather ffems

QOther

k& Weather from Bing

[ ]

< Get weather updates from Bing with this
= F

Web Slice

= E based on 29 ratings

[Tt BRBERREY [

Add to Internet Explorer ]

The Weather Channel Toolbar for IES

Get local weather and severe alerts
always in your browser PLUS 1-click
access to forecasts and maps.

[ R

based on 5 ratings

[ Add to Internet Explorer ]

timeanddate.com-World Clock Search

timeanddate.com - World Clock Search
(Search Provider)

bl b A B

based on 3 ratings

[ Add to Internet Explorer

You will be asked to confirm your choice; click Add:

The Weather Channel Accelerator
"

Get local weather instantly. (Accelerator)

Channel L based on 6 ratings
wuthar.:oc‘ [

Add to Internet Explorer ]

?

Get the latest warning messages from
the Hong Kong Observatory (Web Slice)

HKO Warnings In Force
[ P8 g e =

—

This sesnics ' prossated by FTLC

based on 0 ratings

5
Add to Internet Explorer ]

12-Hour Singapore Weather Forecast

Get the latest 12-hour weather forecast
from Singapore's Mational
Environmental Agency (NEA) (Web
Slice)

based on1 ratings

-
Add Accelerator

E Do you want to add this Accelerator?

Name: "Get Weather from weather com ®"
From: www ieaddons.com

I Destination:  www weather.com
Category: Find Accelerator

[] Make this my default provider for this Accelerator Category

! Add Di” Concel | ||

websites you trust .

C

Accelerastor names can be misleading. Only add Accelerstors from

This Accelerator is now available to use by selecting place name text and clicking the Accelerator:

IR I

Massive Attack
Bilie Holiday
John Waite

Dortnarc

bt et R ) R ot — A
EED‘N funeral Curling schedule
! @ Blog with Windows Live ngo
35 E-mail with Windows Live  JI0de3U
&9 Map with Bing
lg" Search with Google
} El}, Translate with Bing cn
b All Accelerators @
low Pages ™ Travel =
eers & Johs Weather | =
wsletters Haroscope
idows Live Photos Games .
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Blog with Windows Live
E-mail with Windows Live

ﬁ Get Weather from weather.c%n B
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A new tab will appear and provide weather details from the Accelerator source:

United States (English) - Local weather in 1-click | Put weather on my desktop Customize weather.com | Sign In
—— —~-

® @ Local weather @) Site @ Web povered by GO '3"““
The — - -
Weather Enter ZIP, City or Place (e.g. Disney World) S -
Channel Bringing weather to life
weather.com Maps | Video | Photos | World | Mobile | Alerts

- e

Home Weather News Travel Diriving Health Home & Family Sports Cutdoor Activities Climate & Green on TV

'

Your Search: Washington

Cities | Airports | Golf Courses Ski Resorts | Sports Teams Recreation Areas
State: United States > Washington

Cities , result 1 - 10 of 49
1. Seattle, Washington, United States Tiempe en espafiol

¥ Get the ski forecast

Yesterday | Current | Tomorrow | Weekend | 10 Day | Month | Hourly | Averages and Records | Detailed View | Radar Map
Local Video | Regional Video | Rush Hour - Live Traffic

Forecasts for Places of Interest in Seattle, WA:

Airports
flight status & delays | weather for your trip

Interstates:
15 | 190 | Live Traffic

Managing Accelerators

Internet Explorer lets you keep track of your Accelerators with the Manage Accelerators option. To

change settings, select some text and click the Accelerators button = All Accelerators = Manage

Accelerators:

Jity names or postal

Blog with Windows Live ‘ress the Go button.

E-mail with Windows Live

Map with Bing
Search with Google

Translate with Bing

All Accelerators

Blog with Windows Live

G Gl

This module reguires a current E-mail with Windows Live

account. Sign in to view your

Sign In Get Weather from weather.com ®

&2 Windows Live Hotmail Map with Bing

Brings you more. Maore space(s
and sftill free. Search with Bing
Search with Google

Search with MY Times

Sign Up Today

aul K

vlesse a}h Translate with Bing
This module requires a current] Find Maore Accelerators
Messenger account. Sign in to

Manage Accelerators.., h
| "

MSM.
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This will open the Manage Add-ons dialog with the Accelerators item already selected on the left:

- ™
Manage Add-cns M

View and manage your Internet Explorer add-ons

Add-on Types MNarmne Address Category il
@& Toolbars and Extensions Blog =
O Search Provid @Blog with Windows Live live.com Blog
4 Search Providers i
Email
@Accelerators = o ) . . .
=P E-mail with Windows Live live.com Ernail 1
5 InPrivate Filtering |
Map =~
< | i 3

Select the accelerator you want to view or change.

Select an Accelerator, such as the Blog with Windows Live item. You will see the following general set
of commands appear:

Add-on Types MName Address Category il
& Toolbars and Extensions Blog ‘E
) ) =F Blog with Windows Live live.com Bleg
4 Search Providers
Email
@Acceleratcrs = o _ ) ) .
[FE-mail with Windows Live live.com Email
#5 InPrivate Filtering )
Find B
4| [T | 3
Blog with Windows Live
Status: Default Horme page: http://spaces.live.com/
Available on: Document, Selection, Link Installed from: http://go.microsoft.com/fwlink/?LinkID=99193
(Category: Blog change
Remove as default l l Disable l l Remove ]

Find More Accelerators...
Learn more about Accelerators
Let’s go over each heading:

Status This indicates if the Accelerator came with Internet Explorer (marked as
Default) or if you downloaded it from the Accelerator gallery (marked as
Enabled or Disabled).

Available on This indicates what type of information the particular Accelerator can be
used with. Since you can blog about anything, this particular Accelerator
is available for use with most content types.

Category Each Accelerator is associated with a category. This allows you to choose
from several different Accelerators to do the same thing, such as blog
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Home page

Installed from

about a topic or e-mail information to someone. If you click the change
link, you can make your own Accelerator category, such as “Frequently
Used.”

This link will take you to the home page of the Accelerator service. In our
blog example, click this link to show the Web page of Windows Live
Spaces, Microsoft’s blogging service.

This link will take you to the Web page where you will find this particular
Accelerator. In this example (and with most Accelerators) you will be
taken to the Accelerator gallery.

Underneath these headings, there are three buttons:

Remove as
default

Disable

Remove

Ver. 1-1 September 2012

This will change the Accelerator’s status from Default to Enabled. Default
Accelerators will always be available when you click the Accelerator
button after selecting text. Enabled (non-Default) Accelerators are
available under the All Accelerators link.

Click this button to remove the Accelerator from active use. If you select
a disabled Accelerator, you can enable it by clicking the Enable button.

This link will remove the Accelerator from your computer. You will need
to download it again from the Accelerator gallery to get it back.

124



MS Internet Explorer

Step-By-Step

In this exercise you will practice downloading and using Accelerators.

1. Open Internet Explorer.

2. Click Get More Add-ons = Find more...:

File Edit View Favorites Tools Help

o7 Favorites | 9 @ Suggested Sites ¥ | @ Get More Add-ons

%" MSN Canada - The all-new MSM Canad:

Hulu

Are You Looking For a Used Car?

1S hulu

Canada ¥| Francais

Watch your favorites,
Anytime, For free,

Autos Entertainment HNews

Canuck sledder gnlden' Find more in the Internet Explorer Add-ons Gallery

CTV: Canada's Jon Montgomery I
blazes to gold in men's skeleton & +3 http://www.ieaddons.com/en/iefslice/Default.a
3. Click the Dictionaries and Reference link on the left:
Intemet Explorers
Add-ons Gallery
Find add-ons that enable you to personalize Internet Explorer instantly.
Optimized Browsers Featured Content
Most Popular o
Newest 8 Amazon Gold Box Deals
Blogging
Bookmarks i ¥ Deal of the Day
Dictionaries and Reference
Toshiba 32.Inch 1080p LCD
Email HOTV
Finance This Toshiba 32RV525R 32-Inch
HOTV combines a 1080p Full
Mapping B oo o
125
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4. Click the Add to Internet Explorer button underneath Define with Bing:

@ Internet Explorer.g Join Sign In United States (English) =

|Search the Gallery P |

Add-ons Gallery: Dictionaries and Reference

Add-ons Home Sort By: Most Viewed « Add-on Language: English Pagel 2 4 P
Optimized Browsers Wikipedia Visual Search 5 Define with Bing
Mest Popular Get visual search suggestions from e '™ Define words or phrases with Bin
99 p! 9
Mewest Wikipedia (Search Provider) (Accelerator)
Blogging U el e A U el e A
Bookmarks based on 82 ratings based on 21 ratings

. . P Add to Internet Explorer
Dictionaries and Reference \isusl Search [ ] Preview Enabled

[ Add to Internet Explorer Q

Email

5. When prompted, click the checkbox to make this a default Accelerator and then click Add:

a 5 - - h'
Add Accelerator e u

E Do you want to add this Accelerator?

Mame: "Define with Bing”
From: www_ieaddons_ com
Destination:  www live.com
Category: Define Accelerator

Malkce this my default provider for this Accelerstor Category I
|
| Add 4 | Cancel
L
I |" Accelerator names can be misleading. Only add Accelerators from
websites you trust,
| _ — J
6. Return to you home page and select a word. Click the Accelerator icon and point to Define
with Bing:
* Free video & picture chat feel-good food: We've got * New [
e Massenger makes it easy stew reci o soothe the soul * Daap
* Chat, share, face to face * Delicio e
& From virbualy ameecheral * 9hea Blog with Windows Live o

Define with Bing

E-rmail with Windows Live

biNng
define Ultimate [;J

encarta answers

Map with Bing

Search with Google

& B 0E

- final: coming or attained at the end of a series of Translate with Bing

stages, and often constituting the culmination of All Accelerators v I

something - greatest: greatest, most nearly perfect, or
highest in guality - fundamental: existing as an
underlying reality. when all other things are
disregarded - farthest away: outermost or most remote

web =

Ultimate (sport) - Wikipedia, the free encyclopedia
Ultimate (also called ultimate frisbee) is a limited-

U U PR SO S b o

[ Sace
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7. Select a place name or address on your home page. (If you can’t find any place names or
addresses, visit a news Web site such as www.cnn.com or www.bbc.co.uk.) Click the
Accelerator icon and point to Map with Bing:

ORI IR I A e IR Y L A e e e e DR P ey

ETaliban Pakistan Cheryl Bernard Hilary Duff
& Blog with Windows Live rick Chan Guns N' Roses
k> Define with Bing
5 E-mail with Windows Live
|@ Map with Bing . |.E\[ ar
l:',' Search with Gauglig L
ag, Translate with Bing "
All Accelerators LY
8  Mewsletters Horo: sanﬂagoﬁl
windows Live Photos Game J" “"d";:" Cebers
Vhiimd monee | hom Bdakiln hli—rm % Do" -
]

Sierra de
B, = 5 Bahdruca
’ B
i, A,

'RHD E2010fA7E

Bing Maps Map Directions

8. Click the Map with Bing option or click the Map link underneath the small map. This will open
a new tab and show an interactive map:

Direcions - Save - Send

Explore user-contnbuted places

9. Add one more Accelerator of your choice and experiment with its use. Close Internet Explorer
to complete this exercise.
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Activity 3-4

Objective To understand how to manage Accelerators.

Briefing Your job requires you to be on the road a lot, and your friend has
told you that Accelerators can make your browsing experience
easier.

Task Browse the Add-ons Gallery and install five Accelerators you think

might help someone who does a lot of business traveling with a
laptop and a mobile high-speed Internet connection.

Hints Consider weather, mapping, where to eat, etc.

Follow-up Questions Group all of the Accelerators into the same category named
“Work.” At the end of the day, what Accelerators might help
someone unwind and have fun?

Session 3-5: Web Slices

Web slices let you keep track of specific information on a Web site, such as weather, sports scores,
auction items, etc., without having to repeatedly visit different Web sites. In this session you will learn
all about Web Slices.

What are Web Slices?

Web Slices are a way for you to keep an eye on several different pieces of information at once. They
work similarly to RSS feeds (which we will explore later): whenever new information becomes
available for a particular Web slice, you are notified and have quick access to that particular Web
page.

However, Web Slices are only available on certain Web sites, having been programmed in by the site
designer or administrator.
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Getting your Slice of the Web
You can tell when you are on a Web page that uses Web Slices when the following icon appears in the

Command Bar:

o v [] o= v Page~v Safetyv Tools~+ @~ }}

Bing Bar | Windows Live | Espariol -

I T =

When the Web Slices command appears, take a moment to move your mouse around the Web page
to see what information the Web slice will provide. In this case, the latest features on MSN.com are
available via Web Slice, as denoted by the green symbol and box:

Changes Coming « | -
to Your Credit 3
. Card Bill i

New, clearer gtaterne_ntg;:' T
will put bad news up front,
which isa good thing

& Plus: 5 credit card moves to make now

< Previous () Mext =

You can now click the green icon beside the actual content or click the Web Slices command to add
this content to your collection of Web Slices. When the confirmation dialog appears, click Add to

Favorites Bar:

Internet Explorer M

I Add a Web Slice
(Get updated Web Slice content from this webpage and view it from

your Favorites bar.

MName: MS5NM.com Slideshow
From: http:A/www msn.com. Fst=1

What are Web Slices? [ Add to Favorites Bar [ Cancel ]
L

Your computer will periodically check online for updates to subscribed feeds,
even when Intemet Explarer is not running.

129

Ver. 1-1 September 2012



MS Internet Explorer

Using Web Slices
Once you have signed up for a Web Slice, the slice will be visible on your Favorites Bar. This item will
alert you if any new content appears by turning bold, like this:

I‘q MSN.com Slideshow v| & Suggested Sites

Click this command to see the new content:

| ¢ MSN.com Slideshow ﬂsé Suggested Sites v 2| Get

# Find a job by sa
= Bing: Jobs with

< Previous

3 44 http://www.msn.com,rss/ie8_slideshow.aspx

As you can see, the content from the Web Slice opens in its own mini browser window. Click the
arrow button (bottom left-hand corner) to visit the Web site that contains the Web Slice content.
Click the Refresh button (beside the arrow) to load the latest content for this Web Slice.

Finding More Web Slices
Microsoft provides a directory that lists Web Slice content from partners.

Open the Add-ons Gallery by visiting http://www.ieaddons.com, or by clicking the Accelerator button
- All Accelerators = Find More Accelerators. You can also click Find More Accelerators in the
Manage Add-ons dialog or by clicking Get More Add-ons in the Favorites Bar.

Browse the Web site for a topic you might be interested, such as Shopping. Each item in the Add-on
Gallery is defined in the item description. For example, if you use the auction Web site eBay.com, you
can install a Web Slice for this particular service:

Music

eBay.com Accelerator Get the latest eBay.com Daily Deals
News
B B One click and you can preview eBay -t Brand new products with massive
Photos and Videos e iterns without ever leaving the page : v savings, daily (Web Slice}
Search 237284 you're on. (Accelerator) . - \
Sharing 5 = W W W W o Ml s | paced ong ratings
E‘f_ based on 36 ratings eh

.‘_

Social Netwarking

[ Add to Internet Explorer
Preview Enabled [ Add to Internet Explorer

Toalbars
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You need to confirm your choice:

F ™y
Internet Explorer u

Add a Web Slice
Get updated Web Slice content from this webpage and view it from

your Favorites bar.

MName: Get the latest eBay.com Daily Deals
From: http://ied ebay com/webslice /dailvdeals./ 7s=0

What are Web Slices? [ Add to Favortes Bar [ Cancel

T — ——— — —

With the Web Slice added, click the option in the Favorites Bar to see the latest content from this
provider:

£ eBay Daily Deal ~ | %" MSN.com Slideshow ~ & Suggested Sites ~

Step-By-Step

In this exercise you will practice downloading and using Web Slices.

1. Open Internet Explorer.

2. Visit www.ieaddons.com:

€ B  EYTT—— fen/
_*(_-_ s p:/fwoww.ieaddons.com/en;

File Edit View Favorites Tools Help

¢ Favorites | 9 @ Suggested Sites v g | Get More Add-ons ¥

&2 Add-ons Gallery

V7= Vs _
Le Internet Explorer&

Add-ons Gallery

‘ Find add-ons that enable you to personalize Internet Explorer instantly.
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3. Click the Photos and Videos link on the left:

Music

Mews

Photos anclbﬁdeifﬁ
Search

sharing
4, Click the Add button underneath Most Twittered Videos:

Most Twittered Videos

s p s Watch the videos that everyone is

e R B

1 - sharing on Twitter, (Wek Slice)

based on 5 ratings

[ Add to Internet Explorer L\LJ

5. When prompted, click Add to Favorites Bar:

-
Internet Explorer —_——— ﬁ

Add a Web Slice
Get updated Web Slice content from this webpage and view i from

your Favorites bar.

Mame: Most Twittered Videos

From: http -/ Awrvew truveo com/widgets/mosttwitteredslice php
What are Web Slices? [ Add to Favorites BartL ’ Cancel ] |

—_— oy

6. Hover your mouse over the new Web Slice. The text that appears (called a Screen Tip) shows
you the title, source Web page, and last update:

[#] Most Twittered Videos - € Suggested Sites ¥ & | Get More Add-ons =

wos - Add-ons Gallery ﬁﬂnstTwittered Videos
http:/fwww.truveo.com/widgets/mosttwitteredslice.phpfcontainer

| Updated Today, February 20, 2010, 11:14 AM
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7. Click this Web Slice and click one of the videos:

| (%] Most Tuittered Videos + | & Suggested Sites v 2] Get

Most Twittered Videos: Mow -

—

Justin Bieber - Baby Michael Jadson The Terence Koh Show -
ft. Ludaois Way You Make Me 88 Pearls

We Are The World 25

Raptor Devouts
For Haiti - Official Cheerleader

1 2 » powsred by TRUVEQ

& +r http:/fwww.truveo.com,/'widgets/mosttwittered:

8. The video will appear in a new tab:

it View Favesites Tools  Help
Jg Favortes | o [B] Most Twittered Videos = @8 Suggested Sites » & Get Mare Add-ons =

5 = | € Photos and Videos - Add-... ] Raptor Devours Cheere_ x £ - B -0 % v Pagev Sefety~ Took~ @+
Hiwrm | TV Shows: | Mowt Tmitimma Faginsies | Login | My Sestings | Sickal Sie Bl | Heic
News Sports Music TV Shows
TRUVEO I SEARCH lu

TRUVED > Sports > YouTube > Raptor Devours Cheerieader b

ADTECH

Streamline

- HERE: THE HUMAH CHAIN

@ Internet | Protected Mode: On fg v WK -

9. Install another Web Slice from the Add-ons Gallery and experiment with its content.

10. Close Internet Explorer to complete this exercise.

Ver. 1-1 September 2012
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Activity 3-5

Objective

Briefing

Task

Hints

Follow-up Questions

On-Line Test

To understand how to use different Web Slices.

Your job requires you to be on the road a lot, and your friend has
told you that you might find Web Slices to be a good source of
information while on the road.

Browse the Add-ons Gallery and install three Web Slices you think
might help someone who does a lot of business traveling with a
laptop and a mobile high-speed Internet connection.

Consider business news, translation services, etc.

At the end of the day, what Web Slices might help someone unwind
and have fun?

You could try and do the first on-line quiz for Internet Explorer.

Ask your teacher for the way to access this activity.

Ver. 1-1 September 2012
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Chapter 4: Security

In this chapter you will learn how to:

Recognize some key terms that relate to the safety of your computer on the Internet,
including secure vs. non-secure sites, encryption, digital signatures, and cookies
Understand how the browser cache works

Understand how to disable or enable images

Recognize some of the characteristics of a potentially harmful e-mail, Web site, or file
Enter passwords

Fill out forms

Use the Password Manager

Recognize CAPTCHA text

Use the pop-up blocker, Information Bar, and phishing filter

Use InPrivate browsing and InPrivate Filtering

Manage add-ons

Help keep yourself protected from viruses, spyware, and spam

Understand the concept of a firewall

Import and export Favorites and cookies

Ver. 1-1 September 2012
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Session 4-1: Secure Sites

There is much concern these days about computer and personal security on the Internet. It seems
that with every new security measure, malicious users (who cause system crashes and attempt to
steal information) find some way to get around it.

Identity theft, credit card fraud, and more are all concerns when using the Internet if you do your
banking online, make online purchases, or whenever you transmit information over the Internet. The
scope of this problem is understandably intimidating for the average computer user. Fortunately,
there are some relatively easy steps you can take to help protect yourself. In this chapter we will
explore matters of computer security.

Secure vs. Non-Secure Sites

There are lots of Web sites out there that deal with personal or sensitive information. These include
banking Web sites, sites where you can make purchases electronically, and Web-based e-mail such as
Windows Live Mail. These Web sites are called "secure" because they follow specific communication
methods (called protocols) that keep personal information as secure as possible during transmission.
Internet Explorer has the ability to use and understand these protocols, therefore letting you bank or
make purchases online.

To verify a Web site's authenticity, these secure Web sites forward a security certificate to your
computer. You can think of a security certificate as a passport that contains information about the
Web site. The certificate will also contain some form of unique security device that is next to
impossible to duplicate, just like a hologram embedded into a passport photo. When Internet Explorer
detects that you are about to enter a secure Web site, you may be prompted to verify that you will
accept the security certificate. If you accept, Internet Explorer will verify the security certificate of the
Web site you are visiting and you may proceed to use your personal information.

Some Web sites really have no need for a security certificate, like the Web site we used to get a
chicken soup recipe. But consider the following scenario. Imagine that the recipe Web site has a
cookbook for sale that you can buy using your credit card. You click on the hyperlink to purchase the
book when suddenly Internet Explorer tells you it could not find or could not verify a security
certificate on this Web site. It might not be safe to proceed with the transaction at this time because
the recipe Web site might not have anything to do with cooking at all. If you ordered the cookbook, all
you might get in the mail is a huge credit card bill!

About Encryption

The term "encryption" is used to describe a method of locking down a piece of data, like putting a
padlock on a door. Once data is encrypted, you need a key to unlock the data, just like you would
have to unlock the door. Let's continue with our chicken soup example.

Imagine that the Web site where you want to purchase the cookbook contains a valid security
certificate. When you proceed to the Web site "checkout" to pay for your cookbook, the Web site
sends encryption data to your computer. Internet Explorer has the ability to use this encryption data

as a special method of protecting your name, mailing address, and credit card number. When you
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make the purchase, your personal data is locked away in an encrypted file that is sent to the Web site.
Once the file is received, the Web site uses its key to unlock the data and process your transaction.

If any malicious user intercepts the data while it is transmitted, all they will see is a garbled mess that
doesn’t mean anything. They would need the encryption key to unlock the data.

About Digital Signatures

Web sites that provide a security certificate must too provide a digital signature. A digital signature is
the “unique” part of a security certificate, just like your signature is the unique part of your passport.
No two computers have the same digital signature.

About Cookies

A cookie is a file created by a Web site to store information on your computer relevant to that Web
site. A cookie can also be used to store personal information like your name, address, e-mail, or
phone number. However a cookie can only store information that you specifically give it.

For example, a Web site you use to make a purchase has no idea what your mailing address is until
you specifically provide it. The Web site has no other method of extracting information from your
computer, and once a cookie is saved on your computer, only the Web site that put it there can use
the information in the cookie.

If you revisit the Web site later, the Web site will recognize your cookie and automatically display your
name or username.

About the Browser Cache

When you visit a Web site, Internet Explorer keeps a copy of the Web site data on your computer for
easy access at a later time. This includes information for ALL Web sites you visit, including banking and
purchasing Web sites. A malicious user somewhere might be able to steal the information saved on
your computer and decode personal information like your name, address, credit card, or bank
account information.

Clearing your browser cache after every visit to a banking Web site or online store will prevent
anyone from stealing this information. We will explore methods of clearing your personal data later in
this manual.

To Display or Not to Display Images

Internet Explorer gives you the flexibility to disable images, video, and other multimedia content. This
won’t make the Web page look very nice, but it will make Internet Explorer display Web pages faster,
particularly if you are connected via a slow dial-up connection or via a cellular telephone link where
every kilobyte of data costs money.
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To disable image, video and multimedia content, click Tools = Internet Options and click the
Advanced tab. Scroll about halfway down the list until you see the Multimedia heading. Here, you can
check or uncheck the options that you wish to show or hide:

Internet Options l T S

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

Settings

Send UTF-8 URLs -~

Show Information Bar for encoded addresses

Use IUTF-2 for mailto links
< Multmedia

[T Always use ClearType for HTML* |

Enable automatic image resizing
Play animations in webpages™®
Play sounds in webpages
[ show image download placeholders
Show pictures
Smart image dithering
= Printing
[ Print backaround colors and images
{2 Search from the Address bar S

m

“ m 3
*Takes effect after you restart Internet Explorer |

Restore advanced settings
Reset Internet Explorer settings
Resets Internet Explorer's settings to their default l
condition, -

‘fou should only use this if your browser is in an unusable state.

Step-By-Step

In this exercise you will explore some of the security options and features of Internet Explorer.

1. Open Internet Explorer.

2. Click Tools = Internet Options:
Help

Delete Browsing History... Ctrl+Shift+Del
InPrivate Browsing Ctrl+Shift+P
Diagnose Connection Problems...

Reopen Last Browsing Session

InPrivate Filtering Ctrl+Shift+F
InPrivate Filtering Settings

Pop-up Blocker r
SmartScreen Filter 3
Manage Add-ons

Compatibility View

Compatibility View Settings

Subscribe to this Feed...

Feed Discovery r

Windows Update
Developer Tools F12

Internet Options I/\\)
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3. When the Internet Options dialog appears, click the Security tab:

- B
Internet Options m

General |Se::|..|ri1:5-'h| Privacy | Content I Connections | Programs | Advan::ed|

| Haome page
l/’ To create home page tabs, type each address on its own line,
& |

I [ Use current H IUse default ” Usze blank ] I

4. Under the heading Security for this zone, drag the slider to the lowest setting:

Security level for this zone
Allowed levels for this zone: Medium to High

Medium

- Prompts before downloading potentially unsafe
content
- Unsigned ActiveX controls will not be downloaded

Enable Protected Mode (requires restarting Internet Explorer)

[ Custom level... H Default level ]

5. Now click the Privacy tab. Adjust the slider to Low and make sure the Pop-up Blocker is
enabled:

ra ™y
Internet Options M
General I Security | Privacy | Content I Connections | Programs | Advancedl

I Settings I
:ﬂ: Select a setting for the Internet zone,

Low

privacy policy
- Restricts third-party cookies that save information that
can be used to contact you without your implicit consent

I - Blocks third-party cookies that do not have a compact |

=

I &
|

[ Sites ] [ Import ] [ Adwvanced l [ Default l
Pop-up Blocker
Prevent most pop-up windows from
appearing.

Turn on Pop-up Blocker ‘_
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6. Click the Advanced tab and scroll about halfway down the list of options until you see the

Multimedia Chapter:

- B
Internet Options M

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

I Settings

Use UTF-8 for mailto links
i Multimedia
[] Always use ClearType for HTML®
Enable automatic image resizing
I Play animations in webpages™

Play sounds in webpages
[] Show image download placeholders

1 Show pictures
Smart image dithering
g%g Printing
[ Print background colors and images

7. Uncheck the Show pictures checkbox and click OK:

Ver. 1-1 September 2012

m, |

i '
Internet Options @Ig

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

I Settings

Use UTF-8 for mailto links
<l Multimedia
[[] Always use ClearType for HTML®
Enable automatic image resizing
Play animations in webpages™
I Play sounds in webpages
[7] show image download placeholders
' @ 5o pcures]
Smart image dithering
r;%g Printing
[7] Print background colors and images
1;_/ Search from the Address bar
() Do not submit unknown addresses to your auto-search pn

@ Just display the results in the main window
'y 1 | b

m. |

-

*Takes effect after you restart Internet Explarer

[ Restore advanced settings l

Reset Internet Explorer settings

You should only use this if your browser is in an unusable state.

Resets Internet Explorer's settings to their default
condition.

|
E [ ok ) [l | [ ey ]|
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8. Refresh your home page. How does it look?

B Hoimai
ﬂ big
anacy Only Top Searches Masdal court | Figure skating | Yellow Pages

Mutos  Entertamment  Mews  Lifestyle Money Muosic Shop Sports Tech Trawel Video  Weather More Sh:rrlln

Latest Bows

Canuck sledder golden!
CTV. Canada's Jon Montgomeny
biazes o gold in men's skedatan

Canuds's Dowgias DO NON ChuRion [ach

QuickTax i,

FREE Ondine Enlitian

The EASY way to your

FREE guaranteed
maximum refund

Fuepare & e

Canadas &1 best-sall x software

Catch up on the stones that made

headines this week... Mare

Tiger the pitchman not out of the Weather " ¥ ﬂ
woods vet |

4 BEeen  Execies myths busted!

o
Get local forecasts by entering dty names or postal |
i

Mare on M5H cockes inbo the Aeld below and press the Go button
Leprosy casa hits Olympic
pakca ship

% Koy Koy guesbons o ask your : " |
J'e'u_]lEES. mn repbce fance 1

gues  pariner every year

9. Open the Internet Options dialog again and set all options back to their defaults.

10. Close Internet Explorer.

Activity 4-1

Objective

Briefing

Task

Hints

Follow-up Questions

Ver. 1-1 September 2012

To understand how a secure Web site works.

Your friends want you to sign up for a free Windows Live Mail
address. This will allow you to have an e-mail address you can
access from anywhere in the world. As this site is a secure site, you
will encounter some of the security settings.

Go to http://mail.live.com and follow the instructions to create a
new Windows Live Mail account.

Windows Live Mail is a free service. You don’t have to use your real
name or mailing address, but you will need to enter your date of
birth.

If you get stuck during the sign-up process, just click one of the
many help hyperlinks in the Web site.

Be sure to keep your user name and password in a safe place as we
will use this account in upcoming Chapters.
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Session 4-2: Accessing Protected Sites

In this session you will explore some of the features that secure Web sites employ and ways to enter
information about you into Internet Explorer.

Entering Passwords

Let's continue with the recipe Web site concept and explore the details of passwords. For example,
consider that the Web site where you purchased the cookbook now has a new title that you would
like to purchase. Nearly every online store now requires you to create a client account that keeps
information about you as a cookie on your computer. When you visit the Web site again to make the
purchase, you will likely see your name or identification number appear somewhere, thanks to the
cookie. However, you may still have to confirm your identity by entering a password, created when
you first purchased something through this Web site.

Logging into a site is the same for most Web sites. Click inside the username field and type your
username. Then click inside the password field and type your password, and press Enter or click Log
In. Consider the sign-in page for Windows Live Mail, a Web-based e-mail client:

Sign in

.LJ Windows Live ID: billgates@hotmail.com
(example555@hotmail.com)

Pazsword: sessssess

Forgot your password?

¥ | Remember me on this computer (7]

Remember my password (7]

Use enhanced security

Notice how the password is hidden by dots. This prevents anyone who is looking over your shoulder
from seeing your password.

Filling Out Forms

To enter Web information more easily, Internet Explorer features an AutoComplete option. It keeps
frequently used items of information like a username, e-mail address, or phone number locked away
in an encrypted file on your computer. It can also contain a certain search engine query or stock
information. When you visit a Web site that requires you to enter personal information, the
AutoComplete function can fill in the fields it recognizes for you.

To use AutoComplete, simply click in the field where you want to enter data and type the first few
letters. If the data you are typing has been entered before, AutoComplete will recognize the text. A
window will appear asking if you want AutoComplete to fill in this form based on the matches it has

142
Ver. 1-1 September 2012



MS Internet Explorer

found. Web sites cannot gain access to the information stored and used by the AutoComplete
function until you explicitly enter the information into the Web site text fields.

About Password Manager

Internet Explorer's AutoComplete feature also includes a Password Manager that lets you save
passwords used to enter certain secure Web sites, like Web-based e-mail. Passwords saved in
Password Manager are retrieved only when you explicitly give Password Manager permission to do
so:

AutcComplete Passwords I&

Do you want Intemet Explorer to remember this
password ?

Intemet Explorer can remember this password so you dont
have to type it again the next time you visit this page

[] Dont offer to remember ary more passwords

Leam sbout AutoComplete Yes ] | MNa |
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CAPTCHA

If you have signed up to be a new customer at an online store or sign in to some other form of Web
site that deals with personal information, you might have seen something like the following that you
had to type into a text box in order to proceed:

SIlcee’ i felloWiy  coding
Moph an3 Wl

(Images via Wikipedia: http://en.wikipedia.org/wiki/CAPTCHA)

These garbled, sometimes random collections of characters are referred to as CAPTCHA: Completely
Automated Public Turing test to tell Computers and Humans Apart.

In order to access the restricted area, you will have to enter the characters shown into a text box. It
might seem like a silly skill testing question, but it serves a very good purpose. This ensures that you
are indeed a human, and not an automated computer program that reads these characters and gains
access to restricted areas.

Computer text recognition programs (called OCR, Optical Character Recognition) have been around
for years, but they only work well on straight, no-frills text. Humans have the ability to apply a type of
abstract logic and make out the various characters, even though they may be twisted or otherwise
modified from their “normal” form.

For example, look at the word “following” above. We are able to read it because the letters form the
correct shape of the word “following,” plus we can look past the line that has been drawn through the
word.

However, consider that word from a computer’s purely logical point of view. The word itself is not
written in a straight line and there is a line drawn through it. If the computer was able to pick that out
as a word, the OCR software would probably fail to read each character individually. Even if the
computer was able to sort out the nine individual characters that make up the word, some of the
characters don’t match with known letters of the English alphabet, particularly the “0” and “i.”
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Step-By-Step

In this exercise you will fill in a password and learn about some cookie settings.

1. Open Internet Explorer.

2. Visit http://mail.live.com:

£7 Windows Live

One Windows Live ID gets you ints Hotmail, Messenger, Xbox LIVE — and other places you s=e 3

Hotmail Sign in

{I]-I Powerful Microsoft tachnology helps fight spam and improve

sacurity. :? Windows Live ID: |

(example555@hotmail.com)
I Get all your e-mail accounts, calendars, and contacts in one
place - aven if you use other e-mail services. Password:

| New! Chat from your inbox, see what's new with friends, and Forgot your password?
get 5 GB storage that grows when you need it.

Remember me on this computer (7]
Learn more
[F] Remember my password (7]

Don't have a Windows Live ID? —

More about Windows Live ID

Use enhanced security

3. Enter your username and password. Click Sign In:
Sign in

::? Windows Live ID: velsoft_ie8@hotmail.com
{example555@hotmail.com)

Password: ssssssss

Forgot your password?

Remember me on this computer (7]

[ remember my password (7]

Use enhanced security
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4. This Web site stores a cookie on your computer. Click the small sign out option under your
user name:

Search the web : } Ead Somer
3 t

sign

L'?-Messengerr Options » @'

Search your e-mail b |

5. Click Tools = Delete Browsing History:

Help
Delete Browsing History... L} Ctrl+Shift+Del
InPrivate Browsing Ctrl+5hift+P

6. Delete all browsing history. Do this by making sure you check every box except the top one.
Click Delete:

B

Delete Browsing History

["] Preserve Favorites website data

Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

Temporary Internet files
Copies of webpages, images, and media that are saved for faster
l viewing.

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

History
List of websites you have visited.

Form data
Saved information that you have typed into forms.

Passwords
Saved passwords that are automatically filed in when you sign in
to & website you've previously visited.

InPrivate Filtering data

Saved data used by InPrivate Filtering to detect where websites may
be automatically sharing details about your visit.

It will take a moment to remove everything:

= Delete Browsing Hista =

Please wait while the browsir!is;)ry is

Deleting history...

Cancel
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7. Visit http://mail.live.com again. Click Tools = Internet Options = Privacy tab. Drag the slider

all the way to the top and then click OK:

-

Internet Options I. P
| General I Security | Privacy |Content | Connections | Programs | Advancedl
Settings

¢-= Select a setting for the Internet zone.

&>

— Block All Cookies
- Blocks all cookies from all websites
- Cookies that are already on this computer cannot be read
by websites

8. Retype your username and password and click Sign in — you shouldn’t be able to go anywhere!

<) WindowsLive' ID

Cookies must be allowed
Your browser is currently set to block cookies. Your browser must allow cookies before vou can use Windows Live 1D,

Cookies are small text files stored on your computer that tell Windows Live ID sites and services when you're signed in.
To learn how to allow cookies, see online help in your web browser.

9. Click Tools = Internet Options = Privacy and reset the slider to Medium. Close Internet
Explorer to complete this exercise.

Activity 4-2

Objective

Briefing

Task

Hints

Follow-up Questions

Ver. 1-1 September 2012

To understand how to sign into a secure Web site.

Using your new Windows Live Mail account, send an e-mail to a
friend or classmate telling them about your new e-mail address.

Navigate to http://mail.live.com and enter the username and
password you specified when you signed up for your account. Click
the Sign In button.

If you forget your password, click the Forgot Your Password
hyperlink underneath the password text field.

You may see some security warnings and alerts when you first sign-
in. Make sure you read these warnings to learn why they have
appeared.
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Session 4-3: Security Features

Internet Explorer is designed to help keep you and your data safe by employing a number of different
security features. In this session you will explore some of these features.

About the Information Bar

The Information Bar appears when Internet Explorer has performed some action that has interrupted
your Web browsing. This might happen when a pop-up window has been blocked, if you are
downloading a file, or if Internet Explorer needs to download some additional third-party software in
order to view special content.

For example, if a third party piece of software (called a plug-in, more on these later) is required to
properly view all content on a Web page, the Information Bar alerts you telling you that there is a
potential security risk in downloading this plug-in.

The Information Bar is a standard feature under the default security settings in Internet Explorer. The
first time the information bar appears, you will see a dialog with a bit more information:

Information Bar &J

i Did you notice the Information Bar?
The Information Bar alerts you to security-related conditions
ffor example, f a potentially unsafe file or pop-up was just

blocked).  a webpage does not display propery, look for the
Information Bar at the top of the page and click it.

[] Dont show this message again

Leam about the Information Bar

It is possible to turn off the Information Bar, but you must do so for each type of possibly dangerous
file as you encounter them on the Internet.

The Information Bar will appear under the tabs at the top of the window. Click the Information Bar for
more details or to perform the action that was blocked:

| & Thank you for downloading AVG Anti-V ee Edition from Download.com - Windows Internet Explore

t_ e | k4 http://download.cnet.com/3001-2239_4-10320142 html?s

File Edit View Favorites Tools Help

77 Favorites | 5 (@ Suggested Sites * & | Get More Add-ons =

| Thank you for downloading AVG Anti-Virus Free .., M- B~ 5?3 v Page~v Safety v Tools~ '@"

Liu To help protect your security, Internet Explorer blocked this site from downleading files to your computer. Click here for options...
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lick here for options... L} Download File..

What's the Risk?

uper-secret features in Vine

Information Bar Help

About the Pop-Up Blocker

A pop-up window is a window that appears when you browse to certain Web sites. Most of the time a
pop-up window is used for advertising, and sometimes pop-up windows are disguised to look like an
error message in Windows to lure you into clicking on the window.

The majority of pop-up windows are not important (and mostly just annoying) but sometimes pop-up
windows are useful. For example, if you purchase concert tickets through a secure Web site, a pop-up
window may appear showing you where your seat is inside the concert hall.

If a pop-up has been blocked, you will see the following message appear in the Information Bar:
! Pop-up blocked. To see this pop-up or additional options click here... X

Internet Explorer has a built-in pop-up blocker that attempts to block all pop-up windows. Sometimes
the ones it does block are from legitimate and secure Web sites. The pop-up blocker can be disabled
when you browse to a particular Web site. To enable pop-ups on a particular Web site, hold the
Control key (Ctrl) whenever you click a link on a Web site. This keyboard shortcut will always allow
pop-ups for that particular Web site.

About the Phishing Filter

Phishing (pronounced fishing) is a type of fraud conducted on the Internet. It occurs when an e-mail
or message appears to a user and prompts them to visit a particular Web site. The Web site and e-
mail appear to be legitimate and ask the user to enter account or credit card information. This
information is then used maliciously by the creators of the spoof Web site or sold to other criminal
organizations.

Using techniques shown in this manual, you can see how easy it is to copy and paste text and images
or save entire Web sites to your computer. However, as in every forgery, from fine art to passports,
there are certain small details that give away the existence of the spoof. Microsoft Internet Explorer 8
has a built-in phishing filter that looks for these small details and helps prevent you from visiting these
sites.

When you first start using Internet Explorer, you will be prompted to apply the setting for the
phishing filter:

149
Ver. 1-1 September 2012



MS Internet Explorer

Microsoft Phishing Filter |28

Help make your browser more secure:

Set up Phishing Filter

Phishing Filter is designed to warn you if the website you are visiting might be
impersonating another website. What iz Phishing Filter?

@ @ Turn on automatic Phishing Filter {recommended)

Some website addresses will be sent to Microsoft to be checked. Information
received will not be used to personally identify you.

'@' (") Turn off automatic Phishing Filter

Wehsite addresses will not be sent to Microsoft unless you choose to check
them.

Ask me later

Read the Internet Explorer Privacy Statement online.

The filter will periodically check the URL of a Web page against a database of Web sites that have
traces that identify them as false. If you have limited experience with the Internet, we highly
recommend you enable this filter.

Much of the security of your computer is dependent on yourself. If something doesn’t appear right, or
you get an e-mail urging you to enter any form of account information, you should first attempt to
contact the organization over the phone or by some other means. The organization should be able to
tell you if the message is a fake. You should also keep some record of the suspicious message because
sometimes the authorities are able to track down the original sender. If something sounds suspicious
or too good to be true, it probably is!

About InPrivate Browsing

Internet Explorer 8 includes a feature called InPrivate Browsing. This mode enables you to browse the
Internet without Internet Explorer recording any of your actions. No history, form data, cookies, or
usernames/passwords will be retained by the browser during an InPrivate Browsing session.

This mode was designed if you share your computer with others or are using a computer in a public
location. This mode is also useful if you need to do banking or otherwise use personal information on

a computer that is available to other people.

To enable this mode, open a new tab and click Open an InPrivate Browsing window:

150
Ver. 1-1 September 2012



MS Internet Explorer

|22~ | MSN Canada - Theall-ne... | @ New Tab x|

Reopen closed tabs »
View tabs that you've closed since starting Internet Explorer.

&7 Internet Explorer &: Features

Reopen Last Browsing Session

Browse with InPrivate

Browse the web without storing data about your browsing
session.

QOpen an InPrivate Browsing window

This will open a new Internet Explorer window which gives you a brief overview of the InPrivate

Browsing feature:

" @ InPrivate - Windows Internet Explorer - [InPrivate

[ inprivate_[Afeboutinprvars

. =

File Edit Wiew Favorites Tools Help

[ | g InPrivate

T»:'I'." Favorites | {g ﬁ Suggested Sites = & | Get More Add-ons -

When InPrivate Browsing is turned on, you will see this indicator

| @ O - Gl =L E | aboutInPrivate

InPrivate Browsing helps prevent Internet Explorer from storing data about your
browsing session. This includes cookies, temporary Internet files, history, and other

data. Toolbars and extensions are disabled by default. See Help for more

information.

To turn off InPrivate Browsing, close this browser window.

Learn more about InPrivate Browsing | Read the Internet Explorer privacy statement online

When you have finished browsing, just close the InPrivate Browsing window. No record of your

browsing will be stored on the computer.

Ver. 1-1 September 2012
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About InPrivate Filtering

Another feature is InPrivate Filtering. This feature helps you control what information is sent to a
third-party Web site and prevent statistics about your browsing habits to be transmitted to a
malicious Web site. For example, if you visit a Web site that contains an interactive map,
advertisement, or survey tool, some information about your computer and what you did is submitted
to that Web site.

In the majority of cases, this collection of information is harmless and hidden in the background: the
information may just be used by the Web site to track visitor statistics, such as what they click on and
what features are more popular than others. For example, Google tracks all kinds of different
statistics regarding Web browsing via the Google Analytics program. Analysts and statisticians can
then look at the data and see what sort of trends are developing regarding culture, politics,
entertainment, etc. When planning a marketing blitz, this can be a very valuable source of
information.

However, malicious users can gain unauthorized access to a Web site and plant a small tracking
program. The worst part is that these utilities can be hidden completely in the code of the Web page
and give no visual clue that information is being collected. In worst-case scenarios, malicious users
can and build a browsing profile about what you do on the Internet and find a way to extract personal
information from your browsing habits.

This is where InPrivate Filtering comes into play. We know that InPrivate Browsing prevents your
computer from recording what you do. InPrivate Filtering works by analyzing the content of Web
pages you visit, and searches to see if the same content (the small malicious program) is being used
on many different Web sites. If InPrivate Filtering is enabled and it detects a pattern, you will be
warned and given the option to block any content from being distributed to malicious Web sites.

You can enable and configure InPrivate Filtering by clicking the pull-down arrow beside the Zoom
control in the status bar:

i
Automatically block D button.

Choose content to block
o on =3

Settings

tected Mode: On ol H100% -

By default, InPrivate Filtering is disabled. Click “Automatically block” to turn it on or select which
content you want to block.
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If you click the Settings command, you will see the following dialog:

Turn on InPrivate Filtering

When you visit a website that contains content from another provider,
such as a map, advertisement, or web measurement tools, some
information about your visit is automatically sent to that provider,

As you visit additional websites that contain content from the same
provider, the provider could build a profile of how you browse the web.

InPrivate Filtering helps you control which providers receive information
about the websites you visit. If you choose to block your information

from being shared, some content on the websites you visit might not be
available,

<  Block for me

Helps prevent content providers from receiving information
about some of the websites you visit

% Let me choose which providers receive my
information

What are the advantages of blocking or allowing content?

Use the options here to enable the service or choose which third-party Web sites are allowed to
collect your information.

153
Ver. 1-1 September 2012



MS Internet Explorer

If you choose to select which services to allow or deny, you will see a window that looks something
like the following:

r

.‘,”[[a InPrivate Filtering

When you visit multiple websites that contain contert from the same provider, such as a
map, advertisement, or web measurement tools, some information about your visits might
be shared with the content provider. f you choose to block content, portions of the
websites you visit might not be available.

() Automatically block @ Choose content to block i Off i
ar allow
Cortent provider Status Used by : Cortent
google-analytics.com IUndecided (Allowed) 17 sites 0a js
1 | ] [ 3
Mare information from this content provider Alow ] [ Block ]
10 2| Show content from providers used by this number of websites Refresh

you've visited. (3-30)

Advanced settings

E A

Here, you can see that our test machine has encountered one of these small programs that collects
information for Google Analytics: “ga.js.” Inexperienced or casual Web browsers will likely never need
to modify these settings; more experienced users should only modify these settings if they are
encountering a specific issue.

Managing Add-ons

As you use Internet Explorer more and more, you will likely accumulate add-ons (sometimes referred
to as a plug-in). Add-ons are usually small third-party programs that embed themselves into Internet
Explorer and allow you to view specialized Internet content such as live information feeds, 3D

graphics, or videos.
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To manage your add-ons, click Tools 2 Manage Add-ons:

Delete Browsing History... Ctrl+Shift+Drel

InPrivate Browsing Ctrl+Shift+P
Diagnose Connection Problems..,

Reocpen Last Browsing Sessicn

InPrivate Filtering Ctrl+Shift+F
InPrivate Filtering Settings

Pop-up Blocker L
Smartscreen Filter 3

Manage Add-ons I},

The Manage Add-Ons dialog box will appear with the Toolbars and Extensions category already

selected:
e .
EETTERN W |

View and manage your Internet Explorer add-ons

Add-on Types / Mame Publi

« | Adobe Systerns Incorporated
=| Shockwave Flash Object Adob

=

|@I-Tn:n:rlbar5 and Extensions

;« Search Providers
2] Accelerators e
Show:

’ Currently loaded add-ons

Adobe Systems, Incorporated
Adobe POF Link Helper Adoh

v] Microsoft Corporation
a4 | m

‘ Select an add-on to modify status or view details.

The Show combo box lets you decide which add-ons to view based on their usage with Internet
Explorer:

Show: . |
Currently loaded add-ons ‘f'-.lfhcru:usu:uft Corporation
All add-ons

Currenthy loaded add-ons
Run without permission
Downloaded controls

“Bad” add-ons rarely occur without direct user input. But sometimes an add-on may interfere with

normal browser operation or cause Internet Explorer to become unresponsive. To disable an add-on,
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select the add-on title in the list and click the Disable button:

Add-on Types MName Publisher Status File date |~
&} Toolbars and Extensions - Adobe Systems Incorporated |i|
= . = Shockwave Flash Object Adobe Systems Incorpeor...  Enabled 1/26/2010 8:58 PM
# Search Providers 3
— | Adocbe Systems, Incorporated
& Accelerators s )
o Adobe PDF Link Helper Adobe Systems, Incorpo...  Enabled 2/27/2009 1:07 PM
ow: I
| ’Currently loaded add-ons V] *f\i’hCrDSDf't Corporation i | P =
Shockwave Flash Object
Adobe Systems Incorporated I
Version: 1003218 Type: ActiveX Control
File date: Search for this add-on via default search provider
Mere infermatien
el

If you do choose to disable or enable an add-on, you might need to restart Internet Explorer first.
Disabled add-ons can be easily enabled. First, look at the Status column for disabled add-ons. Select
the add-on and click Enable.

Step-By-Step

In this exercise you will learn about some of the different safety features included with Internet
Explorer.

1. Open Internet Explorer.

2. Click Tools = Delete Browsing History:

Help
Delete Browsing History... I} Ctrl+Shift+Del
InPrivate Browsing Ctrl+5Shift+P
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3. Delete all browsing history. Do this by making sure you check every box except the top one.
Click Delete:

i ™
Delete Browsing History M

[] Preserve Favorites website data

Keep cookies and temporary Internet files that enable your favarite
websites to retain preferences and display faster.

Temporary Internet files

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

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

History
List of websites you have visited.

Form data
Saved information that you have typed into forms.,

Passwords
Saved passwords that are automatically filled in when you sign in
to & website you've previously visited.

InPrivate Filtering data

Saved data used by InPrivate Filtering to detect where websites may
be automatically sharing details about your visit.

About deleting browsing history l Delete L\\L [ Cancel ]

— )

It will take a moment to remove everything:

= Delete Browsing History_@l__ilﬂ

Please wait while the browsing history is

Deleting history...

' I
_

4, Visit www.teia.edu.au.

5. If you click the pull-down arrow to the right of the Address Bar you should see TEIA’s Web site
in your history.
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6. Start an InPrivate Browsing session by clicking Tools = InPrivate Browsing:

File Edit View Favorites Help

i Favorites | <5 @ Sugge;  Delete Browsing History... Ctrl-+Shift+ Del
InPrivate B i Ctrl+Shift+P

VW Computer and Softskills Tra nrrvare Srowsing S
Diagnose Connection Problems...

7. A new window will appear, showing some InPrivate labels:

£1 InPrivate - Windows Internet Explorer - [InPrivate]

Coprvate o

File Edit View Favorites Tools Help

f;:' Favorites | '{,;.; g Suggested Sites v & | Get More Add-ons -

_| @ InPrivate | |

When InPrivate Browsing is turned on, you will see this indicator

S £] aboutinPrivate |

InPrivate Browsing helps prevent Internet Explorer from storing data about your browsing
session. This includes cookies, temporary Internet files, history, and other data. Toclbars
and extensions are disabled by default. See Help for more information.

To turn off InPrivate Browsing, close this browser window,

Learn more about InPrivate Browsing | Read the Internet Explorer privacy statemnent online

8. Click in the Address Bar and begin to type www.teia.edu.au. You should not see any history
information appear.

9. Close all Internet Explorer windows to complete this exercise.
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Activity 4-3

Objective To understand more about Web page functionality such as text
boxes and drop-down menus.

Briefing You have saved a picture on your computer that you want to share
with a friend via your Windows Live Mail account.

Task Log into your account and compose a new e-mail message to a
friend or classmate. Click the link to attach a file to the e-mail
message and send the e-mail to a friend.

Hints If you forget your password, click the Forgot Your Password
hyperlink at the sign-in page.
Use any picture available to you. Try using the Sample Pictures
included with Windows or download one from the Internet.

Follow-up Questions Download a few more pictures to your computer and send another
e-mail to the same friend or classmate. However, this time, attach
at least three pictures to your e-mail message. How much
information can be attached to a message composed in Windows
Live Mail?

Session 4-4: Keeping Yourself Safe

The Internet can be a wealth of knowledge, but it can also be a dangerous place if you are careless.
Fortunately, there are many options available to help protect you and your data.

It is important to note that although there are many tools at your disposal to keep your computer
safe, no one solution has ever proven to be 100% perfect and stop all threats. The people who make
viruses and the people who make anti-virus programs are always trying to get the upper hand, and
sometimes your defenses may fail. However, if you keep all programs up to date, and keep your
version of Windows current with the latest updates from Microsoft, chances are you will be very safe.

About Antiviral Software

A virus infects a computer just like a biological virus would infect a plant or animal. It causes sluggish
performance, can corrupt or delete data, or even render your entire computer useless in which your
only option is to erase the entire hard disk (called formatting) and install the operating system again.

Anti-virus programs are one of the best ways to keep your computer from trying to open an infected
file. There are literally thousands of viruses out there, and unfortunately more are being developed all
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the time. A virus scanner is one way to help keep out the bad files by constantly running in the
background, scanning each file you use as well as most incoming and outgoing Web traffic. It is
designed to recognize any unusual file extensions or file structures that could potentially harm your
computer.

Anti-virus software needs to be regularly updated to be most effective. Luckily, nearly every anti-virus
program is designed to search for updates as soon as an Internet connection is detected. There are
many different programs available, some of which are free and some which you need to pay a
monthly or yearly fee to use. Most anti-virus programs are designed to scan your entire computer for
viruses once a week.

About Anti-Spam Software

Anti-spam programs are designed to keep out unsolicited (“junk”) e-mail. An anti-spam program will
catch and filter unwanted e-mail coming into your computer. The program recognizes keywords in the
subject heading like "Free Insurance Quote" or “Cheap Prescription Drugs” and attached file
structures.

Earlier in this manual, we learned how to send a picture or URL as an attachment. You can also send a
program or some other file type with an e-mail. If you receive an e-mail from someone you don't
know, and particularly if that e-mail contains an attachment, be very careful when opening the e-mail
— chances are the attachment is a virus or other malicious program.

About Firewalls

The term “firewall” refers to a sturdy, fireproof wall designed to keep occupants safe from a fire, just
like an automotive firewall protects passengers in a car from an engine fire. Firewalls in a computer
are designed to keep all unsolicited traffic out of your computer.

Imagine you are the owner of a fancy invite-only nightclub, and you don't want any undesirable
patrons in your establishment. To keep out the people not on the list, you hire a doorman. In the case
of your computer, you install a firewall to keep out the Internet traffic you don’t want.

For example, if you want to use the search engine Google, you would type www.google.com. The
firewall in your computer remembers the address of the Web sites you want to view, in this case
www.google.com. When the response comes back from Google, your firewall lets the data pass
through. But if a response comes to your machine with an unknown address, the firewall doesn't let
any data in.

Internet Explorer uses the firewall built into Windows, called Windows Firewall, which provides a
good level of protection. All wired and wireless routers include a hardware firewall for extra
protection. There are many other programs available as well, some of which are free and some which
you need to pay a monthly or yearly fee to use. These firewall programs help keep the Internet access
of programs on your computer in check and can deny permission in and out of your machine to
certain programs or users. Only the most determined user with inside information about the design of
your network will have a chance of getting through, and the likelihood of that happening is very low.

160
Ver. 1-1 September 2012



MS Internet Explorer

Safety Tips

There are many threats out there that can cause harm to your computer. Fortunately, there are many
ways to protect yourself and with a little bit of common sense, you will be free to explore all that the
Internet has to offer:

10.

11.

12.

13.

14.

Downloading movies and music with third party programs can be risky. Never mind the fact
that it’s probably illegal; quite often these programs leave the back door open and allow in
malicious programs and files. Make sure your anti-virus software is always up to date and
check for spyware frequently. Also make sure that your version of Windows is up to date by
clicking Start = All Programs = Windows Update.

If you receive an e-mail from a person or organization you don't know, be careful if you open
the e-mail or any of the attachments. It is best to err on the side of caution. If something looks
suspicious, or seems too good to be true, it probably is. Just delete it and forget about it.

If you do receive an e-mail or download a file that contains a program, make sure you are
fully aware of what the program is before you run or install it.

Don't install multiple firewalls or anti-virus software. More is not better! Sometimes two
anti-viruses work against each other and provide no protection. Sometimes two firewalls will
lock down your computer so tightly you can't even send or receive data, even if you
specifically ask for it.

Play it safe! If you encounter something you don't recognize, something that seems too good

to be true, or something that you don't understand, you might want to wait until you get the
proper information to make the safe choice.
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Step-By-Step

In this exercise you will research some of the features of antiviral, spyware, and spam software.

1. Open Internet Explorer.

2. Navigate to your favorite search engine, and then open and pin the Favorites Center.

3. Search for antivirus software. Chances are most of the links will be made by companies that

are selling the product. We are interested in finding out how this type of software works:

Web |mages Videos Maps Mews Books Gmail more ¥

GOL )8[@ antivirus software

Search: @ the web ' pages from Canada

Web History | Search settings | Sign in

Web [#|Show options...

Norton AntiVirus 2010 Sponsored Links
SymantecMorton.com  Premier antivirus protection. Official website. Download Mow!

Spam & Virus Firewall
www.barracudanetworks.com  Real-Time Protection with Lowest False Positives. Free Eval
Units!

Top Rated Antivirus

www BitDefender.com  But don't take our word for it Download and see for yourself

Related searches: free antivirus software download free norton antivirus software

AVG Free - Download Free Antivirus and Antispyware for Windows 7 ...
Download the most trusted free antivirus and antispyware security software for Windows 7,
Vista and Windows XP. Join the millions of home users that trust ...

free.avg.com/ - Cached - Similar

Results 1-10 of about 29,700,000 for antivirus software. (0.27 seconds)

Sponsored Links

Antivirus software
Make sure you're getting

the most from your computer!
www.BestBuy.ca

Virus and Trojan Remover
Download Free Trojan & Virus Scan
Recommended and Used By The Expers
www_pctools.com

Compare Antivirus Software
Get Enterprise-Wide Protection with
Microsoft® Forefront. Try it Free.
Microsoft. comiFarefront

4. Add more keywords or change your search term. Try antivirus software description or how

antivirus software works.

5. Keep searching until you find two good Web sites. Mark these sites as Favorites:

W Antivirus software - Wikipedia, th...

O Antivirus Software
6. Repeat this process to see if you can find good information about anti-spam and anti-spyware
software.
7. As an added challenge, try to find information about the disadvantages of using two different
antivirus programs at once.
8. Close Internet Explorer to complete this exercise.
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Activity 4-4

Objective

Briefing

Task

Follow-up Questions

To understand how to check security settings in Internet Explorer.

You want to make sure that your browser is using 128-bit
encryption.

Click Help = About to display the About dialog box. Study the
contents of this box.

Nearly every program you will use in Windows has an “About”
function. Be sure to check some of them out to see whom the
program is registered to and other useful information.

Although we will cover the features later, check out the different
Security features by clicking Tools = Internet Options and clicking
the Security tab.

Session 4-5: Managing Information

If you change browsing programs or need to restore your computer, you can save your favorites and
cookies from one browser and use them in another.

Importing Favorites

Imagine you have been browsing the Internet for a while using some other Web browsing program.
You have also accumulated a large number of favorite Web sites. Instead of having to track down all
of those Web pages again, you can export the favorites from your old browser and use them in
Internet Explorer. You must first export the previously saved URLs from your other Web browsing
program. Refer to the help file of your browsing program for instruction on how to do this.

then click Import and Export:

3-8 Edit  View Favorites Tools F

To import the saved URLs from the other browser, click the File menu, and New Tab CtrleT
Duplicate Tab Ctrl+K
New Window Ctrl+MN
New Session
Open... Ctrl+0
Edit
Save Ctrl+5
Save As...
Close Tab Ctrl+W

Ver. 1-1 September 2012

Page Setup...

Print... Ctrl+P
Print Preview...

Send 2
Import and Export... L\,
Properties

Work Offline

Exit
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Internet Explorer will ask what you want to do. In this case, we can either import information from
another browser or, if separate files with saved information have already been created, import those
files:

s =

How do you want to import or export your browser settings?

(@) Import from another browser
() Import from a file

() Export to afile

If you select the option to import from another browser, Internet Explorer will scan your computer
for other known Web browsers. Check the browser(s) from the list and click Import. Note that the
importing process for each browser is a little bit different:

= '
T

Select a browser from which to import favorites and feeds

I Firefom I

If you select the option to import from a file, select Favorites and click Next:

- - s’
T

What would you like to import?

Favortes
[ Feeds I
[[] Cookies I
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Now specify the locations for each file type you want to import and click Next to complete the

process:
il ™
rpeeren e S ==

Where do you want to import your favorites from?

Type or browse to a file:

C:Users'\Velsoft  Documents bookmark htm

Browse...

Exporting Favorites

There may come a point in time where you want to try another browser program instead of Internet
Explorer. You can export your entire list of Favorites (or a sub folder) into an HTML file for another
browser or application to use. To export your Favorites, click File = Import and Export. Click Export to
a file and then click Next:

' '
iy L =

How do you want to import or export your browser settings?

[l () Import from another browser

(1 Import from a file

i@ Export to a file

Select the Favorites check box and click Next:

i ™
T

What would you like to export?

[l Favorites
| Feeds
["| Cookies
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Select the subfolder of Favorites to export or leave the topmost folder selected to export everything.

Click Next:

,
ooy

[

Select the folder that you want to export your favorites from

i | i~ |, Favortes Bar

 Microsoft Websites

; MSM Websites

| Websites for United States
| Windows Live

Specify an output folder/file name and click Export to complete the process:

Where do you want to export your favorites?

|
oot

S

Type or browse to a file:

i C:AaUsers\Velsoft\Documentsbookmar htm

Importing Cookies

Browse...

You know that a cookie contains personal data that uniquely identifies you to a particular Web site.
Cookies, like Favorites, can also be imported and exported from one browser or application to

another.

To import cookies, click File = Import and Export and then select the Import from a file option:

Import/Export Settings

L = |

How do you want to import or export your browser settings?

() Import from another browser

M @) Import from a file

) Export to a file

Ver. 1-1 September 2012
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Select the Cookies checkbox and click Next:

i ™
imponExpon seting: S| S
|

What would you like to import? |

[ Favortes I
Feeds
Cookies

Browse to the source folder and select the source file. Click Import to complete the process:

i ™
ey

Where do you want to import your cookies from?

Type or browse to a file:

1 CiUsers'\Welsoft Documents cookies bd |

Exporting Cookies
To export the cookies currently stored on your computer, click File = Import and Export and then
select the Export to a file option:

i N
]mpmﬁExp_ u

How do you want to import or export your browser settings? |

n (7} Impart from another browser ]

() Import from a file

i@ Export to a file
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Select the Cookies checkbox:

i ™
otronsorg e

What would you like to export?

1 [ Favorites i
[ Feeds
||
Cookies

Specify the output folder and file name, and then click Export to complete the process:

' '
s e

Where do you want to export your cookies?

Type or browse to a file:

I CAlsers\Welzoft\Documents‘cookies bd I

Browse...

Step-By-Step

In this exercise you will export your Favorites.

1. Start Internet Explorer.

2. Click File = Import and Export:
m Edit View Favorites Tools F

MNew Tab Ctrl+T
Duplicate Tab Ctrl+K
New Window Ctrl+N
Mew Session

Open... Ctrl+0
Edit

Save Ctrl+5
Save As...

Close Tab Ctrl+W
Page Setup...

Print... Ctrl+P

Print Preview...

Send 3
Import and Export... I}

Properties
Work Offline
Exit
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3. When the Import/Export Settings dialog appears, click Export to a file and click Next.
4. Check the Favorites option and click Next.

5. Leave the top folder (Favorites) selected and click Next:

-
Import/Export Settings ﬁ

Select the folder that you want to export your favorites from

I
I ----- ., Favorites Bar
Lesson 3.2
Microsoft Websites
MSN Webstes
Search Engines
i ) Websites for United States
- . Windows Live

[ <Back || Nm>m1[ Cancel |

6. Save the file to your Desktop and name it My Favorites. Click Export.

7. When the process is complete, click Finish:

i ™
Import/Export Settings ﬁ

You have successfully exported these settings

I " Favorites |

My Favorites
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9. You will see a list of all Favorites that were exported:

Bookmarks

Lesson 3.2

Computer and Softskills Traming Courseware
Microsoft Corporation.url
Panama Canal - Wikipedia_ the free encvclopedia.url

Links

Sugeested Sites.url
Web Shce Gallery url

Links for United States

GoblernoUSA gov.url
USA gov.ud

Microsoft Websites

IE Add-on site ]

IE site on Microsofi com.url
Microsoft At Home url
Microsoft At Work url
Microsoft Store.ur]

10. Close Internet Explorer to complete the exercise.
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Activity 4-5

Objective

Briefing

Task

Hints

On-Line Test

To understand how to export other data from Internet Explorer.

Your system administrator wants you to export some data from
your browsing program.

Export your cookies and any installed RSS feeds using the
Import/Export Wizard.

If you get stuck, refer to the instructions in the Step-By-Step
exercise in this session.

You could try and do the first on-line quiz for Internet Explorer.

Ask your teacher for the way to access this activity.

Ver. 1-1 September 2012
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Chapter 5: Advanced Topics

In this chapter you will learn how to:

» Modify the background settings of Internet Explorer

* Set anew home page

*= Set multiple home pages

» Clear all temporary Internet files from your computer

= Apply different parental and content filters

» Set Internet Explorer to automatically disconnect from the Internet when you are done
browsing

= Set Internet Explorer as the default browser

* View and manage the history of previously visited URLs

» Create a subscription to an RSS feed

* View and manage RSS feeds

* View HTML code

» Recognize the use of JavaScript, ActiveX, and other supplementary technologies used with
Internet Explorer

= Reset Internet Explorer to its default settings

Ver. 1-1 September 2012
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Session 5-1: Setting Your Options

There are many background features and settings you can modify in Internet Explorer to keep you
surfing smoothly on the Internet. You can also customize the look and feel of the browser window to
suit your needs. In this session you will explore some of these customizable options.

Opening the Options Dialog
Open the Options Dialog by clicking Tools = Internet Options:

Delete Browsing History... Ctrl+Shift+Del

InPrivate Browsing Ctrl+Shift+P
Diagnose Connection Problems...

Reopen Last Browsing Session

InPrivate Filtering Ctrl+ Shift+F
InPrivate Filtering Settings

Pop-up Blocker »
SmartScreen Filter 3
Manage Add-ons

Compatibility View

Compatibility View Settings

Subscribe to this Feed...

Feed Discovery 3
Windows Update

Developer Tools F12

OneMote Linked Motes
Send to OneNote

Internet Options M
Ly

These options can also be accessed via the Control Panel:

"(:\ g/ @ » Control Panel » Metwork and Internet » - Search Control Panel

&5
File Edit View Tools Help

Control Pancl HESS ML Network and Sharing Center

L . " .
J View network status and tasks | Connectto a network | View network computers and devices

System and Securi
g v Add a wireless device to the network

® Network and Internet
Hardware and Sound q% HomeGroup

Cheoose homegroup and sharing options

Programs
User Accounts and Family o Internet Optiogs . . .
Safety ¥=| Changeyour homd ane | Manane hrowser add-ons | Delete browsing history and cookies

Internet Options
Configure your Internet display and
connection settings.

Appearance and
Personalization

Clock, Language, and Region

Ease of Access
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Overview of the Options Dialog

There is a lot to see and do in the Options dialog. You can modify nearly every aspect of Internet

Explorer to your liking. Let’s take a quick look at what each tab will let you do:

General

Security

Privacy

Content

Ver. 1-1 September 2012

General |Ser:|.|rit5-I I Privacy | Content | Connections I Programs | Advanced|

Home page
l/? To create home page tabs, type each address on its own line,
L] ]
i http://go.microsoft.com/fwlink/7LinkId=569157 -

[ Use current ][ Use default ” Use blank ]

Brawsing history

| ’L Delete temparary files, history, cookies, saved passwords,
) and web form information.

[] Delete browsing history on exit

Delete... ” Settings ]
Search
\'F::] Change search defaults.
7
Tabs
Change how webpages are displayed in
tabs.
Appearance
Colars ] [ Languages ] [ Fonts ] [ Accessibility ]

[ Ok, ][ Cancel ] Apply

The General tab lets you set your home page to a specific URL, manage
temporary Internet and history files, and adjust the look and feel of the
Internet Explorer window. Visual enhancements let you add a high-contrast
color scheme for those who are visually impaired.

The Security tab lets you adjust the level of security Internet Explorer will
employ. We will explore more security features later in this manual.

The Privacy tab allows you to set how private information used by cookies is
handled and stored by Internet Explorer. You can also enable or disable the
pop-up blocker and modify InPrivate browser settings.

The Content tab allows you to adjust the content advisor which can restrict
particular Web sites or keywords. This is useful if your children use your
computer to access the Internet. You can also manage certificates used by
your computer, make changes to the way AutoComplete works, and manage
any RSS feeds and Web Slices you have subscribed to.
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Connections  The Connections tab lets you set up and manage your Internet connection(s).

Programs The Programs tab allows you to specify which program you would like to
handle each service that is available by using the Internet.

Advanced The Advanced tab allows you to fine-tune many of the background features of

Internet Explorer. If you are a novice user, it is best to leave these options at
their default setting.

Setting your Homepage

To set your homepage, open the General tab of the Options dialog. Click inside the box at the top of
the tab and type or paste the URL you want to add:

e ™

General |5emrity' I Privacy | Content | Connections | Programs | Aduanr_ed|

Home page
To create home page tabs, type each address on its own line.
L] A
- http:/wwew.velsoft, coml -
] B
[ Lse current ] [ Use default ] [ Lse blank ]

You can also click the three buttons under the text box to set your home page.

1. Use current will use the tab URL that was active before opening the options dialog.
2. Use default will set the home page to the MSN page in your region.
3. Use blank will display an empty Web page when you open Internet Explorer.

Internet Explorer allows you have multiple home page tabs. This means that for every URL you place
in each line, you will see a tab with that home page appear every time you start Internet Explorer.

In the picture below, three different tabs will appear; one for each URL:

Home page

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

.l r]

hitp:/fwww.google.com #
hitp:/fwww.microsoft.com
http:/fwww velsoft.com

Every time you click the Home button or open a new Internet Explorer window, each of these URLs
will be displayed in their own tab.
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Deleting Temporary Internet Files

Whenever you visit a Web site where you make a purchase or do some of your banking online, it is a
good idea to delete any temporary Internet files. This prevents a malicious user from either directly
viewing the information in your browser, or otherwise taking advantage of your personal information.

In the Browsing history Chapter of the General tab, click Delete:

Browsing history

T Delete temporary files, history, cookies, saved passwords,
¢ and web form information.

[] Delete browsing histary on exit

[ Delete... ﬂ [ Settings

(Note the option to automatically delete all browsing history each time you exit Internet Explorer.)

Clicking Delete will open the Delete Browsing History dialog box. To delete a specific element of your
browsing history, place a checkmark beside the option and then click Delete. In order to erase all
browsing history, select all check boxes except for the first one. In the example below, we will delete
everything except data from any Web site marked as a Favorite:

i s

Preserve Favorites website data

Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

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

Cookies

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

History
List of websites you have visited,

Form data
Saved information that you have typed into forms,

Passwords
Saved passwords that are automatically filled in when you sign in
to a website you've previously visited.,

InPrivate Filtering data

Saved data used by InPrivate Filtering to detect where websites may
be automatically sharing details about your visit.,

About deleting browsing history Delete Q [ Cancel
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Setting Parental Filtering

Internet Explorer provides a fairly robust system to block certain content on the Internet. Under the

Content tab, there are two options: Parental Controls and Content Advisor. First, click the Parental
Controls button:

Internet Cpticns

| zeneral | Security I Privacy | Content | Connections | Programs | Ad'uan::ed|

| Parental Controls I

g Control the Internet content that can [ '@'Parenml Cnntrnlg

be viewed.

Content Advisor

| L Ratings help you control the Internet content that can be I
viewed on this computer,

[ @'Eﬂable. . ] Settings

Chances are there is a user account for each person who uses the computer. The Parental Controls
Chapter of the Control Panel will appear and let you assign different parental controls to each user
account. These settings include game restrictions, computer restrictions, and the ability to install

more robust parental controls. Consult the Windows Help file for more information on user accounts
and limitations.

Next, click the Enable button under the Content Advisor heading. The Content Advisor dialog box will
appear:

-

~
Content Advisor ﬁ

Ratings | Approved Sites | General | Advanced |

Select a cateqony to view the rating levels:

5 ICRA3
Z‘\ Content that sets a bad example for young children
Zl“ Depiction of alcohol use
ﬂ\ Depiction of drug use
Q Depiction of gambling ¥

Adjust the slider to specify what users are allowed to see:

I

[m]

None
Description

Mo content that creates feelings of fear, intimidation, etc. in any
contexd

To view the Intemet page for this rating service,
click More Info.

[ ok ][ cancel || oph

177
Ver. 1-1 September 2012



MS Internet Explorer

Ratings This tab in the Content Advisor dialog box lets you adjust the amount
of visibility that the users of the computer will have of intimidation,
alcohol and drug use, gambling, weapons, and sexual content. Each
category of material contains three settings: no restrictions, limited
access (such as news and sports broadcasts only), or a full block.

Approved Sites Type a Web site and allow or disallow viewing of this Web site.

General This tab lets you assign a supervisor password and download a rating
system protocol for Internet Explorer to follow. Some Web sites on the
Internet have a rating embedded in their HTML code, much like you
see a rating assigned to a movie dictating what age group the material
is suitable for.

Advanced This tab allows you to customize a rating system and define specific
rules for your computer.

Automatically Disconnect
If you are using a dial-up connection to access the Internet, Internet Explorer can automatically
disconnect the modem when you have closed the last Internet Explorer window.

The first time you close Internet Explorer after using a dial-up connection, you will be prompted to
use AutoDisconnect. You will also have the option to continue using AutoDisconnect or simply leave
the Internet connection active. Keep in mind that you will need to manually disconnect from the
Internet or turn off your computer to lose the connection.

Setting Internet Explorer as the Default Browser

There are many different Web browsing programs out there, and each has their own advantages. For
example, Internet Explorer is built into the core of Windows itself and lets you have multiple home
pages. Other Web browsing programs, such as Mozilla Firefox, tend to be a faster performing
browser. Whatever you decide to do, there are no rules saying you can only have one Web browser!

In the Programs tab of the Internet Options dialog box, there is an option to make Internet Explorer
the default Web browser:

'" ™

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

Default web browser

fe Internet Explorer iz the default web Make default
[ browser.

Tell me if Internet Explorer is not the default web browser,

If Internet Explorer is not the default browser, you can click the Make Default button. In the above
example, Internet Explorer already is the default browser. The check box beneath the Make Default
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button will inform you every time you open Internet Explorer and it is not the default browser. This
may happen if you install another browser. Often, the new Web browser assumes you want to use
only it and removes the default status from Internet Explorer.

Step-By-Step

In this exercise you will set multiple home page tabs.

1. Open Internet Explorer.
2. Click Tools = Internet Options.

3. In the General tab, click inside the text box under the Home page heading and clear the
existing address:

Home page

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

.I ]

r

[ IUse current ][ Use default H Use blank

4, Type www.teia.edu.au on the first line and press Enter:

Home page
To create home page tabs, type each address on its own line.
- A
I wnw.velsoft.com P
[ IUse current ] [ Use default ] [ Use blank

v

Type http://www.bing.com in the next line and press Enter.

6. Type microsoft.com in the third line (leave off http://www.):

Home page

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

.l "]

www . velsoft.com -
http:/fwww.bing.com
micrcuscuft.mm| -

[ Lse current H Use default ” Use blank

Click OK.
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7. Click the Home icon. All three Web sites will appear different tabs.

8. Close Internet Explorer to complete the exercise.

Activity 5-1

Objective

Briefing

Task

Hints

Follow-up Questions

Ver. 1-1 September 2012

To understand how to make your computer safer by deleting
temporary files.

You have just done some online banking and want to clear your
temporary files.

Delete all cookies and temporary files from your computer.

These options are also available by clicking Tools = Delete
Browsing History.

Delete all offline content on your computer, including any saved
Web pages.
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Session 5-2: Managing your History

Once you have spent some time on the Internet you will likely have visited a large number of Web
sites. This session will teach you how to view and manage your history; that is, view the pages you
have visited in the past.

What is Browser History?

The History in Internet Explorer is a term referring to the list of URLs you have visited. You can specify
how many days’ worth of information you can have saved on your computer, as long as you have hard
drive space to store the information.

Inernet Options . 20 e

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

Home page
l/? To create home page tabs, type each address on its own line.
n
o http:/fwww.msn.cam/ .

Use current Use default Use blank
[ ] [ ] [ ] Temporary Internet Files and History Settings M
Browsing history
"" | Deldete Eegpor@rgﬂﬁlesé history, cookies, saved passwords, p Temporary Internet Files
# andweh form intormation. /| Internet Explorer stores copies of webpages, images, and media
|| Delete browsing history on exit / for faster viewing later.
—— ] [ — ,] Check for newer versions of stored pages:
Delete... Settings _
" () Every time I visit the webpage
Sear: _
I start Internet Explorer
p Change search defaults,
X () Newver
Tabs
) i Disk space to use (3-1024MB) 50 |2
fahbange how webpages are displayed in (Recommended: 50-250ME) =
5,
Current location:
Appearance C:\Wisers\immy\AppData\Local\WMicrosoft\Windows\Temparary
Colors ] ’ Languages ] ’ Fonts ] ’ Accessibility ] Internet Files
[ Mave folder. .. ] [ View objects ] [ View filles ] !
History

Spedfy how many days Internet Explorer should save the list
of websites you have visited.

Days to keep pages in history: 20 =
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Accessing your History from the Address Bar
To view the recent history of Web sites you have visited in the past, click the pull-down arrow on the
far right-hand side of the Address Bar:

|v http://money.ca.msn.com,/rrsp asprfcp-documentid=234685758, |

http://download.com/ Shift + Enter
http://anark.com,’

http:// entensity.net/

http://grmail.com/

http:/msn.com)/

http:/velsoft.com,

http:/microsoft.com,

http://search.com,’

http:/lycos.com/
http:/ ask.com/
http:/ hotbot.com/
http://yahoo.com/
Historny v
MSM Canada - The all-new MSN Canada...  httpe//camsn.com,rd=1
Internet Explorer &: Welcome http:/Swww.rnicrosoft.com/windows/intern...
InternetExplorerS_Complete_InstructorG... ChlUsers\Velsoft\DocumentstInternet Explor...
Microsoft Corporation http:/fwww.microsoft.com/en/us/default.a...
Add-cns Gallery - Web Slice http://www.ieaddons.com/en/ieBslice/Defa...
Favorites hd
Windows Live Mail http://go.microsoft.com,/fwlink/TLinkld=68...
Suggested Sites https:/fieonline.microsoft.com/#ieslice
GobiernollS4. gov http://go.micresoft.com/fwlink/?Linkld=12...
USA.gov http://go.microsoft.com,/fwlink/TLinkld=12...
Web Slice Gallery http://go.microsoft.com/fwlink/?Linkld=12...

A list of URLs will appear. If visible, click the up and down arrows on the right side of the list to scroll
up and down through the list. Click on any URL to display the contents of that Web page.
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Manually Deleting History Items
You can view and manage your History by using the Favorites Center.

Click the (** Faertss ) jcon to open the Favorites Center and then click the History button. (Pressing Ctrl
+ H will do the same thing.)

| '{;‘; E Suggested Sites v & | Get B

4% Add to Favorites... - (%]

| Favorites | Feeds| Histor}f[?L
[Vi.ew By Date v]
ZI Last Week
Tal Monday

j Tuesday
i Wednesd ay

You will see your history first categorized by either a date or period of time. Click any of the items in
the list to see the History for that time:

| Favorites | Feeds| History |

[‘u"i.ew By Date v]
j Last Week s
'__uJ Monday

2 altavista (www.altavista.com)

) ask (ask.com)

=) ask (www.ask.com)

2l autos.ca.men (autos.ca.msn.com)

m

) bing (www.bing.com)

©) ca.msn (ca.msn.com)

) ca.yahoo (cayahoo.com)

Right-click any item in the list (including the different days/periods of time) and choose Delete to
remove that item from your history:

Expand

=) bing (
£ ca.msn (ca Delete .
el

—jh cayahoo (towy )

183
Ver. 1-1 September 2012



MS Internet Explorer

Clearing your Entire History
You can clear your entire History of Internet Explorer by using Internet Options. In the General tab,
click the Delete button to open the Delete Browsing History dialog box. Check the History item and

then click Delete:

L%

[] cookies
Files stored on your computer by websites to save preferences
such as login information.

History
List of websites you have visited.

| Form data
Saved information that you have typed into forms.

[ Passwords
Saved passwords that are automatically filled in when you sign in
to a website you've previously visited.,

[] InPrivate Filtering data

Saved data used by InPrivate Filtering to detect where websites may
be automatically sharing details about your visit.,

About deleting browsing history Delete M [ Cancel ]

Setting History Options

You can control how much of your hard disk space will be used to store history. Click the Settings

button in the Browsing history Chapter of the General tab:

Ver. 1-1 September 2012

-

-

General |Svau::|.|ri‘|::,-I I Privacy | Content | Connections | Programs | .ﬁ.duanced|

Home page
l/? To create home page tabs, type each address on its own line.
e
A http://go.microsoft. com/fwlink/7Linkld=69157 -

[ IUse current ][ Use default H IUse blank

Browsing history

. f‘I_I Delete temporary files, history, cookies, saved passwords,
2 and web form information.

[] Delete browsing histary on exit

Delete. .. ” Settings I\L
L

Search

; } Change search defaults.
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Use the small arrows in the text box or enter a certain disk size to use for your history. More space
committed to the cache will mean faster loading of Web sites. You can also use the arrow buttons in
the History Chapter to specify how many days’ worth of history you want to keep:

=)

Ver. 1-1 September 2012

e

Temporary Internet Files and History Settings

Temporary Internet Files
Internet Explorer stores copies of webpages, images, and media
for faster viewing later,

Checdk for newer versions of stored pages:
(71 Every time I visit the webpage
(71 Every time I start Internet Explorer
@ Automatically

() Never

Disk space to use (3-1024ME) 50 2
{(Recommended: 50-250ME)

Current location:
C:\Jsers\Welsoft\AppData'Local Microsoft\Windows Temporary
Internet Files),

[ Mowve folder... ][ View objects ][ View files ]

History
Spedfy how many days Internet Explorer should save the list
of websites you have visited.

Days to keep pages in history: 20 =

Ok ] [ Cancel
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Step-By-Step

In this exercise you will manage elements of your browser history.

1. Open Internet Explorer.

2. Open and pin the Favorites Center. Click the History tab:

File Edit View Favorites Teools Help

¢ Favorites | 55 @8 Suggested Sites *  #& | Get

i:{} Add to Favorites.., - X | V PASH

1
iew History (Ctrl+H) E

n Favorites Bar ]
| Microsoft Websites |

Favorites

3. Right-click any date item in the history and click Delete:

1;1*} Add to Favorites.., - X
| Favoritﬁl Feeds| History |
[‘u"im By Date v]

4. Click Yes to confirm your choice:

§
WARNING _— A S [

l Are you sure you want to delete History tem: Today?

Yes D)l [ Mo
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5. Click Tools = Internet Options. Click the Settings button in the Browsing history Chapter:

s ™
Internet Opticns M
General |5ecurity I Privacy | Content | Connections | Programs | ndvancedl

Home page

l/? To create home page tabs, type each address on its own line,

Lt ,

W hitp://go.microsoft. com/fwlink/?Linkld=569157| -

[ Use current ] [ Use default ] [ Use blank ]
I Browsing histary I
4l Delete temporary files, history, cookies, saved passwords,

| ¥ and web form information.
[l [| Delete browsing history on exit
| ’ Delete. .. l [ Settings L\\Q
I Search

6. Under the Temporary Internet Files Chapter, click the first radio button:

Temporary Internet Files and History Settings @

Temporary Internet Files

Internet Explorer stores copies of webpages, images, and media
for faster viewing later,

Chedk for newer versions of stored pages:
(@) Every time I visit the webpage
(71 Every time I start Internet Explorer
() Automatically
() Never

7. Change the disk space usage to 200 MB:

Digk space to use (3-1024ME) 200 =
(Recommended: 50-250ME)

8. Set the day limit in the History Chapter to 10 days:

History

Spedfy how many days Internet Explorer should save the list
of websites you have visited.

Y

Days to keep pages in history: 1w =
9. Click OK to apply the settings and then.

10. Close Internet Explorer to complete the exercise.
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Activity 5-2

Objective To understand how to manage the browser history on your
computer.

Briefing You want to erase your history files because you just finished doing
some online banking.

Task Erase your history in the Internet Options dialog box. Set the
number of days’ worth of saved history to 5.

Hints You may want to change the size of the history file to something
smaller as well.

Follow-up Questions Use a search engine to see if there are viruses that can hide in

history files. What other vulnerabilities might arise from your
browser history?

Session 5-3: RSS Feeds

Internet Explorer 8 has the ability to use RSS (Really Simple Syndication) feeds. RSS is an XML-based
standard file format which allows readers to subscribe to specific content from a Web site. In this
session you will learn how to receive and use RSS feeds.

What is an RSS Feed?

As stated in the introduction, RSS is a way of having computer users subscribe to a service where a
Web master (someone who runs/operates a Web site) can send out specific information to all
subscribers of a feed. You can think of it as a members-only copy of a magazine which is different
than the regular newsstand magazine in that it contains more focused information about a particular
topic.

Viewing RSS Feeds
You can view RSS feeds in the Favorites Center. Click the Feeds tab to view the available feeds:

Favarites

| Feeds for United States

Internet Explorer contains two feed folders. One covers feed information from your area, and the
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second includes content from Microsoft. To view the feed information, simply click the topic you want
to view and the data will appear in the open tab:

54m Add to Favorites Bar x | (€& Microsoft At Home | | o v [ mm v Pagew Safety~ Tools~ (@~
| Favori‘t5| Feeds |History| ; l
|, Feeds for United States Microsoft At Home Disolayin e
Popular Government Questions fi U... playing
USA.gov Updates: News and ures
|| Microsoft Feed 3 stubborn PC problems you can fix
Microsoft at Home Monday, February 15, 2010, 12:00:00 AM < :J” 53
. @ New
Microsoft at Work See if these quick fixes can help eliminate some of | ... .. ..
MSNEC News your stress. Sort by:

Subscribing to Feeds
To subscribe to a feed, you first need to track one down. Web sites that contain feed information

usually have , E.T.Ell or LEEH denoting a place where you can subscribe to a feed. The MSN RSS
page (http://rss.msn.com) contains a Chapter listing some different RSS feeds:

directory || inside msn || slide shows || spedals || more w MSM home | Hotmail | My MSN | Signin

rss directory N ©) N3

MSN Home Page

Also on MSN L my msn¥
Hot Topics & mv msnY
Top People L my msnY
Popular Searches La| my msn!
Money

MSN Money Latest Artides & mv msnY
M3N Money Investing Ideas La| my msn
MSN Money Finance Tips L my msn
Market Commentary by Jim Jubak 3| my msn¥
Stock Tips by Jon Markman & mv msnY
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If we were to click on the orange RSS icon beside “Top People,” the contents of the feed will be
displayed. Simply click a hyperlink in the feed in order to view the page content:

Untitled Displaying 117

You are viewing a feed that contains frequently updated content. When you

subscribe to a feed, it is added to the Commeon Feed List. Updated information from
the feed is automatically downloaded to your computer and can be viewed in @ All
Internet Explorer and other programs. Learn more about feeds. || oo

&f Subscribe to this feed

Top People

Today, February 18, 2010, 2 hours ago =

Tiger's news conference

Today, February 18, 2010, 2 hours ago =p

Ala. prof & complaints

Today, February 18, 2010, 2 hours ago =

The link in the box at the top of the page is what will subscribe you to the feed:

Untitled

You are viewing a feed that contains frequently updated content. When you
subscribe to a feed, it is added to the Common Feed List. Updated information from
the feed is automatically downloaded to your computer and can be viewed in
Internet Explorer and other programs. Learn more about feeds.

4 Subscribe to this feed ‘—

You will be asked to confirm your choice. You can give the feed a new name and choose where to
store it:

Subscribe to this Feed |

@ Subscribe to this Feed
.

When you subscrbe to a feed, it is automatically added
to the Favortes Center and kept up to date.

MName: MSN Top People]

Create in: [Eﬁ Feeds v][ Mew folder ]

[] Add to Favorites Bar

What is a Feed? Subscribe h]}[ Cancel |
Ly

190
Ver. 1-1 September 2012



MS Internet Explorer

Click Subscribe to add this feed. After a moment, the feed will appear in the feed list:

| Feeds for United States

. Microsoft Feeds
E Microsoft at Home
E Microsoft at Work
El] MSNEC News

Fl MSN Top People s

Using Feeds

El] Popular Government Questions from U...
Ell USA.gov Updates: News and Features

Once you have subscribed to a feed, that’s really all you need to do. Your computer will periodically
check for any updates to the XML file that holds the feed information. If there are any updates, the

new feed information will be automatically downloaded.

To view a feed, simply click its title in the RSS tab of the Favorites Center:

S4s Add to Favorites Bar = x| & Untitled

%~ B v # v Pagev Safetyv Tooksv @+

Favorites | Feeds | History

Ala. prof 8 complaints

| Feeds for United States Untitled N
. Displaying 717
& Popular Government Questions from U...
[5] USA.gov Updates: News and Features
. Microsoft Feeds Top People _
& Microsoft at Home Today, February 18, 2010, 3 hours ago =) o Al !
Bl MicrosoftatWork |
) MSNEC News Sort by.
B MSN Top People +r * Date
15 Tiger's news conference Title
Updated gy puizcang Today, February 18, 2010, 3 hours ago =)

View feed properties...

Today, February 18, 2010, 3 hours ago =)

Hover over a title and click to view the feed information either on a separate Web page orin a
different part of the feed itself. Navigation works just like a Web page. All of the background
maintenance of the feed is taken care of automatically by Internet Explorer.

Changing Feed Properties
To edit the properties of a feed, right-click on the title of the
and click Properties:
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& MSN Top Peop)
O

pen
Open in New Tab
Add to Favorites Bar

Create Mew Folder

Cut
Paste

Mark as Read
Refresh
Refresh All

Delete

Rename

Properties .
o il

o~

m

feed
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The Feed Properties dialog box will appear. Here you can change the name, password-protect the
feed, control the frequency in which the feed is checked/updated, and control how many feed items
you want to save on your computer (up to 2500!).

i ™
Feed Properties ﬁ

Mame: SN Top People]

Address: http:/fwww.msn.com/rsstopSsearch. aspx

IUser name and password
Update schedule

Your computer checks this feed or Web Slice for new updates
on a spedified schedule.

(@) Use default schedule

() Use custom schedule

Frequency: Suggested (1440 minutes)

[ Automatically download attached files View files

Archive

Set the maximum number of updates you want saved for this
feed. Changes take effect when the feed is updated.

() Keep maximum items (2500)
] @ Keep the most recent items only

Mumber of items: 200

4

About feeds [ K ] [ Cancel

e 4

Unsubscribing from Feeds
Unsubscribing from a feed is easy; just delete it from the Favorites Center:

S MSN Top People

Open
Open in New Tab
Add to Favorites Bar

Create New Folder

Cut
Paste

Mark as Read
Refresh
Refresh All

Delete

Rename '{b

Properties
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Internet Explorer asks you to confirm the deletion and states it will erase all content on your
computer that was related to this feed:

i y
Internet Explorer

E Are you sure you want to delete this feed?

This will delete all items in this feed including any associated enclosures,

[ Yes !ﬂ[ Mo

Step-By-Step

In this exercise you will subscribe to an RSS feed and learn about some different RSS features.

1. Open Internet Explorer.

2. Visit http://rss.msn.com:

72 s o
? ‘ W http://rss.msn.com/

File Edit View Favorites Tools Help

'g":;' Favorites | {;‘3 g Suggested Sites v @& | Get More Add-ons +

¢ MSN RSS Index

directory inside msn slide shows specials more v

|
MSN " rssdirectory

M5M Home Page

B abso on MsN i my msn!
B Het Topics L sy msn!
&l Top People i My msn!
B Popular Searches Ld My msn™!
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3. Scroll to the bottom of the page and click Top Sports News:

4,

Sports videos by Fox Sports

E Top Sports ﬁnﬁﬁs Ed mv msn™!
& me Ed sy mesn!
Bl nrL kil mr msny!
Bl nea L v msaY
El nascar L wv msn™

The feed and its contents will appear. Click the Subscribe link:

FOX Sports Video on MSN: What's Hot

You are viewing a feed that contains frequently updated content. When you subscribe to a feed, it is added to the Common Feed List.
Updated informatien frem the feed is autemnatically downloaded to your computer and can be viewed in Internet Explorer and other

programs. Learn more about feeds.

& Subscribe to this.;r:r:cl

5. When the Subscribe dialog box appears, click the checkbox and then click Subscribe:

6.
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Subscribe to this Feed |
= Subscribe to this Feed
@ When you subscribe to a feed, it is automatically added

to the Favartes Center and kept up to date.

MName: FOX¥ Sports Video on MSN: What's Hot

Create in: [Eﬂ Feeds '” Mew folder ]

[¥] Add to Favarites Bar

What is a Feed?

| Subscribe &[ Cancel |

Your computer will periodically check online for updates to
subscribed feeds, even when Intemet Explorer is not running.

The feed will be added to the Favorites Bar. Click this item to view its contents:

| & FOX Sports Videoon .. 7. @& Suggest
Alleged mistress wants apology
3 Wide: Chat with the Champ
Waoods breaks his silence
Ouch! Golfer blasts Tiger Woods
The College Experiment: Week 23

Tiger: "Leave my family alone®

Kriegel: Where was Elin?

3 Wide: Auto Club 500
Lusetich: Tiger did enough
Hill: T-Mac to Big Apple

Open all iterns (10 new)
Mark all as read
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7. Click any of the items in the feed to view it.
8. Subscribe to two more feeds of interest to you.
9. Close Internet Explorer to complete the exercise.

Activity 5-3

Objective

Briefing

Task

Hints

Follow-up Questions
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To understand how RSS feeds work and are updated.

After learning about RSS feeds, you are interested in subscribing to
some feeds that will deliver news to you.

Visit some news and entertainment Web sites of interest to you. If
any of them offer the RSS service, subscribe to a few different
feeds.

If you are having trouble tracking down any feeds, use a search
engine to look for “free RSS feeds.”

Check the feed files periodically to see if their content has changed.

See if you can find some more specific feeds. Do you have to pay
for any of them? How do they compare in cost to a magazine
subscription on a similar topic?
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Session 5-4: Additional Components

You should have no trouble with Web site navigation, saving content from the Internet, and you
should know how to keep yourself protected from some of the malicious content out there.

In this final chapter, you will explore some of the background concepts that define how Web pages
and their content are actually displayed on your computer.

What is HTML?

HTML stands for Hyper Text Markup Language, and is the language of the Internet. HTML is written in
a way that a Web browser like Internet Explorer can understand its syntax. This language contains
punctuation, inflection, and sentence structure, just like any written language, and is called “marked
up” because it is filled with reference tags.

For example, all Web browsers know that in order to make text bold, there must be a tag to specify
when to make text bold and another tag to specify when to stop making text bold.

To make the following in a Web page:

Microsoft Internet Explorer 8 Web Browser

The corresponding HTML code would be:

Microsoft <B> Internet Explorer 8 </B> Web Browser

Everything between the start bold tag <B> and the end bold tag </B> will be displayed in bold text.
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Viewing and Editing HTML Source Code

You can view the HTML code of every Web site on the Internet. To view source code, right-click an
empty space in the Web page and click View Source. You can also click View = Source. The HTML

code will appear in a new window that allows for easy viewing of the HTML code.

For example, the HTML source of Google’s home page looks like this:

File Edit Format

1 <!doctype htmli<html omnmousemcve="googlefigoogle.fadeiigoogle.fade (event) " <head-{meta http-egquiv="-UA-
Compatible™ content="IE=8%/>cmeta http-eguiv="content-type" content="text/html; charsec=UTF-
g"sgeiclexGonglag/eiclascacriptrwindow . google={kEL : "43Va5-

ZRLITUNDnALOAG"™, KEXFI:"17259,17291,23385,230807,23835", kC51:{e: "17259, 172591, 23385,23807, 23835, e1:"43Ve5=-
RLITUNbRRALOAG™  expl: ®17250,17201, 23385,23807,23835") . pageState: "#", kHL: "en™, time: fu n(} {return (new
Dace).gecTime ()}, log: funcrtion (b, d, c) {var a=new Image,e=google,g=e.lc,f=e.li;a.onerror=a.aonload=
{a.onaborc=function () {delece g[L£]l})):glf]l=arc=c||"/gen_ 204 Fatyp=itcc="+b+"icad="+d+"Lzx="+google.cime
(l;n.sr:-:;e.l;-fT.},lc:[],Ll:f,::{en:L,l:E;n:tlc:l]{]Tc:f:: ani(l{}:brlocation.hash&élocation.hash!

==§" pl:[] ,me:0,8c:0.5},Toalbele:{}}; (funccion() {far(var d=0,c;e=

[(~aq", "bc”, "p", "pa”, "zd", "ac", "pc”, "pah”, "ph", "sa”, "Kx", "2c", "zz"] [d*+] ;) (function(a) {google.] [al=function
({}{google.j.pl.push([a,arguments]) }}) () ) ()

2 wWindow.google.an="webhp" ;window.google . cimera={load: {t: {avarc: (new Dace).gecTime ()} Hi;oey
{window.google.pt=window.externaliiwindow. external .pageTl: jcatch(u) { ywindow.google.Jart kill=l:

A </scriptr<stylertd{line-height:.Bem;}.gac m td{l hr;;:t:17;1;}5:rz[ma:;;:-t::::m:2ﬂ;;;]t:dy,td,n,p,.h
{fanc-family:arial , sans-sarif}.h{color: #3671
Ui collapae:collapae jem{ font-weight :bold: font-at
bottom: . 2empvertical-align:bottom: }input{
IMpOETANT

ATJLin
amilytinherit}.lsb, .gac_sb{font-size:lSparheighttl. A5em!

g:0 20px; }¥fcce, fghead, dpmocnee, #2bl, #cba, ¥tbe, . fade, .gbh

ni.2emroverflow:viaible: pa
er:alpha(opacity=0)z
diff£f; 1 #gbar{floatilefr hi
abaglute:cop:24p;widch: 100%} #gba, . gbm{back

tyihidden;z-index:1000}.gbm{border:lpx aclad;

ion:abAaluES; TEXT -
36c #36c #albaeT;z
igniright}igbar, fguser{font-sizerl3px;padding—
taptlpe !impeorcant).gbl{margin-righc:.S5em}.gbl,.gb3{zoom:l}.gbk2 {diaplayiblaock;padding: .2em .5em}.gh2, .gb3
{text-decoraction:nonela.gbl,a.gbd,a.gbd,a.gbd{color:#00c !importantia.gbd:hover

{background: #36cscelor #££f !important}

</acylex<noseripr><scyle>ffocr, §ghead, §¥pmoencr, §abl, étha, étbe, . fade, .gbh{opacity:1;filcer:alpha
(epacicy=100); b</acyles *:.-'IHES'CT.'J.FTD'(\!GILEE:‘VHI giwl=location: functicon glus(){var b= _giwl.href.indexOf
(“#") rif (b>=0) {wvar a= gjwl.href.substring ib+'.:|._'.'|..E (I 1&)g=/ .ceat (a) {.La_.i:d.zxcfi“#") —— EE'S (7| &) cad=h
($]&)/.ceacial) [_Q':'H'l replace ("/aearch?"+a. replace [/ (™| &) Ip=["&]* /g, " ") +"scad=h") ;recurn 1l}j}recurn O}
function gip(){! (window. gjwl.hash&&window. gjuc())&&secTimecutc| gip.500)):

4 g::gle.g-{i;gn:gle.:-f::c:?ani:,qﬁ{q::qle.y[:ﬁid]-[erg];rtt::n Eal;:};;fi!wind:w.gnoglejwind:w.g::gle-
{};window.google.crm={ } ;window.google.cri=0;window.clk=function(d,e,f,3,k,1,m) {if (document. images) {var
a=encodeURIComponent| | escape, b=new Image,g=window.google.ori++:window,.gocgle.crmigl=k:b.onerror=(b.onload=
(b.onabort=function () {delece window.google.crm[g]}))ib.soo=[" url?sa=T","",e?"goi="+a (e} """, £?"ccad="+a
(E) e, "gor=",a(j| | "res"}, "tcd=",a k), "aved=",a(m} ,d7"curl="4a [d.replace (/§.%/,"") ) .replace |/ W+/ 3, "%
2B7) ", Pgpedi=", "43VIS-zRLI TUNEnALIOAG", 1) . Jodn ("") }

5 FACUrn Erus};

6 | window.gbar={ga:function(}{},tg:funccionie) {wvar o={1id:"gbar'}:;for(l in ejol[i]=e[1];google.x (o, function(])
{gbar.tg(o)}} )} r</script>/heads<body bgoolor=#f£ffff text=3000000 Llink=#0000cc wlink=$551alb
alink=f££f0000 anload="try{'!google.j.besdocument.f.q.focus () lcatchie){};if (document . images ) new Image

index: dding-bottom:Tpx !'importantytext-al

This window is capable of recognizing the different features in the HTML. As you can see, certain key
words that define HTML elements are listed in red, blue, or maroon. The numbers along the left-hand

border indicate the line number. (Some lines are obviously quite long!)

In order to make changes to a Web page, you need to save the HTML code on your computer and
then open the file and edit the source code. You can modify anything you like in the source code.
However, editing HTML code goes beyond the scope of this manual. (See our SharePoint Designer

courseware for more information.)

Web design programs such as Microsoft FrontPage, Microsoft SharePoint Designer, and Adobe

Dreamweaver let you create and edit Web pages just like you would type a document in a word
processor. While you type, the program automatically generates the source code in the background.
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There are literally thousands of Web pages and books available to read if you are interested in
learning more about HTML.

About JavaScript

JavaScript is a special type of computer language called a script that can be interpreted by a Web
browsing program in order to enhance the content on a Web site. JavaScript is used to make
interactive menus that fade in and out, provide video control, make real-time stock tickers, provide
real-time news headlines, and much more.

Be cautious if Internet Explorer warns you about bad scripts or procedures in a JavaScript file. Viruses
and spyware are sometimes hidden inside JavaScript code or disguise themselves as a JavaScript file
which could damage the data on your computer. Internet Explorer will always alert you when it finds
a possible security threat, so when in doubt, don't visit that particular Web site unless you are sure
that the content is safe.

About ActiveX

ActiveX is a proprietary type of script developed by Microsoft that is used on Windows-based
computers. It adds even more dynamic and interesting content to a Web page like advanced video
control or even 3D graphics.

As with JavaScript, be cautious when Internet Explorer detects a possible bad ActiveX control or does
not recognize the type of ActiveX control. You will be alerted with the Information Bar. This error
could be a virus or spyware program in disguise. Internet Explorer will always alert you when it finds a
possible security threat, so when in doubt, don't visit that particular Web site unless you are sure that
the content is safe.

Other Plug-ins and Add-ons

Plug-ins are small programs that integrate with Internet Explorer to provide access to particular file
types right inside the browser. For example, Adobe has a plug-in that lets you read PDF files in
Internet Explorer. Another type of common plug-in is the Adobe Flash plug-in. This plug-in lets you
view animations and dynamic content such as games or YouTube videos. Windows Media Player also
has a plug-in that lets you experience different video or audio inside Internet Explorer. Microsoft also
has its own multimedia plugin called Silverlight.

Be cautious when Internet Explorer detects a possible bad plug-in because these too can disguise
viruses and spyware. Internet Explorer will always alert you when it finds a possible security threat, so
when in doubt, don't visit that particular Web site unless you are sure that the content is safe.

Resetting Internet Explorer
Should something go wrong with Internet Explorer or if you want to start fresh, you have the ability to
reset the program to its defaults. This is sometimes the only way to remove a problematic add-on.

To do this, click Tools = Internet Options = Advanced tab and click the Reset button:
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- Y
Internet Options m

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

Settings

I@I Accessibility -
[] always expand ALT text for images L
[7] Enable Caret Browsing for new windows and tabs |i‘
[7] Move system caret with focus/selection changes

[ reset text size to medium for new windows and tabs
l Reset text size to medium while zooming™
i [7] reset zoom level for new windows and tabs
[ D Browsing I

Automatically recover from page layout errors with Comps
[7] close unused folders in History and Favorites®

Disable script debugging (Internet Explorer) |
Disable script debugging (Other)

[ Display a notification about every script error

[¥] Display Accelerator button on selection & |
4| m | 3

*Takes effect after you restart Internet Explorer

[ Restore advanced spttings ]

Reset Internet Explorer settings

Resets Internet Explorer's settings to their default
condition. k_

You should only use this if your browser is in an unusable state.

[ CK ][ Cancel ] Apply Y

You will see the following warning describing what this action will do. In essence it does the same
thing as uninstalling and then reinstalling a program. All program settings, toolbars, and
customizations will be reset. If you click the checkbox, Internet Explorer will go further and remove all

custom home pages, history, temporary files, saved passwords, etc. Click Reset to perform these
actions:

¢ ™
Reset Internet Explorer Settings — @

I_'\ Are you sure you want to reset all Internet Explorer
— settings?

Resetting indudes:

| * Disable toolbars and add-ons * Advanced options
» Default web browser settings » Tabbed browsing settings
+ Privacy settings + Pop-up settings

+ Security settings

[| pelete personal settings

Resets home pages, search praviders and Accelerators to default
settings, Deletes temporary Internet files, history, cookies, web form
i information, passwords and InPrivate Filtering data.

‘You must restart Internet Explarer for these changes to take effect.

r How does resetting affect my computer? Reset L\\J [ Cancel ]
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This will not remove your Favorites because they are saved in your profile folder, separate from the

actual program settings for Internet Explorer.

After a moment, the process will complete. Click Close:

- ™

Reset Internet Explorer Settings

Resetting Internet Explorer settings

/" Resetting user customizations

" Disabling browser add-ons
/" Applying default settings

Finally, close and restart Internet Explorer:

-
- - -
Internet Explorer —
o — -

@ For changes to take effect, you will need to restart Internet Explorer

You will be prompted to go through the set-up for this program again:

- - N fittpe/ca msn.comy Tro=1 w| 4y | X §*0 Google

i Favortes o5 @8 Suggested Sites » @ | Get More Add-ons ~

s MSN Canada - The all-new MSN Canada, home -

Canada | Francas

Autos  Entertainme Welcome to Internet Explorer 8

Virtue, Moir win

Ty MSH

(low fares

New features like search suggestions retrieve information as you type, -

and Accelerators let you preview online services just by pointing your
mouse at them.

Leamn sbout these pew features and bow to mansge their settings

=t Explorer Prrvacy Statem

with your RRSP?
# New Heinz ketchup packets

Internet Explorer 8 helps you use the Internet even faster than before, |t to coast

et online ] ity names o postal
press the Gobution,

rray and messy dpping

Done @ Internet | Protected Mode: On

|
| This modde reguires a current Windows Live Hotmal

v H|x

f ~ B -0 e v Pagev Sefetyr Took+ i~
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Step-By-Step

In this exercise you will view the source code of some different Web pages.

Open Internet Explorer.

Navigate to http://wikipedia.org. This is a fairly simple website to view, containing some
images and a lot of hyperlinks:

WIKIPEDIA

5 I'n_pr.n B
The Free Encyclopedia T-ElEER
18l 00 aricien 220 200+ IEW
Deewtsch Espanal
Die fraks Enmpkicpdois ..,':J'& La eacichopedia o
1 i . A s by
] wi.’ L
Frangais & n- 5L Proia
Limacpriopeee e d ? - b Priovria eacyiiogpedis
B0E D00+ aeicimn ? .--!'Y‘ 7T 000 R
T O
fiakano U L= Pyccwmmm
Lancicioped'a Newrs . CROSOOHEE IHLRROTRILR
40 JEk w0 R 5 000 s
Pormeguds Wadarands
A spicioome e D wripe ncycinpscie
241 D00- arigea 232 000 aekamn

BETH = SuChes * ECRerCher + STuka = ricerce + THE « zoeen + Busoar « busca = nawod + S - JHE -
SEk v Ry * 1T * naurye = keramks * Misdin + ara @ ciutere + 87+ sards 1 apg * e s wk e can v
hiindat vtm sl © rpaTpar = @i = peedkis

2 0 T T ALY s v T YOOI ST .EGTI A R 11
gl = Cglails v Cogdy « Dans k- Deudsch « English » Espaflol » Esparanio « Frangas « Er=ilE « Bahass indonasia « Asians - pooy riands = B 348 « Hos i bokmdil+ Polsio « Porsgud s » Proosd
= Romdnk « Siewniing « CEnodm / Sresk - Suami » Swbrka - THNkge = Yepakeou - TIdng 'l « Volaedi - el

M 5] A
LT T AT TMTIET TR 20 oo ST E TTTECRRI T EWEITT AW FLIRCI
Adrcaana « Aagomis « suriany = hlf'\.l Apyen = AL il AN G NADYCRAR (AmAnaMiHaER T Tagaunseiy] - firyar wiglt» Bosanss » Beehvonag « Geprspo » iEam » Crrwasg » Eedll» EMmsd
Euskara+ 49 Frysk - Galego+ shanska + B35a JaWa * feoomyre ¢ KU ) 42,5 5 Latna + Latviesu - Lirabuergesch s MIKBowom + -
Horsk imynorsk) « Hnapitang  Dootan = Fremoniees + Flabdiiisch « A :'lzc‘| Funa Simi = Shaip« Sickianu = Simple Enghsh + Smegsoanon » Sovenafina « Srpskohnat i | CpnompsaTom - Basa Sunda +
Kizwahii » Tagaleg « SAURD « Scods 100 » 20« Walen - Winaray - Bl - Zomatadia

Right-click in any empty space and click View Source:

Create Shortcut
Add to Favorites...

3

Wiew Source
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4. Scroll through the document:

-
# | http:fwikipedia.org/ - Original Source ==
File Edt Format
52 || <img src="http://uploed.wikimedis.org/wikipedia/commons/6/62/174px-Hikipedia—wordl_7.prg™ width="1T74" height="50" -
alt="WIEIPEDIA" title="Wikipedia" /»
53 | </div>
54
58 | <! - coataimer div for the cencral loge and the 1ipks £o che largest lamguage editions —-»
56 || <div =2 “poaition: relacive; cext-align: cencer; wvertical-align: middle; max-widch: 100%; widch: 42em; margin: 0 auto;
height: 26em;™> EJ

<!== the tral logo ==

<div atyle="position: absclute; left: 50%; top: 50%: width: 07 height: 0:°>»

<div style="position: relative: left: =100px; top: Q0px: width: 200px: heighT: 200pw;™>»

<img src="htrp:/fuplosd.wikimedia.org/wikipedia/meta/2/2a/Nohat-1logo-nowords-bgwhite-200px. Jpg”™ width="200% height="200"
alt="Wikipedia® title="Wikipedia®™ />

<fdivy

<fdivy

«!-—— Rankings from heep://wikiscica.falsikon.de/2009/ on 13 ARugust 2009 —3>

<l #1. wikipedia.org - 50.74% -——>

<div clas divIopliicer™ st “rop: 0%; right: 60%;" lang="en"™>

<& href="hoop:/fen.wikipedia,org/™ ticle="English — Wikipedia — The Free Encyclopedia™»<scrong>Englishe/scrong><be />
<em>Thesnbap; Fresinbep: Encyclopediad/smx<br />

<small>3enbep; 180snbep; 0004+snbep; articlesd /amall></a>

</div>

<! #2. Ja.wikipedia.org B.6TH >

<div class="divIoplOitem® atyle="top: left: &3%:" lang="1a">
<a href="http:/fja.wikipedia.org/® title="Nihongo — Wikipedia — 27U -SHFE“>scrong>-BES </ strongrcbr />
<en class="esNonltaliclang">2 ) —EEER </ em<be />

<small>fS0canbep; 000+ FIFSDTE—!CJ'SL'.EJ.IK:'E}
</divr

vikipedie.org - B.33§ -->
vTopll
freie Enzyklopidis"><strong>Deutach</strong><br />

€l=- #4. es.wikipadia.org - 5.61% -->

<div class="divIoplO " STyle="top: 20%; right: 6%;" lang="ea™>
<a href="http://ea.wikipedia.org/™ title="Eapaflol = Wikipedia = La enciclopedia libre"»<acroang>Espafiol</strong><br />
<em>Lasnibap:enciclopediasnbap: libre</em><br />

LSRR EOEEEssdaradNsa3330028n RBEES

! Hffl;;]).‘:& nbap:000+snbaprarticulos</amall></a> - i

1. Green text indicates comments. These are inserted for developer reference, to tell
people who build Web pages what each component does.

2. The blue angle brackets (< and >) indicate the start and end of various HTML elements.

3. Red text indicates specific commands or characters.

4. Blue text indicates values of certain objects on the screen.

5. Close the source view.

6. Visit www.w3.org/MarkUp/Guide. This page offers a basic introduction to HTML.
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7. Right-click an empty area of the page and click View Source. This Web site has some very basic
HTML formatting:

ust

65
66
a7
it
L)
70
71
T2
73
T4
75
T8
77
78
79
g0
g1
g2
g3
g4
g5
g6
a7
g8
&9
90
91
92
93

.o

<pr»Lixp.3.</1> a good way to learn i3 to look at how other people have coded
their html pages. To do this, click on the "View™ menu and then on "Jource”.
0n some browsers, vou instead need to click on the "File™ menu and then on
"View Source”. Try it with this page to see how I have applied the ideas I
explain below. You will find yourself dewelcoping a critical eye as many pages

loock rather a mess under the hood!</p>

<p>For Mac users, before you can save a file with the ".html"™ exXtension,
you wWill need to ensure that yvour document is formatted as plain text.

For TextEdit, vou can set this with the "Format™ menu's "Make FPlain Text"™
option.</p>

<p>This page will teach vou how to:</p>
<nlx>
<lixstart with & title</li>
<li»add headings and paragraphs</1lix
<liradd emphasis to your text</lix
<liradd images</lix
<li»add links to other pages</li>
<lirznse waricus kinds of lists</1i>
</ul>

<p>1f you are looking for something else, try the <a
href="kdvanced.html">advanced HTML</a> page.</p>

<h2>Start with a title</h2>

<prEvery HIML document needs a title. Here i3 what vou need to type:</p>
<prerslt;titlesgt;My first HIML documentslt;/titlesgt;</prexr

8. Note the following elements:

1.
2.

3.
4.

The <p> tags indicate paragraphs of text.

The <ul> tag stands for unordered list, or a bulleted list. Each item in this unordered list
is marked as a list item <[i>.

There is a hyperlink on lines 87-88.

On line 90 there is a heading.

5. Close all windows to complete this exercise.
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Activity 5-4

Objective To understand how different plug-ins make dynamic content on the
Internet.

Briefing You are interested in learning more about dynamic plug-ins.

Task Search for plug-ins for Silverlight, Flash, and Shockwave. These
plug-ins are from sources you can trust, so follow the steps to
install them.

Follow-up Questions Use a search engine to look for three different pages describing

how to create basic HTML Web pages.

On-Line Test

You could try and do the first on-line quiz for Internet Explorer.

Ask your teacher for the way to access this activity.
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