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Preface

The books in the Learning Made Simple series aim to do
exactly what it says on the cover - make learning simple.

A Learning Made Simple book:
¢ s fully illustrated: with clearly labelled screenshots.

¢ Is easy to read: with brief explanations, and clear
instructions.

¢ Is task-based: each short section concentrates on one
job at a time.

€ Builds knowledge: ideas and techniques are presented
in the right order so that your understanding builds
progressively as you work through the book.

¢ Is flexible: as each section is self-contained, if you
know it, you can skip it.

The books in the Learning Made Simple books series are
designed with learning in mind, and so do not directly follow
the structure of any specific syllabus - but they do cover the
content. This book covers Module 7 of the ECDL syllabus and
Units 7 and 8 of New CLAIT. For details of how the sections
map against your syllabus, please go to the web site:

http://www.madesimple.co.uk

vii
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1 The Internet




The Net and the Web

Let’s start by clearing up a common confusion - the Internet
and the World Wide Web are not the same thing.

The Internet is the basis of hardware, software and data and
the connections that join it all together. It consists of millions
of computers - of all shapes and sizes - in tens of thousands
of computer networks, throughout the world. They are joined
through a mixture of special high-speed cables, microwave
links and ordinary public and private telephone lines.

The World Wide Web is one of the ways of organising and
looking at the information held on the Internet. It is probably
the most important way - and certainly the simplest - but
there are others (see page 8).

What’s in it for me?

If you have access to the Internet, you have access to:

L 4 400+ million host computers. These are the ones that
provide services and information, any of which could be
useful to you in your work, your travelling, your aca-
demic research or your hobbies.

¢ Over 1 billion people.You will already know of friends
and relations who are on the Internet, and you will
probably discover more once you start using it - and you
could find new friends, customers, fellow enthusiasts,
problem-solvers.

¢ Terabytes (thousands of gigabytes) of files containing
programs - including the software that you need for
working on the Internet - books, articles, pictures,
video, sounds and much else.

€ A whole raft of services, such as financial advice,
banking, stock market information and trading, airline
and train times and reservations, news and weather
reports, small-ads and electronic shopping malls.

Who owns the Net?

The computers, networks and
connections that make up the
Internet are owned and run by
thousands of separate busi-
nesses, government agencies,
universitiesand individuals but
no-one owns the Internet as a
whole.

s
Take note a@‘

Therewill be even more com-

puters and people on-line
by the time you read this!
The Internet has grown at
a phenomenal rate — if the
nhumber of users continues
togrowatits current rate,
everyone in the World will be
online in about five years. |
don’t quite think so...




The World Wide Web

This is the fastest-growing aspect of the Internet. It consists
of billions of pages, held in millions of computers, joined
together by hypertext links and viewed through a web browser,
such as Internet Explorer (Chapter 2). The links allow you to

Take note

the Jargon on page 9.

jump from one page to another, which may be on the same
machine or on one far, far away. The sheer number of pages,
and the fact that millions are added or changed every day,

Words in bold italics are in mean that there can be no comprehensive index to the Web,

but there are directories and search engines (Chapter 4) to

The old meets the new.
The National Trust runs
one of the most popular
web sites in the UK,
with thousands of
visitors every day.

help you to find what you want.

Some pages are simple text, but most are illustrated with
graphics. Some have video or sound clips that you can enjoy
on-line; other have links to files - programs, documents,
pictures or multimedia clips - that you can download into
your computer. Some pages work interactively, or act as

places where people can meet and ‘chat’ by typing or talking.

2} The National Trust - Microsoft Inter net Explorer provided by Wanadoo E{E|g]
File Edit Wiew Favorites Tools  Help @
= ) . \ o
- - > =y Z) = = s
Q 2 [d |8 @ P st € = d o3
Address {_}_] http: ffwve nationaltrust, org.uk/main/ e Go
Home | Aboutus | Mews | Events | Local to you | Hiring @ venue | Shop | Jobs | Jein Search | [Ge) =

ﬁ THE NATIONAL TRUST

for ever, for everyone

No change in Trust stance on deer hunting
Contrary to recent press reports, the National
Trust's Board of Trustees has decided not to
licence the new activity of 'exempt hunting' of
deer: Instead a measure to address the handling
of sick and injured deer on the Holnicote Estate
has been agreed:

* No change in stance on deer hunting

What's new
N Back to Backs
B B . i volunteers win 2006
Al L -~ Marsh Heritage
i - & Volunteering Award
L — . - 2 [t .
VISITS & HOLIDAYS CONSERVATIO| GET INVOLVED WITH " g::ﬁ‘zznchm“ gl
HERITAGE & LEARNING | THE NATIONAL TRUST 3

2] Done o Internet




Electronic mail

These are messages sent to other individuals on the Internet.
Think of them more like memos than postal mail. A message
can be easily copied to other users; and when you receive an
incoming message, you can attach your reply to it, or forward
it on to a third party. You can also attach documents and
graphics files to messages (see Files by mail, page 86).

The mail will sometimes get through almost instantaneously,
but at worst it will be there within a few hours. The delay is
because not all of the computers that handle mail are con-
stantly in touch with each other. Instead, they will log on at
regular intervals to deal with the mail and other services.

Key points about e-mail:

° E-mail is fast, cheap and (generally) very reliable.

° Every service provider offers e-mail access.

) As with snail mail, to send someone e-mail you need
their address, and the best way to get thatis to ask them.

¥ Inbox - Outlook Express provided by Wanadoo

Take note @5

E-mail software, such as

Outlook Express, can be
run off-line, and this is an
good way to handle your
mail if you use a dial-up
connection. Go on-line to
collect any new mail and
to send any messages
thatyou havewritten, then
hang up the phone, read
your mail and write your
replies and new messages
at your leisure, without
clocking up phone charges.

File Edit Wew Tools Message Help
¥ . 8 @ 8
Create Mail Reply Reply &l Forward
iewys | Show All Messages W
s Folders
]“hm.(.’[_m (3 Outlook Express
": = ) Local Folders
Outbox T T )
Ca @ Outba
-' 3 Sent Ttems
Sent ltems. Deleted Items
A B} Drafts
@ news. freeserve.com

Deleted lte...

Contacts *
_BAladrianHar@anl.com
_Palantern

_Palison Frecknal
_Pamanda Bradiey

_Pamanda Wiliamsan
L firmanda bl

mhnddar

8 message(s), 3 unread

x

X

¢ X

Print Delete

= .

SendfRecy Addresses Find

f 0 ¥ From
CIMichael Jones
[ billdeed@tep, co, uk
5 Le Monde
54 Renata Corbani

Subject

Re: Wednesday 7th at HL
A )

Learning Made Simple
4

Le Monde.fr - Titres du jour -y

4

Outlook Express is
probably the most
widely-used e-mail
program - and it's

i

From: hbilldeed@tep,co.uk  To: mac@machride wanadoo.co.uk
Subject: Re: Wednesday 7that HL

Hi Mac
I'm aftaid I'll not be there this week - family commitments.
Hope to join you all next week.

ball

g ‘Warking Online

certainly one of the
simplest to use.




Take note

All domain hames (site
addresses) must be regis-
tered with InterNIC, the
controlling body, to make
sure that each is unique. If
you want a domain name
for your business (or per-
sonal) site, talk to your
access provider.

WWW URLs

Don’t you just love TLAs (Three Letter Acronyms)? The Inter-
net is full of them. A WWW URL is a World Wide Web Uniform
Resource Locator and it gives the location of a page.

Every computer site that is linked to the Internet has its own
unique address, also referred to as a domain name. This is
made up of two or more names, separated by dots, e.g.:

www.virgin.co.uk

The central part of the address identifies the organisation,
which is usually derived from its name.

The other parts of the address follow certain conventions.

At the right-hand end there will be the country code, though
this is omitted for US-based and international organisations.
Examples are:

au Australia ca Canada de Germany
es Spain fi  Finland fr  France
hk Hong Kong ie lIreland it Italy
jp Japan nz New Zealand uk UK

The next part of the address, working from the right, identifies
the nature of the organisation. The most common ones are:

com commercial (USA and international)

co commercial (outside the USA)
edu educational (USA)

ac academic (outside the USA)
net network provider

gov government department

org non-commercial organization

On the left-hand side there may be one or more other names
to identify a computer, or part of a computer, within the site.
These are variable, as they can be set by the organisation.
Some common ones are:

www  the organisation’s Web site

mail the organisation’s e-mail site
search a search facility at the site



Some typical examples are:
micros.hensa.ac.uk

The computer on which the micros files are stored, at the
University of Lancaster (hensa), an academic site in the UK.

sunsite.unc.edu

This is a site sponsored by Sun computers, within the Univer-
sity of North Carolina, an educational organisation in the USA.

www.tcp.co.uk
mail.tcp.co.uk

The Web site and e-mail server of my provider. TCP (Total
Connectivity Providers), a commercial organisation in the UK.

Web pages

A web page URL may be a simple name:
http://www.cnet.com

This is the top page of the cnet site. http.// identifies it as a

WWW URL. www is how web addresses usually start.

Many can be recognised by their html or htm endings, which

shows that they are hypertext pages.
http://www.boutell.com/newfaq/privacy/worm.htmil

This page is about worm viruses, in the new frequently asked

questions (newfaq) folder at Boutell’s web (www) site.

Some URLs are more complex:
http://www.bbc.co.uk/bbc7/listenagain/thursday/

This takes us to the thursday area in the /bbc7/listenagain/

thursday directory at www.bbc.co.uk.

On some sites, web pages are generated as they are needed by
a program which draws on a database of information. For
example, this URL takes you to a book’s page at Amazon.

http://www.amazon.co.uk/exec/obidos/ASIN/0750653396/qid=
1149848495/sr=1-5/ref=sr_1_3_5/203-6898864-2727126

Take note @‘

Some URLs are case-sen-

sitive — if you type one in
and it doesn’t connect, try
againwiththe capitals and
lower case as they were
given in the URL. And you
must get the punctuation
right!

Tip

In practice, it is much sim-
pler to go to the main page
of a site and use its own
search routine tofind stuff
than to try to type in an
URL like this!




g
oy
E-mail addresses are hard

t0o guess and there are no
proper directories. If you
want someone’s address,
the simplest way to get it
i to phone and ask them
to send an e-mail to you.
Every message carries its
sender’s address.

E-mail addresses

The standard pattern for a person’s e-mail address is:

name@provider

However, there are quite a few variations to the basic pattern.
For example, this is my address at TCP (Total Connectivity
Providers), my local provider, where they follow the standard
pattern:

macbride@tcp.co.uk
TCP are small enough that most of their members can choose
their names without restriction. At organisations with mil-

lions of members, such as AOL, Hotmail or Yahoo! mail, you
may have to tack on a number to make a name unique, e.g.

macbride252@yaho0o.co.uk
For business users, the address is built from the domain name

of the firm, and the person’s real name or initials, e.g. if John
Smith joined our publishers, his address would be:

john.smith@elsevier.co.uk
For home users on broadband, where several people may

share the connection, the address includes what looks like a
domain name, as well as the personal name of each user, e.g.

mac@macbride.fs.net

\

It is easy to mistype an e-mail address, but you should

Take note

only have to type it once for each person. Every mail
system has an Address Book file where you can store
addresses (see page 90).




Other uses of the Net

Newsgroups and mailing lists

They are a combination of bulletin boards and newsletters,
each dedicated to a specific interest, topic, hobby, profession
or obsession. At the last count there were over 70,000 differ-
ent newsgroups, plus a smaller set of mailing lists.

L g A mailing list is a direct extension of e-mail. Messages to
the list are sent individually to the list’s subscribers -
and subscription is normally free and open to all.

L g Newsgroups are more centralised. The messages - here
called articles - are initially sent to the computer that
hosts the group. News servers collect new articles from
the groups several times a day and hold them in store.
If you want to read the news, you connect to your news
server and download articles from there.

FTP

FTP - File Transfer Protocol - is the standard method for
copying files across the Internet. FTP host computers hold
archives, open to anyone to search and download files from.
Some hosts have directories into which you can upload files,
for others to share. You can download files through a web
browser, but to upload you normally need a dedicated FTP
program.

FTP URLs always specify the path from the top to the directory
containing the file. The filename is the last item on the list.

ftp://ftp.temple.edu/pub/info/funstuff/smiley

This is the address of the file smiley, which will tell you all you
want to know - and probably a lot that you don’t - about the
smileys (page 100) that are sometimes used in e-mail and
newsgroup messages. It is in the funstuff directory, inside the
info directory, in the pub directory of the ftp computer at
Temple University in the USA.

Take note @,

E-mail and newsgroups
work in similar ways and
canbehandled by the same
software. Outlook Express
is the mail and news soft-
ware supplied with Internet
Explorer.




Access provider - an organisation offering
access to some or all of the services available
over the Internet.

ASCII - the American Standard Code for In-
formation Interchange. The ASCII code is a set
of characters - letters, digits and symbols.
ASCII text is plain, unformatted text.

Bandwidth - strictly refers to the capacity of
the phone line, but is also used to refer to
other net resources. If someone refers to your
e-mail or your web site as being a ‘waste of
bandwidth’, they didn’t think much of it!

Binary files - any that are not plain ASCII text,
e.g. images, programs and formatted text
from word-processors.

Browsing - moving from one site to another

on the World Wide Web, enjoying the scenery !
| ‘Gigabyte - a thousand megabytes or

and following up interesting leads.

Byte - the basic unit of data. One byte can
hold one character or anumber from O to 255.
A byte is made up of 8 bits, each of which can
be 0 or 1, or an on/off electrical signal.

Content provider - organisation providing
information and/or services to web users.

Dial-up connection - the method used by
some home users, where you get on-line to the
Internetby dialling your access provider. Many
home users and most organisations now get
on-line through broadband, giving an always-
on, high-speed connection.

Directory - web site holding an organised set
of links (thousands of them!). The better ones
only have links to reviewed and selected sites.

Jargon

Download - copy a file from the Internet to
your own computer.

FAQs (Frequently Asked Questions) - at
most places on the Internet where you can ask
for help, you will find a FAQ list - a set of
common questions, and their answers. Check
the FAQs first, before asking a question.

FTP - File Transfer Protocol - a way of
copying files across the Internet. FTP host
computers hold archives, open to anyone to
search and download files from. Some hosts
have directories into which you can upload
files, for others to share. You can download
files through a web browser, but to upload
you normally need a dedicated FTP program.

. Freeware - free software! Some of it is excel-

lent. The Net has a long tradition of sharing.

1,000,000,000 bytes. This is the equivalent of
around 2000 thick paperback books.

Gigahertz (Ghz) - 1000 Mhz, or 1,000,000,000
cycles a second (see Megahertz).

Home page - on a web site, the home page is
the top one of a set, or a user’s only published
page. On a browser, the home page is the one
that the browser will go to when it first starts.

Host computer - one that provides a service
for Internet users. The service may be simple
pages of information, access to files for
downloading, a place to meet and chat with
other users, or a complex interactive service.

Hypertext - documents linked so that click-
ing on a button, icon or keyword takes you



into the related document - wherever it may
be. Web pages are written in HTML (HyperText
Markup Language) which handles links in a
standardised way.

ISP (Internet Service Provider) - alternative
name for Access Provider.

LAN (Local Area Network) - network operat-
ing within one site or organisation.

Log on - connect to a network or the Internet.
This gives grammar purists a headache. As a
noun, ‘logon’ - the act of connection - is one
word. So, to match, the verb should be one
word, but that gives ‘logonned’ and ‘logonning’
(aargh!!) instead of ‘logged on’ and ‘logging
on’. Just to make life really interesting, some
people talk of ‘log in’. Don’t let it get to you.

Megahertz (Mhz) - 1,000,000 times a second.

Processor speed, and other electronic func- [

tions are measured in hertz.

Modem - (modulator-demodulator) a device
which translates digital computer signals into
an analogue form for transmission down the
ordinary phone lines.

Network - a set of linked computers. On a
LAN, users can share printers and networked
resources. On any network - including the
Internet - users can communicate and share
data with each other.

Newbie - someone new to the Internet. Just
remember, everybody was a newbie once.

News server - a computer at an Internet
access provider’s site that collects newsgroup
articles for the benefit of its users.

10

Off-line - using your e-mail software or
browser while not connected to the Internet.
Mail can be read or written offline.

On-line - connected to the Internet (and clock-
ing up phone charges!).

Portal - an Internet site which offers a range
of services, including organised links into the
Web. Portals aim to encourage as many users
as possible to come through their site on their
way into the Internet - and to read the adverts
that pay for it all!

Search engines - web sites that hold
searchable indexes to web pages and other
Internet resources.

. Shareware - software that you can try for
i free, but for which you should pay a (small)

fee to continue to use.

Site - set of web pages run by one individual
or organisation. The site may occupy one or
more computers all by itself, or be one of
many in a shared space.

Smiley - used mainly in e-mail, smileys are
cartoon faces created from symbols and let-
ters, e.g. :-)

Surfing - same as browsing.
Terabyte - 1000 gigabytes.

Upload - copy a file from your computer onto
an Internet host computer.

Web browser - program that lets you leap
between hypertext links to read text, view
graphics and videos, and hear sounds. The
leading browser is Internet Explorer.



2 Internet Explorer




The IE display

To view the World Wide Web you need a browser, and Internet
Explorer (IE) is the one supplied with Windows. At the time of
writing we are on version 6.0, but any version from 4.0
onwards has much the same features.

The main part of the window is used for the display of Web
pages. Above this are the control elements. The Menu bar
contains the full command set, with the most commonly used
ones duplicated in the Standard Toolbar.

L g The Address shows you where you are. You can type an
URL (page 5) here to open a page. Up to 20 URLs are
stored and can be selected from here, for easy revisiting.

‘ Address |£] L u Go
& | httpf v, an-oscar-fish-blog, blogspot, comy A

& http:}{postsecret, blogspot,comy

& | htp:f fwne. Feedicons.com

& | hbp:f funener,ca.comf

& http:f fwwener.channeld . comflost

& ] htbp:f fuwener.channeld oo, uky

& | htbpf fwnene. bbcicoulradiod comedy

£ | httpe o, google. oo uky

£ | http: fhomena vamaha-miobaor, oo, ip)!

£ | hktpe g hmena rac, coouk)

£ | hktp: fhamenan microsoft, co.uk)

£ | hktp: fhamena hiotrnail, conng

| £ | hkbp:f fwa, viamichelin.comn/ b

€ The Links offer an easy way to connect to selected
places. Initially, they connect to pages on Microsoft’s
site, but you can replace them or add your own.

Links 2] Customize Links &] Free Hotmail & Windows 85 Windows Marketplace & Windows Media

The Toolbars can be turned on or off as needed, but if you want
the maximum viewing area click the Fullscreen icon.

The Explorer Bar can be opened to search the Internet (page
52), or use the Favorites (page 34) or History (page 38).

The Status Bar shows how much of an incoming file has been
loaded. This can also be turned off if you don’t want it.

12

The Standard toolbar

B Navigation tools

@ * Previous page

G.

Next page (if
loaded)

|£| Stop loading
= Reload page

Go to your Home
page (page 14)

B Open in Explorer Bar
) sexch | Search the Internet
<> Favortes | Favorites folder

& History folder

B Other tools

E Toggle Fullscreen
mode on/off

& Start your mail/
news software

Print the page



Basic steps 0°)

(1 Open View )
B Display options '
1 v Standard Buttans 2 Turn the Toolbars

C||Ck on VleW W Skatus Bar v Address Bar .
Explorer Bar , on/off as required
Point to Toolbars and =0 To »  Lock the Toohars
turn them on (‘/) or Off Stop Esc Customize, ..
Refresh F5
from the submenu. .
Text Size k
. Encodi 3
3 Click on Status Bar to reens
) ff Source TakG nOtG
turn it on or off. Privacy Repart...
Full 5 F11 . Q
- Go to www.microsoft.com if you
- want the latest version of IE.
(3 Click to turn on/off )

Menu bar Drag here to resize or move a toolbar

Title of current page
Links buttons

tandar e

File Edit Wiew Favorites  Tools Help
> A - ] ‘\_, ’ y = &y
I Q Back ~ ) I£| Iil] y | S Search TR Favorites Q“ " g L i | u ‘j
Address Address Q} hitkp:{ fwa imdb, comy el w . Go - Lirks &] Customize Links & Free Hotmal 2y
Favorites x H
=1 FREE TRIAL!
Add... [E' Organize, .. Pmm—, R —— 3
(S 0 (2 R R R A oo
| =) Brain ache o ALED v Azl | NSRS 155 |
il
() Bplliae _mternEt Home | Top Movies | Photos | Ind dent Film | Browse | Help Loqgin | Register to personalize
Explorer bar |
| directories
S The Internet Movie Database
=) Media Visited by over 35 million movie lover s each montht
=) music Welcome to the Internet Movie Database,  Bristol UK Software
= ] the biggest, best, most award-winning Development Positions
ByTrave movie site on the planet. Make (MDb your
.é] Gorillaz Room mahjong horme page! Mavie and TV News
EJNALTA Tue 25 April 2006:
E]Saga Ol..lt Today on DVD Celebrity Hews :
734 Internet Movie Database - | The Wedding Singer: : %ﬂmﬁere
LOCOMPUSNEs Trefhiers
= V
.éjMSN .-DVD e,
= | Web Events LGl SN - LIV ; :
. Bichatds Claims
Ms.sw?s fmpossibie: B ol Shiseh D
Coll Ed. - DVD . Hes Away
Dreq:n Factory, Classic  Wedding Crashsrst and
Musicals - DVD Wirgin! Land Five WTY
Casanova - DVD Nominations
! ", -
Status bar The Walifons : 3rd Season - DVD) S B
DVD Mamn Page . Movie Reviews: 'Silent
b o 1] L} IRArSI. Moo IS 2 1 M b
< >
IEJ http: ff, imdb.comjniews wennf2006-04-25#2 > & Internet
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General options pasic steps |39

The Internet Options control many aspects of Explorer’s 1 Open the Tools menu
display and of how it works. Start on the General tab. and select Internet

4  Choose your Home page. This can be left blank or you Options...

can always start your browsing at the same place (e.g. a
directory such as Yahoo! - see page 30).

Go to General.

Wi

For the Home page, type

L 4 Set the disk space for storing files of visited pages. When the URL (or click Use
you revisit, Explorer will use these and only download Current if you are on that
new files if the pages have changed - allocate lots of page), or click Use Blank.
space for faster browsing. 4 Click Settin gs.

L g Set the Accessibility options and choose your own 5
Colors and Fonts for maximum visibility, if needed.

Select when to check for
new versions of stored
pages - Every visit is
Tools . usually best.
ﬂam A e (1 Use Tools - Internet Options) y
Pop-up Blocker A 6 Sset the amount of space
Manage Add-ons. .. for Storage_
Synchronize. ..
Windaws Update 2 Open the General panel

Windows Messenger

Internet Options, . 112

General | Security | Privacy | Content | Cornections | Programs | Adva

3 Set the Home page)

Home page
Delete Files to free
up disk space

[% You can change which page to uzge for wew home page.
I

Address: e, google, cang

I Use Curmrent ] | Use Default || Llseﬁlank_J

Temparary Internet filas ) )
7™y Pages you view on the Intemet are stored in a special folder (4 Click Setti ngs)
i i

for quick viewing later.

|Delete Eook_ies...l | DeleteEiIes.j | Settings... _J

The History holds links

Histaty to visited pages - how
8 . [ The Histary folder contains links to pages you've visited, for | d
Click Colors L;;ﬁ quick access to recently viewed pages. Ong O you wa ntto
Dapsto keep pages in history: o | Clear History keep them?
| Calars... | I Fonts... I I Languages... ] |.¢.c:c:§ssibilit_l,l...J

(10 ciick Accessibility)

[ ok, H Cancel || Apply JI\
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Click OK.
High visibility
Click [Taam )

Set the colours for high
contrast and click OK.
Set Fonts in the same
way.

10 Click [Eecesstmy..).

11 Set Explorer to ignore the

i

(@

O©ooo N

Cu

Settings

Check for newer versions of stored pages:
() Every visit ko the page:
() Every time vou start Internet Explorer

o

() Mever

Temporary Internet files Folder

rrent location:

5 When to check for

new versions?

SettingsiTemporary Internet Files)

amount of disk space touse:

C:\Documents and Settings'l,mac'l,LocaI(

How much space?)

Fe

7 Click OK

pages’ own colours and
fonts - so that yours are
used instead.

J 1224 & MB
Mowe Folder, J | View Files, J | View Objects, |
| ok | | Cancel

I

12 click =),

11 Use your colours
and fonts?

Accessibility

Formathing
Ignor e colors specified on Web pages

[1chore Font styles specified on Web pages

[“lTgnore Font sizes specified on 'Web panes:

tser style shest

["IFarmat documents using my style shest

Colors

Text:
Backaraund:

[ 0=

Visibed:

=]
L]

[ JUse haver calar;

_ |

Unvisited:

ok J[ Cancel I

(12 Click OK)

Cancel

J |

(9 Set your colours)
| Basic colors:

Custom colors:

[

Define Custam Calars >

l

]9 H Cancel ]
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Security

Basic steps

Many web pages have active content, i.e. they contain multi- 1 Go to the Security tab.

media files or applets (small applications) written in Java, 2
ActiveX or other interactive languages. These should not be
able to mess with your hard disks or access your data, but
some hackers have found a way round the restrictions - and

Pick the Internet zone.

3 Select Medium or High
security.

anti-virus software is not much help here. Active content | Or
makes browsing more interesting, and if you stick to major 4 Click [ CustomLevel.. |,

sites, should create no problems.

Initially the Internet zone (i.e. all web sites), should be set to
Medium or High. Use the Custom option to fine-tune the 6
settings later, when you have more experience.

5 Tell Explorer how to deal
with each type.

Click [ ox__J.

(1 Go to Security )

[ T —

_General Security | Privacy | Content’ Connections | Programs | Advanced

Select a'wWeb content zone 4 specify its secunty settings.

® < 0 ¢

Localintranet  Trusted stes Restricted
sites

Internet

8. This zone contains all ‘Web sites you
{ haven't placed in other zones

2 Select Internet zone

Securty level for thiz zone (3 Set the secu

Move the slider to st the s=c

rity Ievel)

Medium

-Saie browsing and still functional

L} - Prompts before downloading potentially unzafe content
- Unzigned Activer contrals will not be downloaded
- Appropriate for most Intermet sites

Custom Level...
[_ oK ] I Cancel | | Apply I

(4 Customize settings)

16

(5 Enable/Disable actions )

Settings:

@ Run £ ctivel controls and plug-ins ~
() # dministrator approved

(¥ Prompt

@ s_EV ipt Actived controls marked safe for scripting
() Disable
() Enable

[ Downloads
!?3 Automatic prompting for file downloads

() Disable
i R v
£ >
Reset cuskom settings
Reset to: _Medil;lm ~
L oK Cancel




Basic steps

1 Go to the Security tab.
2 Select a zone.

3 Click [ g
4
5

Enter the site’s URL and
click .

Click [__ox__J.

(1 Go to Security )

Building site lists

Some sites can be trusted more - and some far less - than
others. With high security settings, active content will either
not run at all or only do so after checking with you. If you can
trust a site, low security settings will let you get the best out
of its pages.

@  The Local intranet has very low security. You should be
able to trust anything that you find on your intranet, if
you have one - but only if the organisation has clear
policies and control over who can publish what.

L 2 Trusted sites also have low security. If there are sites
that you visit regularly which have a lot of active
content, and which can be trusted, add them to this list.

L 2 The Restricted sites have very high security. If there are
sites that you want to visit, for their information or
links, but where the active content is either instrusive or
potentially dangerous, add them to this list.

(2 Pick a zone) (4 e UL )

7
General | Security | Privacy | Content | Connections | Programs | &dvanced | —

Select a Web cartent zone to specify | & securnty settings.

Security level far this zone

i Low

=~ Yfou can add and remove Web sites From is zone, all Wweb sites
| ‘J 0 e in this zone will use the zone's security settings.
—
Intemet Local intranet  Trusted sites Restricted
sites &dd this \Web Jite to the 2one:
Trusted sites | ttps: | feoninect. microsoft. comdownloads/ Add
This zone contains 'Web sites that pou Sit
o trust not to damage vour computer or = ef—l Web sites:
data. Mo sites are in thiz zone. https: { fwe, ca-aguitaine Frf

.. Move the slider to set the security level for this 20.e.

- Minimal zafeguards and warning prompts are provided
- Most content is downloaded and run without prompts

Require server verification (https:) for all sites in this zone

- &ll active content can min
- Appropriate for sites that, 3

Click Sites)
L QK |I Cancel

Custom Level...

I 0K ]I Cancel || Apply I (5 Click OK )

17
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Progra ms Basic steps | 5

'.'b).

While you are surfing the Web with Internet Explorer, you may 1 Open the Internet
want to send an e-mail to someone - perhaps the person who Options panel and go to
runs a web site that interests you - or come across a link to a the Programs tab.
newsgroup, and want to read its articles. Explorer cannot 2
handle mail and news, but it can link to other applications to
do so and to handle other activities. The Programs tab is
where you select the applications.

Click the arrow beside
each box and select the
application.

3 Click [z |,

The choices that you are given depend upon what software is
installed on your computer. The Windows XP and Explorer
packages include:

L 2 Outlook Express, for mail and news;
®  NetMeeting, for instant Internet communications;
L g Address Book, for Contacts list.

If you want an interactive Calendar, you need Microsoft
Outlook or similar personal/group organiser software. (1 Go to Programs)

Internet Options

General | Securty | Privacy  Content  Comnections | Programs | Advanced

2 Select from the fz;net p;ojjin;z specity which program Windows autormatically uses
drOp-dOWﬂ lists I;,ig;y for each Intemet service,
HTML editor: | Microsoft Word for Windows A
E-mail; Outlook Express b
Mewsgroups: ook Express v
Internet cal | petMeeting b
Lalendar: k"
TiP Contact fist: pddvess Book 24
Don’t click OK until you have finished By ES;;Z:QE;:;JQ;EQZZLEKplm - ”jm di'at‘"
setting the options on all the tabs — it [ Honoge Adéors.._| E;Jbézro“[p?‘l‘seat 3 Click Apply)
closes the panel. Apply fixes your choices TSRl e
without closing the panel.
ok | [ cancel ][~ apow |

18
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Basic steps E‘, ﬂ

1 Open the Internet Op-
tions panel and go to the
Advanced tab.

2 Scroll down to the Multi-
media section.

3 Click the options to turn
them on or off as re-
quired.

4 ciick[ = Jor[ o]
to save and close the
panel.

(3 Click to turn on/off )

S =ttings:

Usge smoath gorolling
] HTTF 1.1 settings

Use HTTP 1.1

Use HTTP 1.1 theougn prosy connections
B, Multimedia
Enable Automatic Image Resizing
Enable Image Toolbar [requires restart)
Flay animations in web pages
|| Play sounds in web pages
|| Play videos in web pages
. Show image download placehalders

Shoiw pictures |
. Smart image dithering
@ Frinting
|:| Frint background colorg and images
-k Search from the Address bar
£

Multimedia options

The Advanced tab contains loads of options, most of which
should be left at their defaults until you have been surfing for
a while. You will then have a better idea of how you want to
handle them. However, there is one section that is worth
dealing with now - multimedia. Pictures, audio and video files
are sometimes essential, often merely decorative and always
slow to load. Turn them off for faster browsing but pictures
often contain links - if you can’t see them, you may not be able
to navigate some sites. You can turn them back on and reload
a page to view the files, or simply click on a non-displayed
image (it will appear as 3| ) to load it.

(1 Open the Advanced panel )

ﬁ ernet Options @
varced |

_General Securty | Privacy | Content  Connections | Programg | Ad

(2 Scroll down to Multimedia)
=

Leave the other options at their
defaults until you have spent
some time on the Web

s Tip
>
If you have Show Fictures turned off and

Bestore Defaults
meet a page where you need to see the
-_r | ETTE TR pictures it can be quicker to turn Show
Pictures on and reload the page than to
click and load each separately.
(4 Click Apply or OK)
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Customize the toolbars

The Standard toolbar initially has a dozen buttons, but there
another dozen available for you to choose from - and you can
remove any buttons that you do not use.

w Standard Buttons

v Address Bar ) )
Links 1 Click Customize

Lock the Toolbars

Cuskarize, .,

2 Select where the
button is to go

(3 Pick a button)
4 cClick Add

Té\iallablz tonlbar buttons: Current toolbar buttons:
-3 B A A A
{1 Men Drive 4 Home {
ﬂ( Dz onnect Separator
Add .,
| Foldiere o Cut ] 4
Copy L Search ‘
. o ove Up
2l Paste " Favorites
Rt i 6]
v i v on i v [toveDom]
Texk opkions: | Selective text on right w
Icon options:  Large icons v

Pick a button)

(6 Click Remove) (5

e

Q
“‘
Basic steps E,' ﬂ

1 Right-click on the toolbar
and select Customize...
from the context menu.

To add a button

N

Select a button in the
Current list - the new
one will be added above
(to the left of) this.

Select the button to add.
Click [ add» ]
To remove a button

Select the button in the
Current list.

Click [<Bemmre)
To rearrange buttons

Select a button in the
Current list.

0 ~N®=EO0O O1F phW

CI|Ck [ Move Up ] or [Movegown]
to change its position.

7 Picka button)

Ayailable toolbar buttons: Current toolbar bu tans:
= E LCloze
| Separator | £ Mail L | Fleset
| g' Map Drive . Print
; [\ Add- =
ﬂ‘ Digzonnect \ | Edit
Folders |--A—--—-—J< Al 2 :]
aH Encodir ﬁ R h Moo
d= ln} egearc | I
W i Ao, » 1 R S, o) (Matis Do
Texk options: | Show text labels v
Icon options: Small icons v

20
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“
Basic steps E,' ﬂ Button appearance options

1 Right-click on the toolbar
and select Customize... P
from the context menu.

Text options

N

At the Customize Toolbar
dialog box, click the L 4
arrow to open the Text
options list.

Select an option.
Icon options

In the Icon options list,
select Large or Small.

Click [_cese_].

(3 Pick an option)

o W

You can adjust the appearance of the buttons in two ways:

Text labels can be displayed on all buttons, on selected
ones or on none. Labels can be useful at first, but
removing them leaves room for more buttons on the
toolbar, which you may find more useful later.

You can have large or small icons - though note that this
does not work on some screen displays. Try it on yours.

(5 Click CIose)

G

Ayailable toolbar buttans: Current toolbar buttans:
Cloze
Separator s ,*ﬂ Edit e R
[
,i'l:' Map Diive | Discuss
Add > =
ﬂ( Digconnect 4;1 Research
.~ Folders ! "'f. Messenger
E Full Scresn |
™ WA I * 3
Text options: ;T\Io_ te;_t-l_abels b
Icon options! SR EEE 0

(2 Drop down the Iist)

(4 Large or small icons?)

If, after adding and remov-
ing buttons, you decide
that you don’t like the way

things are, clickto

Show text labels

C.0.x B @ | ) e

Back. Forward Stclp

Refresh Home Search Favnrites History

Select text on right

put it back to normal—and Qrax » @~ [x] 2] € Pseaeh praones €&
start to customize the
toolbar again from scratch. No text labels

'd i RJ T |£:| |£| ; 7 &
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Getting Help

If you need more Help on any aspect of Internet Explorer,
check its Help pages - pretty well everything is covered,

though possibly in more detail than you might want!

There are basically three ways to find Help: browse through

the contents, use the index or search for key words.

Contents and Inde:x

(1 Use Help > Contents and Index)

Tip of the Day

For Netscape Users
Online Support
Send Feedback

About Internet Explorer

C2 Go to Contents)

( 3 Open a book )

m‘ ft Internet Explorer

Cantents | Indes | Search | Favorites

E Getting start=d with Intermet Explorer »

@ Finding Me Web Pages vou Want

@ Browsaing the \Web Dffine

@ Fiinting and Saving Infamation

& Sending Information over the Intemet

L]'_?] nderstanding Secunty and Privacy or
{31] Understanding security and privacy
@ Haw to decide if you can tust an e
£31] ‘what you should know about oper
LIQ'I Pratecting pour computer from uns:
Iijl How ta decide if pou can tust a '
£4] 'why ‘windows blacks the installatic
£31] ‘what you should know about runn
3] what's a digtal signaturs?
:l Black or Unblack a publisher
@, Frequently asked questions about |

@ Inte net Explarer's Information Bar

@ Managing web Browser Add-ons

@ Contriling Access to Inappropriate Inte

@ Custonizing Your web Browser s

< >

T - e
G (e
Hide Back Options  web Help

what's a digital signature?
& digital signature:

Allows you to verify the publisher of a

Basic steps

B To browse for Help

1

Open the Help menu and
select Contents and
Index.

Switch to the Content

tab, if it is not on top.

Click @ to open a ‘book’
of topics.

Click & to display a Help
page.

On a Help page, click
for more on a subtopic.

o O & W

Click Related Topics then
click on a titleto goto a
related page.

file,

Werifies that the file has not channed
since it-was digitallvsigiea,

(5

Display a subtopic)

“what if a file does not have a valid

digital signature?

Does a valid digital signature mean
that the file is safe?

& valid digital signature does not
verify that the contents of the file are
harmless. You must decide if you
should trust the contents of the file,
Click Related Topics for information
about deciding whether you should
open a file you've downloaded.

Related Tnnics

How to decide if wou can trust & web site
How ko decide if wou can trust an e-mail message
k ‘What vou should know about opening files fr

am the Intermet ||

I

(4 Open a page)

22
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Basic steps

WnN

To use the Index

Open the Help menu and
select Contents and
Index.

Switch to the Index tab.

Start to type a word to
describe what you are
looking for.

Select an entry from the

list and click [ Display ],

You may be offered a set
of topics - select one

and click [__Dipay |,

(2 Go to the IndeD

& Wicrosoft Ifternet Explorer,

SEI -
Hide Bazk

"Eontents. Index .Search Favor_ites

Tuype in the kepword to fisd

Dptions  Web Help

[

rifting
privacy
[See alzo security]
changing settings
cookies See cookies
of prafile infarmation
OWETVIEW
personal certificates and
palicies
Privacy Report
securty zanes and
uzing secure sites
Privacy Repart
private keys
problems
haln itk somnnet for

pritt presiew, Web pages il
printing frames on Web pages
printing pictures

3 Start to type

To print a Web page

1. 0On the File menu, click Print,

% Notes

and then click Print,

look and see how many printed

menu and then clicking Print
Preview.

the item,
Related Topics

2. Setthe printing options you want,

e To print a frame or item on a Wweb
page, right-click the frame or item,

& You can preview how a Web page will

pages it will be by clicking the File

# For Help on an item, click ? at the
top of the dialog box, and then click

If you find a Help page that
you think you might want
to refer to again, go to the
Favorites tab and add it to
your Favorites. You can
jump straight back to it
next time you want it.

Topics Found

Click a topic, then click Dizplay.
Title

Frint

h page

Frint an image from a'Web page

Using accessibili y features in Internet E....
Using Intemet E: plarer keyboard sharte, .,
Uszing the image oclbar in Internet Expl..

Change how a'web page looks whenit...
P[view the appearance of a printed W .

(4 Select and click Display)

Location
Microgoft ntermet Explarer

Microgoft Intermet Explarer
Microzoft Intermet Explorer
Microzoft Intemet Explarer
Micrazoft Intemet Explorer

[ Dizplay ]| Cancel

(5 Select and click Display)

23



Searching for help Basic steps

If you are clear and specific in defining your key words, a B To search for Help

search can be the quickest way to find the Help you want. 1 Open the Help menu and

select Contents and
2 Go to Search

Index.
(4 Click List Toplcs)
Type one or more words

suﬂ Internet Explore .— to describe what you are

B 0 looking for.

Hlde Back Options  Web Help

.Eontent: Index | Search Favol_ites ’7 2 4 CIICk -

To m a on your computer

Type in (he kepword to find: 1. ©n the File menu, click CEITS As,
. 5 Select an entry from the
|save web pages 2, Double-click the folder you want to

EERas the in. ||St
List Topics 3. Inthe File name box, type a

- ] name for the MEEE, 6 . -
Select Topie ta displaw CIle .

4. Inthe EETTY as type box, select a

(3 Type the key word(s))

Switch to the Search tab.

W

Custamizing \Windows for people with disabil... file type.

Enter Wieh information mare easily 5. Do one of the following;
Finding pages pou've recently visited |
[rtraduzing the Intermet Explorer Wb brow... » To B2 all of the files

needed to display this (28,
including graphics, frames
and style sheets, click

b ki e available for offline viewing

JAGE 0N POul compter

ave arimage from aweb page : -
Saving pic.ures or text from a Web page ffgae_ ;;?Er:tis :i;héii;!::;oln TakG rIOtG
Should pou install Activel contrals? format.
Uszing ac zessibility features in Intemet Explo. T ifotitharing i
Usina It cernet Explarer keyboard shartouts Tk o | G e e ERe )
lUsing Ve image toalbar in Intemet EHpIor_er QES?I: Eli tﬁlﬁ‘:élianglgllgd lne in Your search key words are
Wy v oz Internet Explorer block gome file ... click P A vchive, This A nor«ma[[y h[@h]l@ht@d in th@
opticn £ a snapshot of . .
D | the cur ent hﬁa This Help page displays. This can
- opticn ‘s available only if you
- have irstallad ortinnk = be useful, especially when
you are looking for less
(5 Select a topic) common topice as it will
Search key words are direct you to the relevant
normally highlighted part of the page. On the
other hand, the highlight-
(6 Click Display) ing can make the text
harder to read. With this in

mind, IE gives you the op-
tion of turning the highlight
off — see opposite.
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Basic steps

|
1
2

SN

~NOoO 09

Printing Help pages
Select the Help page.
If you only want to print

part of a page, select it
first.

Click the Options button
and select Print...

To print part of a page,
click Print the selected
heading ...

To print it all, choose
Print the selected topic.

Click [_ox_J.

At the Print dialog box,
set the options for your
printer as appropriate.

(1 Select the page)

(5 Print the whole page)

4 Print the selected

part of the page

Help page options

The Options drop-down list in the Help page toolbar has a
short set of commands that you can use while working in the
Help system. Most of them are also present as toolbar buttons.
They are all very straightforward, with the possible exception
of Print. We’ll have a closer look at that.

Hides the tabs display (and is then
replaced by Show which displays them)

Back to previous Help page viewed
Forward again (after going Back)

Go to Microsoft’s site for Help

[ e — T

= B @
H|de Back Fonward — Options  'Web Help
e g Ry Hide Tabs ~
Contents ! f -
eI oo 9 o Ig pictures or text from a
|?] Getting started with lntermet - Forward page
@ Finding the \Web Fages Yor  Home view pages on the Web, you’ll find
@ Browsing the \Web OHline Stop ]
L] Printing and Saving Infoma Refrash
(2] Print a'Web page Internet Options..,
___1| Sawvea'web page ony - -
Saving piotures o text 2 viieb Help ave access to the Web or a
17] Save an image from a 'y : ter,
17 Print..
7] Print an image from a b 5 h pran ht off .
@ Sending Information averth 25 o9 |g ? this Try this
@ Understanding Security and Privacy on the Save a page Right-click the link far
@ Intemet Explorer's Information Bar ar picture the itemn you want to
% M o Web Browser Add-ons without sawve, and then click
anagllng " : opening It Save Target As,
g Eonttroll?n_g A\C(CBSS\,\ED Ln;ppropnate Interne Copy Select the infarmation
= om!2|.r?g P A L R infarmation you want to copy, and
@ Accessibiity from a Web then on the Edit menu,
page into a click Copy.
document.
Create a Right-click in the pags,
_ —— desktap and then click Create
Print Topics ® shortcut to the  Shortcut.
- current page, b

‘f'ou can print the selected topic or all the topics in the
selected heading. What would vou like to do?

| 1) Print the: selected topic
20 Frint the selected heading and all subtopics 6 .
) Click OK

[ ok || Cancel |
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Exercises

26

Start up and log on to your PC, if necessary.

Run Internet Explorer. Identify the screen elements shown
on pages 12 and 13. Do you have any toolbar buttons not
shown there? You may have, as installations vary. If you
do, find out what they are for. Pause the cursor over a
button to see its name, then look it up in the Help system.

Work through the Internet Options to suit your way of
working. In particular, set the home page, history and the
screen colours.

Go to the Help system and use the Index or Search modes
to find out about the Information bar. What is it and what
is it used for?

Use the Help system to find out about the pop-up blocker.
Why might you want to turn this on?



3 Navigating the Web




Hypertext links

The World Wide Web is held together by millions of hypertext
links. These may take you from one page to another within a
site or off to a far-distant site - though some pages are dead-
ends, which is when the Back button comes in handy!

The links may be underlined words embedded in the text or
presented as a list, or may be built into pictures. They are
always easy to spot. When you point to a link, the cursor
changes to {F_“} and the Status line shows the address of the
linked page.
Hypertext links are usually
underlined and coloured blue

2} Linux Online - Applications - Microsoft Internet Explorer. provid

File Edit Wiew Favorites Tools Help

C-© ¥ =2 A P 3 8 2 .—.= L 3

Address 4__‘3] hittp: ffwvag, linu orglappsfindesx. html

Linux Online!
| http://www.linux.org

Applications
[Lldi i c el B support, reviews, and other usefil information.

Distributions

Download Multimedia Search the Applications section
G 1Inf Admimstration Audio tools
eneralinio pypEC— CD Players S [Gol
Book Store Baclup CD Wi
Daemons LIP3
Hardware Wideo
K ermel Patch VEML
8XIDV, 105 Log Analyzers HTIL Editors Ifyou would like to
100-pk [RUEHENT Java browse the applications
: Securr : Languages divided in environments
[ 3D Modelling %
-gg! User Managment ATV AN Libraries choose wanted v
>
i_‘;l] hikkp: f v lin, orgf appsalliMultimedia/ C0_Wriking, html D Internet

Mandrake Linu:; Linux hardware in the UK
Read in-depth 3r party pedformance At DMUK we sell Linux servers, storage,
analysis of Linux & Windaws, clusters and workstations,

Ao

L 1z available m several formats, called distributions, Each distnbution has itz own set of features and
finctionality that makes it unicque -- some distributions are available for download at no charge, others are provi
Login on CD or floppy disk and have a (usually) nominal charge associated with them

In each section below, you'll find not only a list of applications, tools, and utiliies, but links to web sites providin

B Web pages often have
links to other pages (in
the site or elsewhere) on
the same topic, which
may lead on to others.
Once you have started
you can browse the links
- the trick is to find a
good place to start...

d by Wanadoo E|@|®

@

Ads by Goooooogle

Address of the linked page
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Interactive pages

If it is hot obvious how a
page is linked, move the
mouse slowly over it, look-
ing for the hand pointer
and for addresses in the
Status bar.

Many pages now have interactive menus, written in Java, ASP
or other web page programming languages. These vary, of
course, but typically, when you point at an item on the main
menu, a submenu opens up and clicking an entry here takes
you to another page.

If you point at an interactive menu, you often get a
pop-up label to tell you more about the option - you
also normally get labels when you point at images

File Edit Yiew Favorites Tooks  Help

A DefinitiveCaribbean Travel Guide: Caribbean Islands Facts, Caribbeafi Islands information, Carib - Microsoft Interne... |Z||E|E]

i address i.__-_é_i.]_-_ljt:t_p‘..l'.l'www.definjti\ﬂe?arib@an.cum,ﬁ /
%??1/’({/@ Caribbean
Wit citid”

Wisch istandd Welcome t DefinitiveCaribbean...

Where lo Slay
Spettal Interests:

]
Trip Pianning /
How to Book

Tour Operators /
Travel Organisigs
H A=

Fhights W

Travel Insivance

acht Charters - Best ByI Bareboat & Crewed Yacht
| Charters, Caribbean Yacht Charters, Grenadines Yacht
| Charter )

= 1d eventhing you need
Stay Sail Jbean trip orto buy a
; Jlo comimission, no fees.
A Enios |
Fius... the best Caribbean travel
= specialists and on-island assistance,
sty | yacht charters, car rental, scuba diving

Traed planner

Ll=e our unigue trave
planner to create your
perfect Caribbesn thip.

Dur Keyword Search
will scanthiz site
(nowy approximately 1
millior wwords) for any
topic

AL
(EWMM.U; map

Pleaze see here to

(& http:f fwew definitivecaribhean, cam/Best_SalingCruising, asps

] Iht_e_rrret
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Starting to explore

The Internet is so big, where do you start browsing? A site such
as Yahoo is probably as good a place as any. This offers a huge
range of things to do and see within its own extensive system,
but also has a massive directory of links to other sites.

If you know the address of a site, you can get there very easily.
Yahoo! is at: www.yahoo.com.

To get there, we can type the address into the Open dialog box.

(1 Go online)

T

(2 Select File > Open )

Chrl+0

Open...
Edit with Notepad

Save As..

Page Setup...
Print...
Print Presiew, .,

Ctrl+P

Send 4
Import and Expork, ..

Froperties

(3 Type the address )
wark OFfline

@ | Typethe Internet address of a document ar folder, and
,_-‘/ Internet Explorer will oper it e pou.

Opet: v, rahoo, com v

[] Open as Web Folder

[_ ()4 H Cancel JLE[owse... J

Use Browse... to open a web page
file on your PC (see page 57)
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If you are not online,
connect now.

Open the File menu and
select Open.

Type in the address.
Click Lo,

The home page at Yahoo!
has several different sets
of links. The main set
near the top are to areas
within Yahoo! Click on a
link to see what'’s there.

Links are easy to spot at
Yahoo! If it's underlined,
it's a link. Most images -
especially the photos -
are normally linked as
well. Click on a link to go
to the linked page.

Follow the links that
interest you.

When you're ready to

move on, click Qe -
repeatedly until you
reach the top page. We'll
have a look at the Yahoo!
directory next.



You can search the Web from here (page 50)

Yahoo! - Microsoft Internet Explorer providgd by Wanadoo

File Favorites Help

Q T (%] |£I] : 7 3

Address | ] btk fywowyatioo com]

Edit  Yiew Tools

Make Yahoo! your home page

"Preview the all-new Yahoo! home page

b

Click a link to go

Finance i~

7 [ YAHOO.’ 5

Muszic i~ Trauel i~

e ot Categony m Ifages Yided™| Audio | Directary | Local | News Shopping

the Web: |

l_'-J Yahoo! Answers: Azk a question | Answer questions

Ny R
‘-“-r:’,f t\_t
ail My Yahoo! Messenger

:

Advanced
My wWab
= ad Programs

to a topic area

(5

360
Autos
Finance
Games
GeoCities
Groups
Health

o\ B Check your mail status: Sign In

High speed Internet fram Yahool: Faster than AOL dial-up: As low as $12 98/mo,

Yahoo! Search Marketing I
!

Horoscopes Music Shoppirig Wi alisto mats:fel a9 (e ¢ Me .
HotJohs "= Wy Yahaol Sports a=z fo/month. Find out more | \
Kids [Menivs Tech = ==
Lacal People Search  Travel In the News
Mlail Fersonals :
Maps Photos Yellow Pages » lrag wants to set rules on LS. raids
Movies Fieal Estate = lran tebuffs LS. dermand on enrichment

Free mail: Sign Up

All ¥1 Services...

= East Timor leader urges nation to reconcile

= Maorth Korea invites ULS. nuclear envoy
saclouds on horizan

it full capacity

b cell research

Movies Home | In Theaters |

See trallers, photos, and more from
the hottest movies of the summer.

Onthe Red Carpet

The Break-Up' Premiere

See photos of Jennifer Aniston,
Yince Yaughn, Jennifer Love
Hewitt, Joey Lauren Adams, and

Movie News & Gossip
Latest Hollywo d_script deals

liinie | 347 bl FT_Reitars

‘a- Jon Favreau at the LA, premiere.

Fle | Edit Miew Favorites Tools  Help
@ at Hotel Rwanda'
, x'| -'] A &'} 5 o ;:—1 Jns Stack Quotes:
g (e~ L M|/ ] s = |= |- P -
address | & Hetpsd fmovies.yahoo.com, i ' s Go
Bl hetpfffhinvis: yabadi e v D a kA Woid Cup - Stocks
~ w
i i ; s Search T
Movies DVD " Video My Movies Search Yahoo! Movies: & Internet

Showtimes & Tickets | Coming Soon | Top Rated | Teailers & Clips |

Get Showtimes and Tickets

Browse hy Location
(ZIP Code or City, State)

New on DVD

P
Comedy spoof ‘Date Movie,’
Sam Jackson in ‘Freedomland’

More on OWD..
Today's Features
Beware of the Mutants

[ X -Men: The Last Stand
[ 3
W" Watch exclusive trailers
& and clips.

Big inJapan

The Fast and the
Furinie Takun DNiift

| htkp: {fmovies.yahoo. comfmovief 180862521 6/info;_ylb=AjHOkYsF7rHKgQy FugfybIfich

Browse by Title Select a movﬁé.._ v [Gal

hNews | Box Office

Only on Yahoo! Movies

S

Watch AdaniSandler in an
exclusive clip fromClick”

© Clickalink to
reach a page

tdare Trailers & Cli

10p Box Office

Last Updated 05/23/2006
. Heten: The Last Stand
« The Da Yinci Code

. Over the Hedge
«Mission: Irmpossible Il
. Poseidon

SR

Sao Ma Fuil

Noen N B e RS =

a Internet
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The Yahoo! directory

When Yahoo! first started it was simply a directory - though
the best on the Web - with organised lists of links to selected
sites. That directory is still there, and just as good as ever. The
links are organised into a hierarchy of topics and subtopics of
up to six levels or more. Take your time and explore it!

2} Yahoo! - Microsoft Internet Exple

File

Q T *&J - %] il] ; > W & T

Adddress | B hetpy fumw,vahoo.com|

Edit ‘Wiew Favorites Tools

Entertainment » More Entertainment

* Radiohead frontrnan Yorke's albur leaked online
* D Comics resurrects Batwoman as a leshian
« Lure of fame draws soap-star wannabes to audition

| * 54 Bnap your fingers with Lil Jon in new video
'Efaser’ appears

“Intro Rates!
Sew Terms

i, 3
e L N
111K Other loan a

lortgage rat
$150,000 rnc

Buzz Log - What the world is searching for # More Buzz

=/ 4

Hot for open toes

Orchard Bank MasterCard

Ready to set your toes free in a comfy pair of credit.

sandals? WWe dont flip lop with sandal buzz. More...
Popular Sandal Searches
1, Rainbow Sandals

2, Reef Flip-Flops

The average U.5. credit st
seg.yours: §0.

sy wede sand i
4, Teus Saoda

Yahoo! Web Directory # More Yahd

Ele Edit ‘Wiew Favorites Tools Help

Basic steps

1

Go back to the opening
page at Yahoo!

Scroll down to the Web
directory, near the
bottom of the page.

Click a topic heading.

At the next level, click on
a subtopic heading.

Work down through the
levels. You will start to
find links to pages - click
to go to the page.

(2 Scroll down)

2l Movie Reviews in the Yahoo! Directory - Microsoft Internet Explorer provided by Wanadoo E|@E]

()

gj hittp: ffismw yshoo, com/rfen CATEGORIES pihats This?

Arts Culture Health H - = — 5 i :

Business Education Mews H Q b Q * YN | ) & il sl ;J, ."5

Computers Entertainment  Recreation B _
Address gg] http: fidir. vahoo, comjEntertainment/Movies_and_FilmjReviews| v a Go

More Yahoo! Services Mol Movie Reviews Email this psge  Suggests Site  Advanced ™

Auctions Chat Education Search

Calendar Classifieds Greetings Tl Directory > Entertainment > Movies and Film > 3 Save to My'\Wek

‘fahoo! Buzz Ir

] ] « Best Films (27) .
3 Pick a tOpIC + Capsule Reviews (42 .
» Columns and Columnists (49) .

» Counterpoint Reviews (4)

(4 Pick a subtopic )

Forums {10}

Genrss (5) ¢
+ Home Video@ 2
¢ Humor@ t

+ Just Ratings (3)

Top Searcl
Magazines (5) 1. #Men
- 2. HMen:
Personal Predictors (7) 3 The Da
Professional 4. Spider-
Organizations@ 5. Unfaith
Religious {8)
Review Hubs (8)
Reviews for Parents (15) SPONSORF
Surveys and Polls (10) Tomato PL

Television Shows@

Worst Films (15)

Large selecti
puree straing
. Craative

(5 Click a link ) .

£ Done

SITE LISTINGS By Popularity | Alphabetical —(iihats This?) Sites 1- 20 of 225 Ses you
Rotten Tomatoes &
Read reviews of current movies from the nation's top critics and many other
sources, used by Rotten Tomatoes to formulate a single "rotten” or "fresh”
rating. Also offers trailers, photos, and box office reports
wwvwy. rottertomatoes, com F

0 Internet
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Basic steps

Click in the Address bar.

If an address is already
present, it will be high-
lighted - press [Delete]
to delete it.

To go to a new site

Type the address and
press [Enter].

To revisit a site

Click the arrow at the
right of the bar and
select an address from
the drop-down list.

Start to type the address.

If IE has been there
recently, it will offer a list
of possible addresses -
click to use one.

You often see addresses
written with http:// at the
start. You don’t usually
need to type this — the
browser will assume that
you want a Web address.

Using the Address bar

You can type addresses directly into the Address bar, instead
of using the Open dialog box - the result is exactly the same.
But the Address bar is more than just a a place for entering
addresses - it also stores them.

(1 Click into the bar)

(3 Type the address

Address | @] http: fimovies. vahaa.com]

»Ej http://books. elsevier .comf

:éj http: e madesimple, co. uky
& Htbp: ey goaogle oo,k

& Hkkp: ey, samsung, camy
;éj https e autotrader, co.ukf
:Bj httpe e websudoku, comf
-iﬁ http: fjw Feedicons . com/
& | https/ e jointhequest . com/

] Rtk e bep, oo, LK)

@ http: fhwn, ca.com

iﬂ httpsf v, channeld, com st

iﬁ http: /e, channels, co.uk)

2] http:/ e odeon. co ukjplsfOdeen)Odeon_general cinema_xyz?CINEMAS -southampton %

4 Open the drop-down list
and pick and address

(5 Start to type )

| Address L gU v
vy, guardian, co, uk S

w, guardian, co,uky sudaku

T, guardian, co.uky Ty

hkkp:f i, guardian, o, ukf Ty bbe3. kel

httpe s, guardian, o, ukf T bbcknowledge  html

hittp: s, guardian, oo, uky Twe4. html

hkbp: /v, guardian, co. okj T4/ granada_men. hktml

(6 Pick an address)
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Favorites

Some

a long and painful search or by sheer chance. If you want to
return to a page in future, add it to your Favorites. This stores
the title and URL in a file and puts the title on the Favorites list.

*

A Meteo France - Carte de previsions regionales: A

good places are easy to find; others you discover after

You must have the page open to be able to add it to the
Favorites - but you can do this offline by opening the
page from the History list (page 38).

If the Favorites list is opened from the menu bar, it drops
down the screen and closes after you have chosen.

Using the toolbar button opens the Favorites in the
Explorer bar, where it stays at hand until you choose to
close it.

You can store a Favorite in a folder as you create it.

You can display the Favorites in the
Explorer bar - click the star icon

Basic steps

B To revisit a Favorite

1 Open Favorites and pick
a page - you may need
to open a submenu.

To add pages to Favorites
Open Favorites.
Select Add to Favorites.

Edit the title if necessary.

OO wWNHE

To add it to the main list,

click [_ec__|.

To store it in a folder,
click [createin>> ).
Select the folder.

Click [__o__.

o~N OF°

fuitaine - Microsoft Internet Explorer pro... Q@@

£ MALLA
J Saga

£] WebEverts

& bourse-im nobilier

gj CENTURS 21

Nos of

] FHATM
- 0 Abo
& | Internet French Praperty
: o~ i Fornm
EMétropole O tutre-mer ] Latitudes e
Acces dirert ‘£] Mappy - Plans ds ville .
Saisizsez directement une région, il Metea France
un département, une vile, un code 1 am
postal, une station de skiou une &] Jam Cams Mot de
zone cdtigre... & French Property News
——— O Abc
[ co ) ' g
1F RJI . Form «
< >
| A Internet

File Edt Wiew 0 Tools  Help W
Add to Faviites, ., A ;
- | 5 Syl 73 2 o o
“; \) Orgarize Favorites, } @ = g 3
Addiess | €] httpy ) Brain ache b fEnfproeReq.jsprLl - ﬂ.ﬁP
ey ) Brilliant Internet Flom 1 g
T —= Rl Select the title to go to the page
Gaite de navigation: (2 direttories k [TOP ree
Cliguez sur une zone ) Finance LA CE T s medi 08h 14h 20h 0 Temps G
el ) Media L ogh 14h 20h  Vindi  08h 14h 20h ) Wentstkmm)
1) music 3 i/ s ,_,j
|=) houses 4 .'?‘
2] Mahijong gj Automobile’ Association '__)_j"
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Flle Edit  View 1ocls

~) Brain ache
3 Briliant Internet
Computing

directories
) Finance

7 Media
TAusic
Travel

| Mahjong

| MALIA

| Saga

-§1 ‘Web Events

Location
If you opt to make the ip Code (o) City. State co|
page available offline, LES e

you can get IE to
download the latest

MOVIES

A ROTTEN TOMATOES: Movies and Ganve
Help

version automatically
at regular intervals

Adds the current page ko your Favorites list,

* v r T T v v w

2 Open Favorites

. Reviews ana previews - microsort internet Explorer pro... [= [E @

%

Internet E xplorer will add this page to wour Favorites list.

QK
Cancel

LCreatein >

[] Make available offline

ROTTEN TOMATOES GEGESE

2

MName:

(4 Edit the name?)
(6 Store in a folder? )

(7 Select the folder )

(5 Add to main menu?)

U\ Intemet Explarer will add this page to your Favarites list.
w o)
[] Make available offline Cancel
Name: | ROTTEN TOMATOES
Create in: | Briliant Internet ~ Mew Folder...
+ |} Computing
+ | ) directaries
I Finance
| Links
) music i




Organising Favorites

When your Favorites list gets so long that you can’t find things 1
quickly, it is time to organise it by moving related items into
suitable folders. This is easily done. First you need to create

some folders, then the Favorites can be moved in.

|5) Brain ache
) Briliant Internet
1) Computing
) directories
) Finance
) Media

1) music

) Travel

._é;] Mahjong
] naLia

,&i‘[ Saga

@j ‘Web Events

* r *r v v v v v

View it offline?

(1 Click Organize Favorites)

3 Drag and drop
into a folder

A Drganize Favorites ‘

To create a new folder, click on the Create
Folder button, To rename or delete on
item, zelect the item and click Renan e or

Delete.
[ CreateFolder || HRename _J
@we tor Folder... | | Delete N

The Computer Information Centre
hitp:d fvwi, compinfo.co. uk/index. him
Times visited: 4

Last wisited: 02/06/2006 11:10

| Make available cffine

7%

Basic steps

Or

|7 Brain ache

I3 Briliant Internet

s DR gULer (nfomiation |
) direstories
I3 Finance
o Media
) music

| Travel
£ Mahjong

Click Organize Favorites
on the Favorites menu or
in the Explorer bar.

2 Click and give
the new folder a name.

3 To move a link into a
folder, drag it over to the
folder and drop it in.

4 sciect the link and click

[MevetoFolder.. ), then pick a
folder from the list.

|

L NALIA

#=] The Computer Intomatiorn..

Cloze

2} Organize Favorites

To create a new folder, click on the Create
Folder button. To rename or delete an
itern, select the item and click Rename or
Delate.

[ Create Folder H Rename ]
| Move to Folder... ] | Delete |
New Folder

Faworites Folder

Modified:
02/06/2006 11:13

(2 Create a folder)

Browse for Folder

Click the Folder that vou war - to move the selected Files ko,

4 Move using the
dialog box

- fGames ] v

|3 Finance »
| Media

1) mugic

=) Travel

&] Mahjong

E]NALA

& Windows Media Shawcase
£] Saga

£] Web Events

\&] Electiic Paper

Cloze |

36

= ¥ Favorites
|73 Brain ache
{3 Brilliant Inky rnet
EnsRaw B ornputing
- directaries
i Finance
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+- 1) Media
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Cancel




Basic steps

|
1
2

To create a shortcut
Go to the page.

Drag the symbol from
the Address bar onto the
Desktop.

To use a shortcut

Click on the icon to start
IE and link to the page.

Desktop shortcuts

Do you use Desktop shortcuts to your most-used applica-
tions, or to documents that you want to reopen in a hurry?
You can also create Desktop shortcuts to Internet sites. One
click on the shortcut will then start the browser and make the
connection.

(1 Go to the page)

(2 Drag the icon onto the Desktop)

A The Internet Movie Database (IMDb) - Microsoft Internet Explorer, provided by Wanadop

-E\_} http;”ww'{\'.imdb.c?mf

All ~|

Mare searches | Tips
IMDbPro.com free trial

fﬁ | AT WEB SEARCH

The Inkernst o)
Mavie
Database

Tops at the Box Office

1 #Men: The Last Stand
= The Da Yinci Code

= Dwver the Hedge

a Mission: Impossible 1l
= Poseidon

b more

3 Click to run |IE and

File Edit View Favorites Tools  Help
3 ) \ i
G\ X & @ S GF w2 LJKd 3

" GAME

L ETIC | BAsE Illilbpm =3

Home | Top Movies | Photos | Ind dent Film | Browse | Help

The internet Movie Datahase

Visited by over 38 million movie lovers each month!
Welcome to the Internet Movie Database, the biggest, best, most
award-winning movie site on the planet. Make IMDb vour home pagel

Watch This: Trailers and More....

Firates of the Caribbean: Dead Man's Chesi:
Trailer

o - AMens The Last Stand: Trailer

The Assassinaiion of Jesse James by the

W Coward Roberi Ford: Trailer

Click: Trailer

The Break-Up: Trailer

All the King's Men: Trailer

Talladega Mights: Trailer
lore Traders

Login | Register to personalize

Tue 30 May 2006:

Celebrity News
. Jolie & Pitt Dionate to

Wamibian Hospitals
. ‘Byriang' Filmmakers Deny
Flagiatism
. Mliller & Law "Working
Things Out"
Studio Briefing
+ 'Last Btand Delivers

. Warner Bros, Cranks Out
10-15 Direct-to-Video

Mowies
. HO Can't Crack 'Code!
Overseas

m TOP‘lOTv,:.ﬁlrg

v

% Inkernet

go to the page

J
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The History list

As you browse, each page is recorded in the History list as an
Internet shortcut - i.e. a link to the page. Clicking the History
button opens the list in the Explorer Bar, where the links are
grouped into folders according to site or to when they were
visited.

If you want to use the History after you have gone offline, open
the File menu and turn on the Work Offline option. This may
not work. You cannot open a page off-line if it draws informa-
tion from its home site - whether to get fresh adverts or news
updates, or because some of the page content is created
actively while you view.

Basic steps

1

W

Click the History button
to open the list in the
Explorer Bar.

Click to open a site’s
folder.

Select the page.

Click the X at the top
right of the Explorer Bar
to close it.

he Da Vinci Code: Eurostar Quest - Microsoft Internet Explorer provide: 1 C“Ck HiStory

File Edit Miew Favorites Tools Help

2 x| = 5 g B

2| http:/{quest. eurostar, com/
Histary *
View - @ Search
ij Last Week A
4] D0games {00games. biz)
3] auta-sfondi-desktop (www,auto-sfond. .
4] bbe (i, bbe,couuk)
] ca-aquitaine (wiw,ca-aquitaine. fr)
] code.google (code.google. com)
Q entertainment. msn {entertainment.ms. .,
4] Forbunecity (v, Fortunecity, com)
i, google. co.uk)
(2 Open a folder )wwguardian.co.uk}

simndb. com])

4] My Computer Join the Eur
] newsboze.msn (newisbos,msn,co.uk)

] office. microsoft (office. microsoft.com)
-3y quest,eurostar (quest, eurostar.com)

&: Eurastar Quest

£ 10a Yinci Code{}jlrostar Quest
| Eurostar QuesiEurostar Quest
) radiokimes (www.rtp:”qL.IEt'EU”DStar'mm'fe_g"lD

"] bep (e, bep, oo, Uk) » .I\u.straliall'\lellf"lI fealand
] uk.msn fuk.msn,com)

] webmail,bep {webmail,bep, oo, uk)

cUROSTAR Qugg.

= France
: » Belgique

A -

EMonday "
E_']Tuesday v £ 3
£] 3 © Internst
Pick a page
(3 bag ) Hold the mouse over a link to see its full URL
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Basic steps ‘\o.; g

Select the order.
To delete items

Right-click on a page or

Rewriting History

To rearrange the list By Site is normally the best way to view the History list, but
Click the View button. it can also be displayed grouped By Date or with individual
pages listed By Most Visited or By Order Visited Today.

If it gets overcrowded, unwanted pages or sites can be deleted.

folder name in the list.

R wWwE NOPRE

Select Delete from the
context menu.

If you want to keep the current page at hand while you
go to another, use File > New > Window to open a second

(1 Click View) window and use that to browse to other pages.

A Cannes Film Festival 2006, Borat - MSH Film 2 Se'eCt the Order

File Edit Wew Favorites Tools Help

ided by Wanadoo

@

0-© ¥ R&a6 SNty

—_-.-' ial_l“

By Crder Visited Today ¥ Entertainment

55 QE_] http:,l’,l’entertainment.msn.r;,.ukJ'FIIms,l’FBatures!cénnés_bofat,fDeFault.asp w E: Go
Hiskory x Py
v:@Search MSN Home My MSM Hotmal Search Shopping Mormey People 8 Groups We
® By Date = mn. g, uk " 1
, | MUSTC RADIE
By ste j msn® Entertainment 2
By Most Yisited i
i, auto-,,

T UL P DL ¥ Big Brather 7

B s o e
4] ca-aquitaine {www,ca-aquitaine.fr) ¥ Colebrity News

Q code.g.oog.l.e (code.gpogle.com) P Phaoto Galleries

{28y entertainment. tertainme. . -
1y entertainment.msn {entertainme P

& | MSM Entertai b LK - Film

ntertainmen il i

74 Cgpnes Film Festiv:

- 5 skl Open pwninads
3] goodle (ww.google. co Open in New Window

3] caardian (www.guardic  Add To Favorites

¥ imdb (wevimdb. com)

4 Copy s 2006
4] My Computer - | 2
Blnevsbosmen rowsbo T |
8| newsbiox.msn {newsbo: I

—

I 24| office.microsaft {office,  Properties

E quest.eurostar (quest.eurostar.c...

P\Rieviews - New Releases

5, C0M) o -
(3 Right-click on an item ) Al iy

b Revigys - DVD

Cannes Film Festival

Borat Wows Cannes

Steady onladies, he's taken: The Cannes Film Festival has
long been used by shameless self-promoters ko attract
attention but Borat, plaved by Ali G creator Sacha Baron
Cohen, has taken it to & whole new level,

In kown ko plug his Forthcaming Film, due out in November,
Borat took to the beach in a hideous green thong ithe like
of which hasn't been seen in public since Cher's 'IF T Could
Turn Back Time' video) and caused his customary mayhem,
posing with bewildered women and tripping over at least
one horrifed sun-worshipper,

The film has already been slammed by Kazakhstani
authorities who abject ko Cohen's portrayal of a crass,
sexist, and racist TY reporter, The plot sees Borat making a
documentary in the USA when he becomes obsessed with

- ¥ Rert Db the idea of finding and marrying Pamela Anderson,
| webmal.top {webmall bop. couuk) ¥ Video/DVD Saop
E Monday ¥ Archives
5] Tuesday Y v e Dirty Dozen
[E] wednesday R (4 Select Delete
&_" = @ Internst
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Exercises

40

Start Internet Explorer and go on-line, if necessary.
Go to Yahoo! at www.yahoo.com or uk.yahoo.com.

Identify at least three hyperlinked images and three text
items - look for the hand pointer and check the content of
the Status bar.

Use the Directory to find web pages about your favourite
singer, actor or writer.

Add pages at three separate sites to your Favorites list.
Create a new folder, called Research and move the new
Favorites into it.

Use the History list to return to one of the first pages that
you found in the Yahoo directory.

Create a Desktop shortcut to Yahoo!



4 Searching the Web




Search engines

You can find most things by browsing through directories
such as Yahoo! (see page 30), but it can take a while - especially
if you are researching an unusal topic. This is where the search
engines come into play. At these sites you can search the Web
for pages that meet your specifications.

Search engines vary in the way they collect and hold data, and
in their degree of completeness - a 100% coverage is impossi-
ble as pages are added and changed constantly. If you don’t
find what you want at one, it is often worth trying another. The
search techniques are similar at all the engines.

Simple searches

If you enter a single word, then - as you would expect - the
engines will search for that word. If you enter two or more
words, there are several possible responses:

L 4 Most engines will search for pages that contain arny of
the words, but display first those those contain all of
them, e.g. ‘Beijing Peking’ would find pages referring to
the capital of China, however it was spelt. A search for
‘eraphics conversion software’ would find all pages
containing the word ‘graphics’, plus those containing
‘conversion’ and those with ‘software’ - and there will be
millions. However, pages containing all three words -
though not necessarily in that order, or related to each
other - would be among the first results displayed.

¢  Ifthe given words are enclosed in “double quotes”, most
engines will search only for that phrase. Look for “green-
house effect” and you should find stuff on global
warming, and not get pages on gardening!

Plurals and other endings

Some engines automatically truncate and extend words to
cater for different possible endings. With these, a search for
‘musicals’ would also find ‘music’ and ‘musicians’.
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Take note ‘@;‘

At a search engine, you do
not actually search the
Web, but you search their
databases that hold key
information about pages
and sites on the Web — a
direct search through
those billions of pages
would take far too long!




Take note

Some engines just search
the title and key words — if
the page’s author has de-
fined any. Others also
search through the top
lines of text. A few do full
text searches, so that the
whole page is indexed.

If you enter words only in
lower case, most engines
will ighore case when
matching — so ‘windows’
also finds ‘Windows'.

If you use capital initials,
most engines will return
only those pages with
matching capitals, so that
‘Gates’ will find the boss of
Microsoft, but ignore gar-
den portals.

Words written entirely in
capitals will rarely find any-
thing!

Advanced searches

These are much more varied than simple searches. Most
support the use of logical operators.

Logical operators

Also known as Boolean operators, these can be used to link
keywords. They are normally written in capitals.

AND every word must match to produce a hit.
OR  any matching word will produce a hit

NOT ignore pages containing this word.

If you use a mixture of operators, they will normally be
evaluated in the order NOT, AND then OR, e.g.

boat AND sail OR yacht
will find pages with references to boats where sails are also
mentioned, or to yachts.

boat AND sail OR paddle
will again find references to sailing boats, but will also pick up
all ‘paddle’. pages:- whether they relate to boats or not. This
can be changed by putting round brackets () around the part
you want to evaluate first. So, to find paddle boats or sail
boats, you would need:

boat AND (sail OR paddle)

Include/exclude

Some engines will allow the use of the modifiers + (include)
and - (exclude). Key words marked + must be present for a
page to match; pages containing key words marked with - are
to be ignored, e.g.

+“Tom Jones” Fielding -song
Should find pages about the book by Henry Fielding, but
ignore the singer’s fan clubs.
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Google

Google is widely accepted as the best search engine. It has a
phenomenally large database - over 15 billion pages at the
time of writing - and is optimized for speed. The searches are
fast - 1.3 million results in 0.14 of a second in the example
overleaf - and the site is kept to the minimum, with no flashy
graphics, adverts and other irrelevancies to slow things down.

To run a search at Google, type in one or more words to define
what you are looking for, e.g, classical harp sheet music. The
search engine will look first for sites that match all four words,
then for those that match any two or any single word.

When it presents the results, they are in order of ‘relevance’,
which is calculated in a complex, but effective way. This brings
to the top of the result list those sites:

L g that best match your words (because the words feature
in the page’s key words, title, headings and text);

¢  that other people have found to be the most valuable (as
shown by the number of links to their pages and the
number of visitors they get).

As a general rule, if you do not find good sites among the first
20 results of a Google search, it’s because there aren’t any out
there, or because your search was badly defined. A single word
will rarely be enough to focus a search properly - search for
‘music’ and you’ll get nearly 3 billion results, covering every
conceivable type. On the other hand, being too specific doesn’t
hurt, as Google seems to be able to pick out the words that
matter. Look for ‘Sandi Thom latest CD and pictures’ and right
there at the top of the results you will find several sites that
can sell you just those things.
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Google is where | always
start searching and where
I will usually find the links |
heed. As a general rule, if
you can’t find it through
Google, it’s hot on the Webl!




Basic steps

|
1

or

Simple search

Go to Google at
www.google.com

www.google.co.uk

Type one or more key
words.

Click or press

[Enter].

Click on a link.

(1 Go to Google)

Searching at Google

A simple search will generally do the job at Google - just type
in a few words to describe what you are looking for. Some-
times it helps to use its ‘search within results’ facility, which
allows you to focus in on a topic through two or more levels
of search.

Take note

If you are in the UK you can limit the

search to pages from the UK — click
the option under the search box.

2 Enter the key words EER

einhardt - Google Search - Microsoft Interne
File Edit w=w Favorites Tools  Help / @
0-0-XNa o LS =5-UKE 3
Address gj ht_tp_:_.!’,l’www._google_.co._uk_‘l's_ea_rch?hl=_x_en&q=!:ljangf frginhar‘dt&btlj(_5=§e_arch&m§ta= v ﬂ Go
Signin *
Web Images Groups [Mews Froogle more »

Google

Search | Advanced Search
Preferences

django reinhardt

Search: &) thewseh ) pages from the UK

Web

The Djangoe Reinhardt Swing Page

Results 1 - 10 of about 1980000 for django reinharde. (0.06 s@ Click Search)

Sponsored Links

sy Frotelub oo ukd -

Django Reinhardt

The Djangoe Reinhardt Swing Page - The siie-dadicated to the Gypsy
Jazz enthusiast, articles, reviews, tuition for players, inks-zad tips.
1Bk -

Diango Reinhardt
Fantastic low prices on CDs

Feed yournassion on eBa Ll
winaw. ebay. co Uk

Django Reinhardt biography. A history of Jazz before 1930. This site
contains ower 3000 songs from this era in Real Audio 3 format, as well
as hundreds of ...

wiewy tedhotjiazz com/djange html - 14k - C:

Reinhardt, Django
Prafile of the guitatist on Wikipedia, with d|scography and funher links.
arewikipedia. argfwila/Django_Reinhardt - 38k - ied - Si

diango montreal

Django Reinhard Documentation. ... Django Reinhardt. Francois

£ go to www,ebay.co,uk

Django Eirdland [

Djange Reinhardt NY Festival 2004
5.1 Surround Live at Birdland NY
weeed, DjangoBirdland. com

Django Reinhardt Box Set
Lirmited Edition & CD Collection
Remastered to Highest Standards
whew. mogsalcrecords. com

& Internst

‘ 4 ciick

a link )
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Searching within Basic steps

3 django reinhardt - Google Search. - Microsoft Internet Explorer provided by Wan... | 1 Run a sea r'Ch as normaL
File Edit \Miew Favorites Tools Help @ 2
= = — : If there are too many
N . N s [ | \ 1 _ @,} TS . | &t J'%
-0 1B F% = B-LK - results, scroll to the
Address ___| http ,l’,l’www google co. ukjsearch'«‘hl en&q d]ango+remhardt&btnG Search&meta— » | B Go
page VIDEOS - [ Tranzi i - bottom of the page.
Magnifique, Stochelo interpratant une Improvisation de Djange Reinhardr ; 13.24 Mo, Plugin i
Flash nécessaire. Stochelo Rosenberg - Umbria Jazz Festwal 93 3 Type more key words into
wny. gbout-djange. comfnewsfdeosdeos. php - 24k - Ca the b dclick S h
€ DOX ana clic earc
Try your search again on Google Book Search within results.
Goooooooooogle » 4 Repeat 3 if necessary.
Result Page: 12345678310 Next
Freel (Get the Google Toalbar. Download Mow - About Toolbar
Google - v |G| search= ) hav7blocked ™% check = i Autolink + (2 Scroll dOWn)
hathetts swinget |
Search within results | Language Tools | Search Tips | Dissatisfied? Help us improve

2} hatchett's swingtet - Google Search - Microsoft Internet Explorer provided by Wanadoo |i|@®
w

< Gnanle:Homaofedvertising File Edit Wiew Favortes Tools Help

f T | * -:‘I 3";1 . S I' .ﬁ‘d = ] = < | J' ‘s
3 Enter more key words /) 12 & sl H- L
\_ and search within )

- & httpeffww. google. co.ukjsearch?q=hatchett %27 s+swingtetabtnG=5earchahl=en - ﬂ Go

Signin A

Web Images Groups MNews Froogle more

GO { )Sle hatchett's swmgtet Search | £dvanced Search

Search: ) theweh O pages from the UK

Web Results 1- 2 of 2 for hatchett's swingtet. (0.46 seconds)

Stephane Grappelli | Stephane's Tune [ Vintade Grappelli
Stephane's Tune is a collection of Grappelli memarabilia recorded between 1938 and 1942
You can reduce the with Reinhardt, Arthur Young and Hatchet's Swingtet. .

wewewy. allabout| azz. comdphpiatticle php?id=8957 - 33k -
results to a handful -

. swingt Auction Listings

this way - and they Hatchetr’s Swingtette In The Mood LP Decca RFL1T EX/ EX, US $10.00. CD Alburn . ...
; SWINGTET LIVE AT ANDY'S [ LIVE | BY CHUCK HEDGES NEWY CD, £9.22 ...

should all be hlghly restoreprices.co. uk/ebay. asp?s=swingt - 32k - Supplemental Result -

relevant '

Freel 3et the Google Toolbar, Download Mow - About Toolhar

|Go¢13Ic-' v |G| Search~ g {9377 blocked A% Check = - Adtolink ~ ] AukoFil |

< >

@J 0 Internet

46



Other search engines

There are several other search engines worth a visit, including

these two.
2} AltaVista Search: django reinhardt - Microsoft Internet Explorer provided by Wanadoo _ 3 AltaV|sta (WWWaItaV|Sta.Com) |S a
o G e Reten Qek O @ | bare-bones search site, like Google,
Address é:l ht_tp:_!’ﬁ'v_vwv_v:_a_ltavista‘cDn_w_,iweb_f_rgsL!\t_s_?q=_dj?ngu+reinh§rdt&nc=.0§<nr=0&nd=_2 b | ﬁ Go

and equally fast and efficient. After
searching the Web for something,
(,2; altavista Web |mages MPI/Audio Video News Farnily Filter: off Help you can click on the tabs along the
: ; Advanced Sesrch . . . .

Joiznazeinnard: Seifihus top to find images, audio or video
e e e clips or news reports for the same
Listen to Djange Reinhardt. “ahoo! Music key words.

Watch over 6000 free music videos, find the latest news, reviews and interviews of your

favourite artist, plus choose frarn over B0 free radio stations

uk.music yahao.com

M

C-© N A& L&k e Tk = ld 3

Djange Reinhardt - Compare Prices
Compare thousands of UK shops to find consumer reviews and low prices.

i, Bz

Diango Reinhardt on eBay
Fantastic low prices on CDs. Buy it. Sell it. Love i, eBay.co.uk.

adfarm mediaplex. com

ite UK - Microsoft Internet Explorer provided by Wanadop

#+Diango+Swingpane ++ File Edt Wew Favorites Tooks  Help @
The Djangq Reinha_rdl Swing F'age_- The siff: 4. S po? ﬂ@
articles, reviews, tuition for players, links and

55 B hktp: ffwwme excite.co,uk]

available. Come and have a mooch around. Y | : T el ~ = ~ | & 3

Wiy RStOILD. 2o, il 3 2 ¥ B % " _{_ e 5 = B g 3

More pages from hotclub.co.uk ST T
Diange Reinhardt on CD \\ Iy o xbi 5 . o

Django Reinhardt Discography, photographs ¥ Tee @ % Y
= 5

o7 4 -
COMPACT DISC. by - Dave Gould ... Paul Vern t aes
Discography" (Ashgite Fublishing exc l e mail Warld Cup Flirt Ecards Translation

freesene. oo, uk/

m IMAGES VIDEQ MP3 NEWS SHOPPING

Search  hidden treasures of the web BRI & theweb (O UK only m

TODAY e i A — &

H H xplore Excite Tracking Spoits Repo i
Excite (www.excite.co.uk) | = ... P wickih Sron foohrt 1§ - g
Spart Brangelina's Hamibia World News 5 = :tf

has lots to offer as well i— : i

Instant Backpacker Insurance Quote =l

Horoscopes g

as a search facility - this | ... S S i kel i ekt YOU'RE
runs a simple search, Travs TS ALREADY

Top News | Sport |

Money
. f thautircs Iran ready for international talks TH ERE
Wlth a UK OCus. & Iran's foreign minister said that Tehran was ready ta
i enter international talks over with package of incentives LEAHN THE BENEFITS
) i ) Motaring aimed at resolving the stand-off over its nuclear OF THEQU
= programme, but without any pre-conditions, ..
At the main Excite site 10013 progran
H Ml 15110 Mare LIK troop withdrawals predictsd FEATURED CHANMNELS
(WWW.eXClte-COm) you Jobs 15310 Mew al Qaida leader 'killed troops'
: . E-Cards 14:10 @ County 'has less water than Rwanda'
will find a meta-search - Hirt = : ‘
. . SME free \ SarEin .
sl
one that is run in several i | LEISURE P- m_E
bt i London, Gbr » Entertainment f)
H H R 13% 23° + Eve Candy . = e
engines with the results SRR b et
. @ FLIRT GAEE » Strange but true
compiled for you. | < *
E:l http: ffvm, excite, co.ukfsearchiwebfresults/?g=nokia+phones £ Internet
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Advanced searches

Most advanced search routines follow the same pattern.
Here’s how you run one at Google.

If you go to the advanced search page, you can define a search
more closely, specifying the type of file format, the age of the
information, the language, and other aspects. Most of these
options are quite straightforward; two are not:

L 2

Usage Rights - there is a scheme for showing how
people can use the material on a page, though fairly few
sites take part. Just because a page is not marked as ‘free
to share’ does not mean that it isn’t. As a general rule,
you cannot use other people’s material for commercial
purposes, but you can use it in student essays and
similar things, and you can quote text as long as you say
where it is from.

Safe Search - Google can filter out text or images with
explicit sex content. The filter can be turned on or off
here, but the level of filtering - moderate or strict - is set
on the Preferences page. Follow the link beside the inital
Search box to set your preferences.

There are also topic-specific searches which allow you to hunt
for information:

*

*
L 4
*
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in books or scholarly papers;
about Apple, Unix, Linux or Microsoft systems;
in US government sites;

in US universities’ web sites.

Q
“‘
Basic steps E.’ ﬂ

1
2

W

5

Go to Google.

Click the Advanced
Search link beside the
Search box.

Enter key words into the
appropriate boxes.

Restrict the search by
setting any or all options

the Language

the File Format to find
PDF, postscript, Word,
Excel, PowerPoint and
rich text format files

the Date, to get only
newer pages
Occurrences - whether
to look in the title, text,
URL or links to the page

the Domain - limit the
search to one site, or to
one country or type (e.g.
.uk, .fr, .ac)

Usage Rights and Safe
Search - see the main
text.

Click Google Search |



File:

Edit Wiew Favorites Tools  Help

(%] :EI] .

= | 2] http: /vy, google.ca,uky

Google

Web

Images  Groups

ﬁ‘rn
L2 Click Advanced Search)
Mews Froogle more »

Advanced Search
Preferences

Google Search

a2 Google Advanced Search - Microsoft Internet Explorer -

File  Edit  Wiew

KJ"'J' 1] g| ; /

Addiess ] htpr ) funae, google. co.ukjadvanced_search?g=django-+treinhardtahl=en’ dr=

Favorites

Tools  Help

3 Enter the key words

I'm Faeling Luck Language Tosls

G‘x:

7= & 3

b aGo

~

GOL)S[Q Advanced Search

Find results

Language
File Format
[rate

COeccurrences

Domain

Usage Rights

SafeSearch

with all of the words maradonna

with the exact phrase 'hanﬂ of god

with at least one of the words world cup football

without the words
Return pages written in

Only ¥ | retumn results of the file format
Return web pages updated in the

Return results where my terms occur

Only ¥ return results from the site or domain

Return results that are

) Mo filtering & Filter using SafeSearch

Page-Specific Search

Similar

Links

Find pages similar to the page

Find pages that link to the page

Advanced Search Tips | About Google

(5

10 results  +

Google Search

Start the search)

English !

| Adobe Acrobat PDF (pd) v
_pasfé m?pﬂs -

in the?t-ext;pf't}'l_e page “

m, .org |

not filtered by license

Set the options )

Search

| Search |

e.g. www. google. comshelp. html

Topic-Specific Searches

Google Book Search - Search the full text of books
Google Scholar - Search scholarly papers

Apple Macintosh - Search for all things Mac

BSD Unix - Search web pages about the BSD operating s
Linus - Search all penguin-friendly pages

Microsoft - Search Microsoft-related pages

U5 Government - Search all .gov and .mil sites
Universities - Search a specific school's website

&l

Take note

This search produced just 10 relevant pages, but it had
been restricted quite tightly. The same search looking
for any types of pages, and not just PDFs produced
700 results. Take off the Date and Occurrences limits,
and there would be 64,000
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Searching Yahoo!

We looked at Yahoo!’s directory in the last chapter. Browsing
through its categories can be a good way to find stuff, but
sometimes if you are looking for a specific topic, organisation,
artist, program, or whatever, it can be quicker to search for it.

A simple search hunts through the whole Web, and will
generally produce similar - though fewer - results than the
same search at Google. You can search for images, video,
audio, business, news and shopping.

You can restrict the search to the Yahoo! directory. This will
produce far fewer results, but if a web page or site has an entry
in the Yahoo! directory, it means that someone has visited,
looked at it, and decided that it is worth including. You can
search the whole directory, or if you start off from a category
page, you can search just that category.

< Yahoo! UK & Ireland - Microsoft Internet Exy

File  Edit

Q T @ - |x] EI] A 7 5 >

Address | &) hetp:fuk.yahoo. com)

Miew Favorites  Tools  Help

sTLSH ) £ 3

1 Goto Yahoom
w

Basic steps

1 Go to Yahoo! at
www.yahoo.com
Or
uk.yahoo.com

Enter your key words.

WN

Select the search cat-
egory - Web for a gen-
eral search.

4 Click [ Vabd Seach ],

5 Follow the links - the
ones at the top and the
right are to advertisers’
sites.

Get rid of pop-ups:

B 1

Make ¥Yahoo! your home page

4 Click Yahoo! Search)

Have you seen the all-new Yahoo! hotwa page? - Take a sneak peek today

Finance ™ Musici™ Personalsi~ UK&IREIAND Wil Myl-rahffal e
Select Search Categany: m Images | Wideo Audia™’|  Business Finder Mews Shopping
Search the Web: villa rantal italy [ ‘ahool Search e
) slofthewsh () Ukealy () lreland only el

" Exclusive footage of Rooney training & more - Lee Sharpe World Cup blog

In Free mail: Sign 3 Pick a Category
bile Propert
2 Enter I'(ey words vigs Shopppi:g direct.gov.uk/mycouncil
usic Sport -
Cars Jobs My ¥ ahoo! ™
Chat Pail new! Mesws Toolbar
Replay Ad- Ad Feedback
Finance Maps Personals Travel s Sl
Games Messenger Phatos All ¥1 Services

@ British soldier dies in
L P S R

£
._Ej o Internst

Restrict the search
to UK only or Ireland
-E only if you are look-
ing for suppliers or

organisations, where
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@ Search the directory

2} villa rental italy - Yahoo! Search Results - mupivavin nnenges capwies pruviueu vy wi... Q@@

Searching the directory

o=

Edit Mew Favorites @

File
- A oy /. 6}: N 0
ER APy X : N

Q' x] = '213

adrdress | ] hikpeffuk.search.vahoo. com/search?fr =FP-tab-web-taei=150-8859- 18y =vila+rental+itakameta=ve ¥ a Go

Tools  Help

After running a simple
search, you should see
Directory in the search
categories. Click this
and search again.

Or

From the top page, go to
the Directory and work
down to the category
that interests you.

Type your keywords in
the Search box, select
this category only and

click

Yahoo! UK & Ireland Director

File Edit  View Favorites
i

[ Work down to the

-

YEHOO!SEARCH
UKaIRILAND
Web | Images | Yideo | Audio | Directory | Business Finder | News | Shopping | More »

Advanced Search

villa rental italy
the Wab O in UK O

SafeSearch is OFF

Search: & in Ireland

My Web Shortcuts Preferences

Search Results

Subseriptions (Mew]
Results 1 - 10 of about 2,440,000 for villa rental italy. Search took 0.02 secc

SPONSOR RESULTS
o Liury Refreats - Italy Villa Rentals
wpires [uryretreats corm aly rental villas.
Offering over 1,300 luxury vacation rentals and
yachts,

Bent a Villa in Italy

Fram short to long term villa
rentals, your find what your
looking...

wanw villa-holiday-company co uk

« Three Private Houses for Rent in Chiant
wha, Casalermontecchio cam Three luxury
private houses, Chianti wine estate, near Siena

« [taly Villa Rentals
rentillas com Find high-gquality wacation villas,
farmhouses, and apartments in laly's nice
locations.

Holiday Rentals Online - Italy
Choose from over 1250 villas and
apartments in laly. Search by...
wawe haliday-rentals. com

Holiday Villas Rental in Italy
YillaCentre offer a wide range of

affordable and guality villas...

B
1, LeTerrae wnr villacentre. com

Italian villa for rent in upper Lazio, at the boundary

ith Umbria and ] .
Rl o 'I_'uscan}f. Windows on Tuscany Villa Rentals

right category

UKaIRELAND

Category: AcclirpnodsTdy LNEOYY L
wwwgleerrar B I_] __4: ; L, \»’|S|t_ Windows on Tuscany far high-
e guality and short-term rentals at...
To : w2004, dada, net b
£ . - o ¥
:I] &] 4 Internet
oo, comEntertainment v ﬂ Go
v Fahoo!  hdail Saarch ~
PP iia Search

YAEHOO! SEARCH

Sign In

Directory Home -
Mew User? Sign Up Directors Home - Heln

Directory

Entertainment
Directary = Entertainment

Search tom cruise

Chall sites () this categary only LUK only () Ireland only | Search |"

CATEGORIES

(Advertisement)

Top Categories
Music (78485) NeW!
Actors (20358) NewW!

Additional Categories

o Amusement and Theme
Patks {477) MNEW!
Awards (24)

<
E] Done

@ All Listings | =& UK Listings Only |

o Movies and Filin (36093) MWt -

lreland Listings Only

* Television Shinus (1057
MEW!
Humour (4247) Newt

o Comics and Animatior
MNEW!

8 Search the category

o History (17)
+ Magic (399) ‘
o News and Media (397) NeWh

 Internet
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Searching from IE

You can run a search from within Internet Explorer using the
Search option in the Explorer bar. The search will normally be
performed by MSN search, though you can use other sites.

L 2

The one big advantage of searches from the Explorer bar
is convenience. The results stay visible while you visit
the pages, so that you can quickly pick another page - or

Basic steps

Click the Search tool
to open the Explorer Bar.

Enter a word or phrase.
Click [Search |,

Select a link - the first

HOWON B

run another search.

six will have previews.

=13
File Edit Wiew Favorites Tools Help @
. : LY = 1N \ | & 2
\-9 v %] 2] T 7= | W4 & T =R o §
Address | E] ht_tp_:_,!',l’en.wikip_e_dia._org!f_wlki,fTom_Cr_uise_ v Go
Search x| P 2 Sign in / create account ~
3 : i Iit this page history
C% [ew Cuskomize i) £l
2 Enter your sea rCh wo rd(s) Your corfinued donafions keep Wikipedia mmming!
5 h The Web N TAE ¢ =
pareh The e e 3% 4 - Tom Cruise
Find a Web page containird: i;"";\ - From Wikipedia, the free encyclopedia
. - WIKIPEDIA
catherine great russia The Free Encyclopedsa This article is Tom Cruise
Brought to you by MSN  [Gazah navigation about the actor.
Search EEERY « Main Page For the mventor,
= Community Portal see Tom Kruse.
Search for other items: g S s Es Tom Cruise (horn
Files ar Folders = Current events Thomas Cruise
Computers " v
Py . pother IV on
e 3 Click Search y 3, 1962 in
yracuse, Mew
= Donations York)is an
Academy Award-
search )
naminated and
Golden Globe - .
5 Tom Cruise ata Yahoo! press conference in
Award-winning e
D Sunmyvale, California on March 21, 2006,
filtn producer who Born: July 3, 1962
has starred in a Syracuse, Mew York
T.P number of top- Cecupation: Actar and producer
—d grossing movies and
5 remains one of the most successful mavie stars in Hollywood. His
You don’t need to have Internet Explorer run- first leading role in a blockbuster movie was in 1983's Risky
m]n@ to start this search —click Search on the Business! !l n the last couple of years, he has received additional
media coverage regarding his support of Scientology (and his related v
Start menu and select Search the Internet, >
and you will get to the same place. D Intermet
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Or

Explore the other links.

If you don’t find what you
want, start a new search.

Close the Explorer bar to
free up the screen space.

Take note

One of the attractions of MSN
search is that it offers previews of
the pages that it finds, and these
can help to identify which are most
likely to be useful to you.

<3 MSN|Search: catherine great russic.

7 Close the bar

ovided by Wanadoo

File Edit View Favorites Tools  Help
- ) i S 2 | G 3
|i-| ::] ' 7 & Tk | 1:-1 3
(6 Sea rCh agaln tpiffsearch.msn.co,uk/pre views, aspx?g=catherine+great+russialF ORM=CEPWafirst=1&noredir=1 had Go
X =2
‘Web Deskiop News Images Local (BETA) Encarta &
G new Customize cathetine great russia m—lﬂ
\’ A | tEearch Bulldesg@ettings  Help
UK Search MSN Seadrgh Preview
cathierine great russia s -— —
WER SITE WEB SITE IWEB SITE
Download Free MSN Search ~ I - I e —
]_L'I'Q“L{Il Pliscas e finey  Srsideer o Tatim
Web Results
Fage 1 of 426,707 results
cantaining catherine great
TUSSIa (0,05 seconds)
5 Try another Russiainthe Age of How Voltaire praised the Catherine the Great of
Catherine the Great [sahel ‘enlightened despof’ Russia Catherine the Great
l o How Voltaire praised the de Madariags Russia inthe Catherine the Graat How of Russia. Catherine the
‘enlightened despot’ Ane of Catherine the Gr... Yoltaire praised the ‘enligh... Great of Russia read Yo...
Catherine the Great
s Cherine the Great of WER SITE WEB SITE WEB SITE
+ Russia HG . Catlierine The
Great OTRussia
» History of 8t Petershurg |
Russia: Catherige the Great - .
ishort .. e
» Catherine the Great — .
empress of Russia fam (= L
1762 to 1796 Russia HG @ Catherine The Histafry of 5t Petershurg Catherine the Great
» Catherine || of Russia - Great Of Russia Catherine Blssia Catherine the Great empress of Russia from
Wikipedia, the free The Great Of Russia ... [short .. Movember 6 (17), 176210 1796 Catherine the
encyclopedia Russia: Country Studi... 1796 Tsarskoye .. Great (1729-96), empress
o Guardian Unlimited Books | of..
MWews | How Voltaire praised e
< > < »
@J ) Internet

(4 Click a Iink)
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Exercises
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Start Internet Explorer and go online, if necessary.

Go to Google at www.google.com or www.google.co.uk.
Think of two actors or singers who sometimes, but not
always, work together. Run a simple search on the first,
then do a search with in those results for the second
name. Has this found pages about films or recordings that
they have made together?

Run an advanced search at Google to find Word files
written in the last 3 months about your country’s football
team, containing the words ‘training’ or ‘coaching’. If you
don’t find any, try a longer time span.

Pick a topic from your own hobby or interests - something
fairly unusual or specialised - and run a search for it at
Google, AltaVista and Excite. Look at the first five results
from each engine. How many of each were relevant and
useful?

Repeat 4, but run the search from within Internet Explorer.
Does this produce better or worse results? Does the
Explorer bar make it easier to browse through the results?



5 Data from the Web




SaVing pages Basic steps E:E:';,

Page files are erased from the History list after a while. If you 1 From the File menu
want to keep pages for long-term reference, save them on disk. select Save As ...

They can be saved in four formats: Set the folder and

¢  Web Page, complete saves the page as an htm file, and filename.

saves any pictures, sounds and other content in a folder. 3

Set the Save as type.
Click [__save |-

This has the same name as the page with _files added.

L 2 Web Archive also saves the text and other content, but
packed into a single file.

¢  Web Page, HTML only save the text and HTML tags.

¢  Text File saves only the text.

e »

Edit with Motepad

Open... Chrl+0 (1 Use File > Save As )

Page Setup...
Print. .. Chrl+P
Print Presvigw, ..
Send »
Tmport and Export... 4 || My Data Sources
.c? = "
Properties 3 %mv Eutsn:
v Wark Offline My Recent My Pictures

Documents |5 My Received Files

7 1ty videos
L_-‘ﬁ 1 Misual Studio 2005

Close

Desktop
7 2 Set the folder
My Documents and filename
L.
My Computer
"fl File hame: cathering the great v Save
Py Metwark Save as type: Wb F‘a_ger complete .[“_htmr"‘_html]. v [ Cancel

Encoding: Unicode {(UTF-&) -

(3 Set the Save as type) (4 Click Save)
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Opening saved pages

1 Open the File menu and If a page has been saved, you do not need to be on-line to view
select Open... it again - though you will only get the full display if it was

2 Type in the path and saved complete or as an archive.

filename if you know it. e
or w R (1 Use File > Open )

Qpen, ..
3 CI|Ck _ Edit with Notepad

. . = As, .,
4 | ocate the file and click e
Page Setup...

Print Presdiew, ..

5 ciick o ] Send ' (2 Type the path and name)

Import and Export...

Properties
wéark OFfline

P Type the Intermnet addre == of a document or folder, and
,_-/ Internet Explarer will ope = it for pou

Open: & ngsimaciMy Documenks|Cathering the Great,him % .
Unless the path and filename []Dpen as Web Folder

are very short and simple, e.g. Lok [ ceen | [ pooves.
A\mypage.htm, it is usually

quicker to browse for the file. 5 Click 0K

Microsoft Internet Explorer: E|® (3 Click Browse)

Laak ir: | () My Documents v : ¥ £ M

Y |_icathering the great_files
‘J EJ My Data Sources

My Recent Ij My Music

Documents (24 My Pictures

— [ 1My Received Files
La iE My Videos

|1 Wisual Studio 2005
i cathering the areat hi

Desktop

|
My Documents | ( 4 open the file)

3

My Computer

‘;‘g File name: catherine the great. htm b
Iy Metwark Files of type: HTHML Files v
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Text from web pages

If you want to save all the text from a page, it is simplest to use
the File > Save As command and select the Save As Text option.
If you only want part of the text, it may be simpler to Copy and
Paste it into a word-processor and save from there.

2 Use Edit > Copy m

Favorites  Tools o ti=p @

vaGo

Rollover to

2 Copyright - Basic Facts about Copyright -

File BEaS View

coric | =
|
Addres iwce,l’cnpyrlght,l’

Select Al Ctrl+A :l 1 Select the text
e ey

e Home = Business Aovice > COPYRIGHT - BASIC FACTS
ABOUT COPYRIGHT

i54 Find {on This Page), ., Ctrl+F
— ¥ cantrol spycam »
—

Ahout isdprofit

Basic steps

1 Select the text to be
saved.

2 Open the Edit menu and
select Copy or press
[Ctrl] + [C].

3 Switch to your word-
processor.

4 Click or press [Ctrl] +
[V].

5 Save the document as
normal.

E ngjuiries
Business Advice

Copyright - Basic facts about Copyright (3 ©6 6 e vl processor)

= Employment
s SN What Is Copyright?
o General

T & Telecomm s
o Sales & Marketing
Business Banking

E.Ei]a. Edit Wiew Insert Format 'M_I&Sje
E_]_.?HJl 13, | ¥ B E e | 9 -

Window  Help

Business BroadBand

- WS M= e

Business Directory | 5 -
Biiisiiias Sobinde L Aﬁ Morrmal - Times NewRoman - 12 - B Z U I._ = |
.
Find an [FA - b E!-r-_g‘l-l-_u-z (0 RO O - SO At 2 O RO RS + A~ I = O RS R LR v - L
Mokile Desices -

P ersonal Finance

Products & Services
Trade Associations

Take note

on demand service).
renting or lending copies to the public; and,
performing in public

Ifthe text has any decoration

or embedded images, they will - [ Fases. be arbet

all be formatted into a table

when pasted into Word. ¢
——

11 At 12.1em Ln 15 Col 1

; ﬂ (4 Click Paste)

Copyright gives the creators of cerlam kinds of material rights to conirol ways their material can be
uged. These rights start as soon as the material is recorded in writing or in any other way, Thereis no

Site Search
Shemap j . - .
g ; Copyright - Basic facts about Copyright
< “ What is Copyright?
&l 5
= Lisial registration system. The tights cover:
- copying,
adapting;
i distributing,

cotnrmunicating to the public by electronic transmission (including by broadeasting and in an

iany cases, the author will also have the right to be identified on their works and to object if their

“oow L

English (.5 C&
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Saving images

Ky
Basic steps ;!

1 Point to the image. A Individual images can be saved to disk very easily - if anything,
small toolbar will appear too easily. Remember that, unless the site owners have waived
at the top left. Click &, their copyright, you cannot use these images in any commer-

cial form. And yes, the owner of the page shown here has
waived her copyright for its use in this book. See more of

2 Right-click on the image Iwona Botton’s artwork at http://colorado.atspace.com.
and select Save Picture

As... from the menu.

Or

3 At the Save As dialog
box, save the file as

normal.
2} welcome to iwona botton’s world - Microsoft Internet Explorer provided by Wanadoo @@g]
File Edit View Favorites Tools  Help W
& . * 1 L &
(€ I %] & €| ) % € o= L) K& 3
Address (@] http:,l’,l’colorad_o.a_tspa:e.cam_,l’acupoftea.html v a Lete]

i i ARTWORK i i E: g

2 Right-click and select
Save Picture As

Prink Picture, .,
G0 ko My Pickures

Set as Background
Set as Deskbop Ttem. .,

Copy

If you want to save a set of small — Add o Favarttes...

pictures epread over a page, select e Erpetiie:

the whole lot — including the sur-
W Internet

rounding text — paste it into Word
and save it as a document.
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Printing web pages Basic steps

Web pages are normally designed to be seen on screen - not 1 Open the File menu and
on paper. Before printing anything it is usually a good idea to select Print Preview...
use the Print Preview facility to see how it will come out, and 2
how many pages it will take. It is surprising how often there
is a last page with nothing relevant on it.

Scroll through and
decide which pages you
want to print.

: 3 To print the whole page,
w v click Erint.. ||

Open... Chrl+0

Edit with Motepad Or
Save ... (1 Use File > Print Preview ) 4 ror a controlled print,
Page Setup... click Llese| and use the

the File > Print approach.

Send 3
Import and Expart.,.,

2 Print Preview

Properties . 1 -
‘Wark Offline Print..., |@ | % Pagel of§ = Ee |L% G’%-?S% w | Help | Cloze

Close
' Giuseppe Garibaldi (4 Click CIose)
(3 C“Ck Pr|nt From Wikips dis, the free excycbpedia

Thos arficle is about the Balion paftior. For the @rorgft carrier,
see Raliam aireralt carier Giuseppe Garibaldl

Gius eppe Gardbaldi (foby 41807 —Fme 2, 18820 wrac an alian patriot
and soldier of the Fisorgimento.He personally led marge of the military
cumpaignes that brought shout the formation of « mified Ttaly. He was
called the "Hero of the Twaro Worlds",in tribute to his militaty e xpe ditions
- South Awerics and Barope .

He was hom in 1807 in the former Ralian city of Hizza ,(called Afce in
Frerch) talienmder French cordrol i 1792, Garibaldi's family was
frvolved i coastaltrade  and he was reared to g life om the sea He was
certified i 1832 a5 4 merchart matine captain.

Contents

Early activity

Garihaldi 1266

Avery infential day i Garibaldi's life came during a visit to. Taganrog,
= 2 fpere he moore dfor ten days with the schooner
t oratges  Iroa seaportim, he met Giovannd Battista Crveofrom Oneglia .4 political fmmigreat

the secretmoterent “Voomg Italy™ (La Giovine Ttalia ). Gardbaldi joined the society, andto ik
ife to strgzle for Hberation of his homeland from Austrian dommance.

833, Garibaldi met Ghaseppe Mazzini, an tnpass inmed proporerd of Balisvn urdficatior asa
olitic 4l and social refonms . He jomed the ¥omg Ttaly movernent ard the  Carb ornard oo htionary

rticipated i 4 failed republican uprishug i Pledmond i Fe 1234, Sentenced oo death i
e later that year then later fraveled to Tanieia.
b

If you know that a page will print well, and \2 Scroll thrOUth

you want one copy of it all, just click o b
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\)
)
Basic steps \;ﬂ

1

If you want to print a part
of the page, select it first.

2

Open the File menu and
select Print ...

At the Print dialog box,
select the Page Range:
All, Selection, or Pages

Controlled printing

The Print dialog box gives you control over your printing.

If you do not want the whole of the web page, you can select
part of it before you start to print, or use the Print Preview to
work out which printed pages you will want.

1 Select part of the page?

<} Giuseppe Garibaldi - Wikipedia. the free encycloped

)

giving the page number Fle Edt Yew Favorites Took Help
: = £ A, ™ | 4 a
or range, e.g. 2-4. 0-©-x & &L S L) 8
4 it you have several v B
printers, pick one.
5 Set the Number of WIK]PEDIA
. . The Free Encyclopedia
copies to print more nadishan
than one. * Main Page
= Community Portal
. - = Featured articles
6 Click . = Current events
= Recentchanges
= Random article
= Help
= ContactWikipedia
» [Donations
search
& print
-General-'.gptiahs
Select Printer
A =) dgh o4
2 KB B
Adobe Brother Generic
PostSer, ., HL-760 PoskScr... ha v
.‘ ® Internet
Statug: Ready [CIPrirttofile | Preferences |
Location:
e
4 Which printer?
Fage Range
Oal MNumber of copies; ‘I ~|
() Selection
() Pages: 1 i )
Enter either a single page number or a single @ mﬁ (5 HOW many CopIeS? )
page range. For example, 512

( J

Frint N Cancel I[ Apply

\
(3 Set the print range)

(6 Click Print)
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AutoComplete

Internet Explorer likes to save you work! The AutoComplete
feature offers to complete things for you as you start to type,
suggesting words that you have typed previously and that
began in the same way. It can complete:

L 2 addresses, when you type them into the Address bar;

L 2 data entered into forms, e.g. your name, address and
similar details;

€  user names and passwords.

You can decide which of these can be completed for you.

Mail and Mews

Pop-up Blocker

, (1 Use Tools > Internet Options)

(2 Go to Content)

Manage Add-ons...

Synchraonize. ..
Windows Update

Windows Messenger

Internet Options...

0y
Basic steps "’1

1

Open the Tools menu
and select Internet
Options...

Go to the Content tab.

Click [

Tick the boxes for the
item that you want to be
AutoCompleted.

Click to close
the AutoComplete

Settings dialog box.
Click [__ox__1.

_General Securty  Privacy Content | Cornections | Programs | &dvanced |

Content &dwizor

Ratings help you contral the Intemet content that can be
wiewed on thiz computer.

Enable...

Certificates
lUze certificates to positively identify yourself, certification

authorities, and publishers.
l Clear 551 State | [ LCertificates... | i3 C||Ck

Persanal information

AutoCom plete)

AutoComplete stores previous entries
and suggests matches for ou,

4 Tick to complete

AutoComplete Settings

AutoComplete lists possible makches From entries you've
typed before.

Use AutoComplets for

web addresses

e names and passwords on forms
Prompt me to save passwords

Clear AutoiZomplete history

[ Clear Forms I l Clear Passwords

To clear Web address entries, on the General tab in
Internet Options, click Clear Histary,

[_OK_] Cancel

Microsoft Profile &ssistant stores your My Profile
personal information. —
[~ ok || Cancel
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If you want to erase past
entries, click a Clear button



If the lines to the site are
busy, the download speed
may be very slow. At times
like this, it is often better
cancel the download, to
write down the URL, and try
again later.

Beware viruses

As a general rule, if you only
download files from well-
established web sites, you
shouldn’t have any trouble
as the organisers of these
sites check files for viruses
before putting them onto
their systems! Be more
wary of downloading from
an individual's site, espe-
cially if they seem to be
offering something very
special for freel For safety,
install anti-virus software
oh your system and check
your downloads.

Downloading files

There’s lots of software available for download from the Net.
It falls into three categories:

*

Freeware is there for the taking. People give software
away from goodwill, or to promote themselves or their
commercial products. Just because it is free does not
mean it is no good - some excellent programs, including
the Linux operating system are freeware!

Shareware can be tried for free, but you must pay
(usually around £20) for continued use. Shareware worth
a look includes WinZip, the file compression utility, and
PaintShop Pro, an excellent graphics package.

Demos, also known as ‘crippleware’, give you a taste of
what a program can do, but prevent you from doing
some key tasks, such as saving or printing.

The software downloads in one of three forms:

*

Ready-to-run programs in a single file - just click and
go! If you intend to keep the program, move it out of the
temporary folder into safer storage.

Zip-compressed files - which can be unpacked by
Windows XP. (If you have an earlier version of Windows,
you will need WinZip to unpack them.) These usually
have a set of installation files, and you must then run the
Setup or Install file to get the actual program.

Self-extracting Zip files - these have been created by
WinZip, but have the unpacking routines built into
them. When you run a self-extracting Zip file, the con-
stituent files will normally be unpacked into the same
folder. If these are the program files, you may want to
set up a new folder for them and move them into it. If
they are installation files, you will be prompted to
choose a folder during installation. The installation files
can then be deleted from your temporary folder.
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Shareware at c|net Basic steps |9

One of the best places for shareware (and freeware) programs 1 Go to:

is download.com. This is run by clnet which also provides a www.download.com
range of other services to Internet users. 2 In the Search s| ot, type
To find software, either browse through the categories or run the program name or a
a search by typing its name or words that might appear in its descriptive word.

brief description, into the Search field. In the example, a 3 Click Gol!

search for ‘gif animation windows’ found nearly 100 Windows
packages for creating or manipulating animated GIF images,

ranging from the free and cheerful to professional software. fin

1 Go to download.com

4 Read the descriptions to

d the right file.

5 Click on the Download
button to start.

) Reviews and free downloads at Download.corp? Microsoft Internet Explorer provided by Wanadoo g@]@
©

File Edit Miew Favorites Tools Help

O-© N/ B-SE-LEd 3

Address ;ﬂj ht_tp_:_,!’,l’www.f:lownlqa!:l.co_m,l’_ [2 Type the name or key WO

rds )

\U
DOWNLOAD.com -

SAFE, TRUSTED, AND SPYWARE-FREE

Compglie

Today on 0
- Priges

CNET

News | Reviews How-to Downloads

I @ Software | | Music | @ Games

Search: gif animation vindows | Software v | [B01] sduan
Webroot Spy Sweeper4.5 New Diskeeper 10 Spyware Doctor 3.8N,
FREE spyware zcan. Superiar spyware FREE DOWMNLOAD: 5 star rated auto S Star Rated & Editor's Ch
detection, Rated 5 Stars! It's FREE! defrag speeds up systemns! Free full- Spyware, MEW - "OnGuard
function eval, protection is -- FREE!
B Cownload Mow
B povnlosd now £ cownload tow

CATEGORIES

(1} NEW IN SOFTWARE
' » Audio & Video Friday, June 16, 2006

SOFTWARE  * Security & Spyware

» tHilities & Drivers

3 click Go!

g

You can also search
for games or music -
or do a general Web
search - from here

» Design Tools

¥ Business & Productivity

| |[21B= chnp Enhpicemienits When you have got an hour to spare, browse

G through the directory to see what is available -
B’ fome & Education you may be inspired to try some new things!
"RAlEE |’ PC Starter Kit
£
] 0 Internet




6 Select the Save option
and choose a folder in
which to save it.

After the download is
complete, locate the file
and uncompress it or run
it to install the software.

File

@' | |£| |E] l'

Edit Miew Favorites Tools  Help

7

Address Q] http: v, download, com/3120-20_4-0,htmiztg=d|-208qt=gif %20animation%20windowsetag=srch

Tip

Software from download.com should be free of vi-
ruses, but if you want to be extra sure, run the file
through your virus checker before installing it.

@

@ - LB

v.Go

Advanced GIF Animator

Powerful tool for creating animated GIF images. Free download.

wwrer.gif-animator.com

All-in-one GIF Animation

Easy Web animation software MotionGIF!
v .wisdom-soft.com

Create GIF Animation

www.bannershopanimator.com

> Mare results like this...

Re-sott byt Name | CNET rating

VB Animation GIF OCX 2,2

Animate your GIF images in Visual Basic,

EHOT 0%: Windaws (all)

File Size: 617.6 7K

File Download - Security Warning

Do you want to run or save this file?

-

Mame:  anigif.exe
Type: Application, 617 KB
From: - software-files. download. com

J

Bun Save ||‘ Cancel |

'
Cesign and optimize animated GIFs Download Free Trial Version

License: Free to try, $39.95 to buy

A
Visit Web Site
Visit Web Site
|
. isit Web Site
4 Read about the files
Showing: 1-10 of 38 | Hext 10 >
| Userrating HE ISR AR AL Date Total
added downloads
05/17/2005 4,514
W ropular Cownload
104
- (5 Click to download)
+1 E=FAMD IMFO
—21F 1.0
I .05/30/2005 1,980
mation e,
Download
v
>
@ Inkernet

‘while files from the Internet can bie useful, this file twpe can

6 Save the file on your system)

potentially harm your computer. |F you do not bust the source, do nal
tuh or save this software. What's the risk?
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Antivirus software

If you are going to connect your PC to the Internet, you really
ought to install antivirus software. If you are careful about
what you download and what files you open, you may never
need it, but it only takes one mistake and one bit of bad luck
to get an infection. And it can take a lot of work to clean up
your system and restore things afterwards.

The examples here use EZ Antivirus, but all good antivirus
software offers the same facilities and works in much the
same way. There are four key operations:

L 4 scan the entire computer - a lengthy job, best done when
the PC is not being used for anything else;

L 4 scan files and e-mail messages as they are downloaded

L 2

scan a selected file or folder;

2 update the virus database - new viruses are produced all
the time, and the software needs to be told how to
recognise and deal with them.

Apart from scanning selected files/folders, all these jobs can
be automated.

W_ eTrust EZ Antivirus

(2 Start a full scan)
‘ Q Scan My Computer

(3 Schedule a Scan) I o

‘ [D Selective Scanning

=

Schedule a Scan

5 Click Selective
Scanning

‘ ﬁ Scan Settings

i)

Q
“‘
Basic steps E.’ ﬂ

Scan the system

1 Run the program, from

the Start menu or the
icon on the Taskbar.

Click Scan My Computer.
Do something else for a
while so the software can
scan undisturbed. If a
virus is found, it will be
dealt with and you will be
informed.

Schedule scans

Click Schedule a Scan.
Turn on regular scanning
and set the time for the

first and the frequency,
then click OK.

Scan for infections on this computer.

Configure scheduler for scanning.

Selectfiles and folders to scan.

Configure scanning actions and exclusions,
Settings apply to all scanning activity, including
stheduled scans.

7 Go to the Update tab

Antivirus Protection Status: V]
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Scan a file

Click Selective Scanning.

Select the file(s) to check

and click Scan. ) Do nat run any scheduled scans
%) Run a scheduled scan.
Schedule updates g / )
Go to the Update tab and - Schedule 7 _ ~
click Schedule update Startimaz | 07052005” SR 180000 ()
. Repeatinterval: |7 | days o * | hours
Set it to update auto- L )

matically or scheduled,
giving its start time and

E Schedule Scan Settings
ezAntivirus

— Scheduled scan type

and frequency

4 Set the scan time

oK

] [ Cancel ]

fr ncy.
equency B Scan Files or Folder
Click OK. ezAntivirus
e ﬂ. 314 ?.:|-0DI3Y.(.-Q.1.) ~ . .aoe'r.exe
+ e Local Disk (C:) = 'GoogleEarthSetup.exe
#-12) ECDL Busy Peaple (- || Sy,
= ‘o Local Disk (E1) & StuffIEStandardure e
+ | ) Acrobat3 |l =
) ADOBEAPR
| ) ALDUS .
o =il 6 Sselect the files
6~ i and scan them
+ | ) Documents anc
+ | ) Graphics
+ ) KPCMS
+ | ) MSOCache
) MWASRINT
) My Downloads
+ [T Personal d
+ B schedule Update Settings
: ezAntivirus
<
I:.. - _'] — Update type -
) Update automatically
) Do not update automatically
£+ Update according to schedule time below
8 setitto update automatically | #
or on a schedule acheduie . \
Starttirme: 7092005 v | 160339 =
Repeatintenal: |0 v | days |23 v hours
[] automatically connect to the Internet if | am not already online
o
9 ciick 0K ok | |_ocancel |
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Exercises

68

Start Internet Explorer and go online, if necessary.

Use a search engine to find why Tim Berners-Lee was so
important to the development of the World Wide Web.
Locate a good page, with at least one picture, and save it.

Go to Wikipedia, at en.wikipedia.org and find the article on
the dot-com bubble. Save the main part of the text.

Use the Image search option at Google or AltaVista to find
a picture of a large tortoiseshell butterfly. (Aren’t they
lovely!) Save the picture.

Check your AutoComplete settings. Are they as you want
them to be?

Go to download.com and see what sort of software -
freeware and shareware - they have on offer. If there is
something that interests you, and you are working on your
own PC, then download and install a program.

Explore the antivirus software on your PC. What is there?
How does it work? If there isn’t any, think about getting
some if it’s your PC, or talk to whoever is responsible for it
to find out how the system is protected.



6 E-mail software




Outlook (Express)

This book assumes that your e-mail software is either Outlook
or Outlook Express - the two most widely used programs. As
Outlook Express is the most common, most of the examples
in the next three chapters are drawn from that software.

Outlook Express

Outlook Express is the mail and news application that comes
with Internet Explorer. It is basically a simple piece of soft-
ware, designed to do one job - to handle messages sent
through the e-mail system - and it does it well.

Reply to all recipients

Reply to sender
Compose -
File Edit M“iew Tools Me:sage Help
: ¥ . 8 @
Views bar ) Create Mail Reply Reply &l
Viewe | Show all Messages v

Folder bar : h&i’ii e
" m( by ¥ outlook Express
': = ) Local Folders
Biihok G Inbox (3)
mﬂhDH % Cuthox

o

nt ltems.

Outlook bar %

Deleter ite...

el

8 message(s), 3 unread

$31 Sent Ttems
Deleted Items
@ Drafts

@ news.freeserve.com

Folder list ) Drafts
Contacts ¥
‘ P AdrianHar@anl. com
_Flalantern
~ Flalison Frecknall
_Flamanda Bradley

_Flamanda Williamson

L firnands Willisresn@hedder

Forward

Forward

i
i
i
|

X

Take note -@s

Newsgroups are not cov-

ered by any major exam
syllabus. They have limited
use in business, and their
main function — as places
to meet and discuss
shared interests — has
been largely taken over by
blogs and chat rooms.

Send and receive
Delete Address Book

Print

= X == 1 i
Prink Delete Send/Recy Addresses Find

f @ ¥ From Subject ”~
CIMichael Jones
h||||:|EE|:|JZ§Jt|:|:|.|:|j.|J|:;_ Header pane y.
1 Le Monde € Monde.fr - Titres du jour -y
1] Renata Corbani Learning Made Simple v

< >

From: bildeed@tcp,co.uk  Tor mac ;
Subject: Re: Wednesday 7th at HL (Pre\”ew pa ne headers

Hi Mac
I'm aftaid 'l not be there this week - family commitments.

Hope to join you all next weel:

CPreview pane )

g ‘Waorking Online
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Take note

The techniques shown in
this book work equally well
with Outlook apart from
some minor differences in
the arrangement of toolbar
buttons and menus.

Outlook

Outlook is the e-mail program in the Microsoft Office suite. In
fact, it can handle more than just e-mail - it is a personal
organiser package that can also be used to plan your time and
arrange meetings with others. However, we are only interested
in its e-mail system, so the first thing to do is configure it to
focus on that.

& Outlook Today - Microsoft Outlook g@@
File Edit View Favorites Tools  Actions  Help : =
Drafts (messages CHtew ~ &b ZsendfResive 23 Find - @,
you have saved, to 5 Back. ]  outlook:taday
finish and send |ater) Oulaak Sharte,,, | Folder List x o Tl
= @' Cutloak Today - [Pe — 17 June 2006 G
@ % Calendar Eos — -
. . @ Cnntacts dlendar asKs essages
Inbox (incoming Outlook Today g;l;zed TeemEl| | ey - Findlise page Inbox 2
il
messages) - the e & Inbox (2) > DB, i, Drafts O
L s Accounts St Qutbox O
number shows how Inbox (2) & ik T s
many messages are @ {2 Motes
+ $21 oldmail
unread & < A
Calendar £33 Sent Ttems
A Tasks
Outbox (messages
waiting to be sent) My sheiteuts
Orer Shortouks || ¢ 3
l
Sent Items (copies of
messages you send) . dew |
Outlook and e-mail N
Go To 3

If you are only using Outlook for e-mail, it [ outieskear |
may help to turn off those screen elements el

that you aren’t using. Open the View menu :u:':r:::ie

and clear the tick from the Outlook Bar, .

and from the Advanced toolbar on the Reninders Window
Toolbars submenu. s ’

Status Bar
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Display options

The only fixed part of the window is the Header pane - all the
rest are optional. As the Folder and Outlook bars do the same
job, turn one off. If the Preview Pane is turned off, a new
window will open to display a message when you click on it.

@ Window Layout Properties Eg]

Lapat

Basic

=

“'ou can show.ar hide parts of Dutlook Express to best suit
your needs. Check the components below ta view them.

[ Comtacts [Jouttack Bar [ Wie
Status Bar [Tinf

2 Set

layout options)

Folder List

T ainar
Customize Toolbar...

Preview Pane

Usze the previewy pane to quickly view a message without
opening = separate window.

Show preview pane

(2 Below messages () Beside messages

[ ]:8 ]| Cancel I| Apply

|

Shaw preview pane header
( 3 click 0k )

(5 Tick to include

(6 Adjust positions)

in the headers
\_

howesver you like.

I Attachment
Flag

Fram
Subjec

]
O
Size
M Camt

Receve

Accourt

The zelected column should be

Check the colurnns that you would like vizsible in this view, Use
the Move Up and Mowve Diown buttons to reorde: the columns

10 pirels wide.

) [ Move Up
Move Dowr
Hide
’

[ ok

Cancel

]

(7 ciickok )
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Basic steps

1

Open the View menu,
select Layout...

Set the screen layout
options.

Click [ o).

Open the View menu,
and select Columns...

o O DN

Click on an item in the
list to include it in the
header display - clear
the ticks from the items
you do not want.

Adjust the positions with
the Move buttons.

T click[ o).
(4 Use View > Columns)
Current View 3
Sork By 3

Columns?..

Layaut...

Texk Size 4

Encading 3

Presvious Messaie ol

Mext .

Gt FE‘ 1 Use View > Layout)
Refresh F5



Basic steps

1 Open the Tools menu
and select Options...

2 Click on a tab’s label to
bring it to the front.

3 Set your options - they
are mainly on/off check-

at the Inbox
boxes. Note the ones
covered in these pages.
4 o Do you use
Click when you Messenger?
have done.

Pick up mail and alert you

New and unread messages are
listed in bold in the header pane

Most messages are formatted

(e p—

) Speling _Sgcur_itl ) _Eonnection Maintenance
General Read Fieceipts Send Compose Signatures
Reading M :zzages

[]M: 2 second(z)

[ Autorhatically expand grouped messages
Atomatically download meszage when viewing in the Preview Fane
[]Bead all meszages in plain text
Showw ToolTips in the message list for clipped items
Highlight watched messages: | [ERRRed w

MNews

[(Get

"] Maik all messages as read when exiling a newsgroup

headers at a time

Fants

Click here to change the fonts and default encoding
uzed when reading messages

| Fonts... I | International Settings... I

[ Ok ]| Cancel || Apply |

See page 80

Most of us start

The working options

Outlook Express has a lot of options that you can set to suit
the way you handle e-mail.

Explore all the tabs - only the key ones have been covered here.

Speling Securty Connection Maintenarice
General Read Receipts Send Compose Signatures
General
lf; j 1] when starting, go directly to my ‘nbos’ folder

] Matify me if there are any new newsaroups
Automatically display folders with unread messages
] Automatically log or to windows Messenger
Send / Receive Meszages
1"‘_—_- [] Play sound when new messages arive
Send and receive messages at startup
[“liCheck for new messages event 15 = | minute(s)
1f my computer is not connected at this time:
| Connect even when working offling -
Default Messaging Programs
! ﬁ Thiz application iz the default b ail handler
S
This application is the default Mews handler
)
[ .8 ] | Cancel | | Apply |

Keep a copy of your messages?

oo

~ Speling Securty  Connection Maintenarice
General Read Receipts Send Compoze Signatures
Sending

r:.i [ Save copy of sent messages in the ‘Sent ltems' folder

[] Send meszages immediately

Automatically complete e-mail addreszes when compozing
] Inghude message in reply

Beply to messages uzing the format in which they were sent

International Settings...

tdail Sending Format

*;E (Z1 HTML
() Plain Text

News Sending Farmat

‘,'i_;-:% OV HTML

() Plain Test

| HTML Settings... | |F‘Iain TgHtSettings...|

[ HIML Seftings.. | [Plain Tert Settings.. |

Lo J

Cancel | | Apply |
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You can add a ‘signature’ - your contact
details or other text - to your messages

It’'s always worth spell-checking messages

General Read | Receipts Send Compose | Signatures
Spelling Security Connection Maintenance
Settings

ab [F TAhways check speling before sending

[¥] Suggest replacements for misspelled words

‘when checking speling. always ignore

::7 [[wiords in UPFERCASE
[C1'wards with numbiers

The ariginal text in a reply or fonward
[Z] Intemet Addresses

Language

%’ English [United Kingdar)

w Edit custom dictionary

[ Ok ]| Cancel || Apply |

‘Deleted’ messages will sit in the Deleted
folder until you delete them again - or you
can have it emptied on exit

Compose | Signatures

Maintenance

General Read

Filnlec:eipts : Send

Speling Security Connection

Cleaning Up Messages

Empty mezsages from the 'Deleted ltems' folder on exit

[] Purge deleted messages when leaving IMAP folders
‘When compacting messages;

[T] Delete read message bodies in newsgroups

I:‘iD__eIete news message: | days after being downloaded

Click Clean Up Now to clean up downloaded

| Clean Up Maow...
Messages on pour computer.
Click Store Folder ta change the location of your Stare Folder
message store: =

Troubleshooting

/\ Outlook Express can save all commands to and from a zerver in a log file
for troubleshooting purposes.
[ pail [] News [CTIMaP [JHTTP
[ 0k ] | Cancel | | Apply
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~ Speling Securty Eaonnection Maintenance

General Read Receipts Send Compose Signatures

Signature settings

/% 3 7] &dd signatures to all outgoing messages
Don't add signatures to Replies and Fonwards
Signatures
Signature #1 Default signature Mew

Bemove
Rehame I

Edit Signature

@ Tewt PKMcEide
Learning Made Simple
Wizt the site; www. madesimple, co. ul

Advanced...

() Eile

[ .8 ]| Cancel || Apply

Type the signature here

Turn all these on to avoid nasty
surprises in your Inbox

General Red Receipts Send
Speling Security

[

Compose Signatures

Connection Maintenance

“irus Protection

e Sele ct the Intemet Explorer security zone to uge:
@ Internet zone [Less secure, but mare functional]
Restricted sitez zone [More gecurne)

_4am me when other applications by to send mail as me.

[ o not allow attachments to be zaved or opened that could
[ atentially be & vins,

Downle 3d Imz ges
[¥] Lilock images and other extemal content in HTML e-mail

Tell me mare...
[ DigtallDs... |

Secure Mai
Digital IDz [also called certificates) are special
% documents that allow vou ta prave vour identity in
electronic transactions.
To digitally sign messages or receive encrypted
meszages, you must have a digital |D.

&

[] Digitally sign all outgoing messages

| Advanced... |

.8 ]| Cancel || Apply |




Help

Basic steps

1 Open the Help menu and The Help system in Outlook Express works in the same way as

select Contents and the one in Internet Explorer - only the content is different!
Index. Browsing through the Contents is often the best way to get to
Switch to the Content know the system, but if you need specific Help, it is often
tab, if it is not on top. quicker to try a key word in the Index or the Search tabs.

Click @ to open a ‘book’

of topics. . .

Use the Options menu if you
Click [2] or &1 to display a (2 ot Contents) want to print a Help page
Help page.

oo 5 W DN

If the pages has a set of

links to topics, click on

one to reach its page. & -
Hide Back DOptions Wb Help
- ; P
Contents | Index | Search || Using server-based e-mail accounts
@ Introducing Outlook Express Internet Message Access Protocol (IMAP) and
g;] Getting started with D utiook Express Hypertext Transfer Protocol (HTTP) are Internet
(5 Reading E-mail Mbssages protocols for gaining acocess to messages that are
3 O b k 9 2 stored on a server. Using IMAP or HTTF, vou can
pen a boo _1 Read your messages open your e-mail from-any computer with an Internet
__'] ‘Yiewing e-mail images that are blocker connection. Once you set up your IMAP account, you
.:l Reducing your risk of getting e-mail vin can specify the fD':_Ed"S you want to ShOtT and th:
ones you want to hide, HTTP accounts always show
g‘!‘ Lz et e all the available folders.
(] Blacking unwanted messages .
@ Importing iternz into Outlook Express A server-based account saves you time by
(] Expotting it ftom Dutiack E downloading only'your rmessage headers so that you
4 . ] Exporting items fiom Du D HpEss can choose which messages you want to later
D|Sp|ay a page ] z-mall 4c = download and view in their entirety, When you are
Q Creating and SendlngE malIMessages working offline, you can read and respond to e-mail
@ Yiewing and Posting to Newsgioups messages just as you would when working online,
M el Nk M The next time you work online, your server-based e-
ShEd R IR RO Besagbe mail account will synchronize the e-mail on your
@ ‘warking Offline computer with the server. During the synchronization
@ Tips and Tricks process, the actions you performed in your account
@ Troubleshooting are carried out on the server,
@ Accesshilty The following topics provide more information:
@ Address Book Add an e-mail or newsgroup accourit
Show and hide IMAP folders
Specify what you want to download
Read andreply to IMAP or HTTR e-mail messages
Ti = Delete a niessage from an IMAP accaunt
—— ‘ £ 2 Read e-mal messages offline w

In the Contents list, look

out for the Help pages with
a (] icon—this shows that (5 Click on a link )

the page contains a set of

links to pages on the topic.
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Exercises

76

Start Outlook Express (or Outlook) if necessary.

Identify the screen elements shown on pages 70 or 71. Do
you have any toolbar buttons or features not shown there?
If you do, use the Help system to find out about them.

Set the options to suit how you expect to use the software.
Remember that they can be changed at any time, so do
not worry about getting them right immediately.

Go to the Help system and find out how you can reduce
the risk of getting viruses through e-mail messages.

If you have Outlook Express, use the Help system to find
out about newsgroups. What newsgroups do you have
access to through your Internet connection? How can you
find this out, and how can you reach them?



7 Using e-mail




Mail accounts saso stops [

To get e-mail, you need an e-mail account - obviously - and 1 Open the Tools menu
Outlook Express needs to know about it. There’s a wizard to and select Accounts...
help you set up an account. This will run automatically the 2
first time that you use Outlook, or can be run at any point to
add a new account.

At the Internet Accounts
dialog box, click
and select

Before you start, get this information from your mail service
provider and have it to hand: 3

Mail...

Work through the wizard,

€  your user name and password,; giving your name, e-mail

4  your e-mail name, e.g. JoSmith@mynet.co.uk; address and the server
L g the names of your provider’s incoming and outgoing details at the prompts.
mail servers - these may or may not be the same. 4 Click after

Internet Accounts completing each stage.

All h‘ia'l Mews | Directory Service m .
s S < News\: 5 Back at the dialog box,
Account Type Connection Remove Directa v Service, ., .
click [oese ],

pop.freeserve.com  mail [default] Any Available :
Properties:

Fa- ClEteul

g 9 (2 Click Add and select Mail)

5 Click Close

Internet Connection Wizard

E-mail Server Names

My incoming mail gerver iz a | POP3 w | server.

(3 G |Ve the deta | |S) Incoming mail (POP3, IMAP or HTTF] server:

‘pop.top.co.uk

An SMTP zerver is the server that iz uzed for your outgoing e-mail.
Dutgoing mail [SMTF] zerver:

Lsmitp.top.co.uk

(4 Click Next)

< Back ” Mest » 1[ Cancel I
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)
Basic steps \;ﬂ

1 If the Preview pane is not
open, use View > Layout
to turn it on.

2 Check that the Inbox is
selected in the Folders.

3 Click Send/Receive to
pick up your mail.

4 Click on a header to
display its message in
the Preview pane.

Or

5 Double-click to open a
new window to display
the message.

File Edit Mew Tools Message Help @
= i o
e . 8¢ . $8' = X = . SEi
Create Mail Reply Reply Al Forward Print Delete Send/Recy Addresses Find
Folders X v @ ¥ From Subjeck ”
5 outlok Express 1 Le Monde Le Monde. Fr - Titres du jour - mercredi
= (3 Local Folders CIMichael Jones Re: Wednesday 7th at HL
a1 Inbox (3) [ billdeedigitep, coguk Re! Wednesday 7th at HL
4 Outhox 24 Le Monde Le Monde.ft - Titres du jour - vendredi
21 Sent Items 4 Renata Corbani’ Learning Made Simple
Deleted Thems b Steve Fenarty Re: Wednesday 7th at HL ~
B Drafts 4 >
W rews Freeserve.com .
: From: bildeed@tcp.co.uk  To: mac@ma 4 .
Subject: Re: Wednesday 7th at HL CI |Ck to read
2 Select the Inbox ;
( Hi Mac
I'm affaid Il not be there this week - family commatments,
Hope to join you all next week.

Reading your e-mail

Incoming messages are stored in the Inbox. The Header pane
shows their basic details - who they are from, the subject and
so on. When a header is selected here, its message is displayed
in the Preview pane, if this is present.

If you get a lot of spam e-mail, turn off the
Preview pane. This makes them easier to ignorel
You just want to delete them, not read them.

(1 Use View > Layout)

¥ Inbox - Outlook ExfiTess provided by Wanatdoo

Take note

If Outlook Express has not been
used before there should be a
welcome message in the Inbox.

bill

g ‘Working Onilire:
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Replying Basicsteps | %

When you reply to an incoming message, the system will open 1 Select the message in
the New Message window and copy the sender’s address into the header pane.
the To: text box.

2 Click 8¢ the Reply

@  The original message is normally also copied into the button

main text area with > at the start of each line. This can
be very handy if you want to respond to the mail point- 3 Delete any unwanted

by-point. You can insert your text between the lines, and headers or other text and
any unwanted lines can be deleted. add your own comments.

4 Add your own text.

5 click = .

If you want the sender’s address, right-click on it and
(5 Click Send) select Add to Address Book - though if the option to add
when replying is turned on, you don’t need to do this

e: Caribbean properties = @
Flz= Edit Wew Insert Format Triols Message Help w

L% % AB s 2
= % L] 8 U UYL 5 4 5
Send Cut Copy Check  Speling Attach  Priority Sign Encrypt  Offline

B To: -
B3 Cc | i

Subject:  |Re: Cari

—— : ( 4 Add your message ,

Properties
Could you get onie to Feona please, She has been wery helpfil

M
* (3 Delete unwanted text )

= Dear Mac,
=I5 there anyone that you want to send copies of the issue to? I
= Danny

Tip

Adding people to the Address book auto-

matically and copying messages into

replies are both options — see page 73.
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Basic steps

To forward mail

Select the message in
the header pane.

Click “& the Forward
button.

Type or select the
address(es) of the
recipient(s).

Delete any unwanted
headers or other text and
add your own comments.

(5 Click Send)

#E Fw: ONE - DAY WORKSHOP - 14

Forward

You can send a message on to another person - perhaps after
adding your own comments to it.

Reply to all

If you get a message that has been sent to several people, you
can reply to all those listed in the To: and Cc: boxes. Click &,
instead of “8, and continue as for a normal reply. Your

message will be copied to all the recipients of the original
message.

(3 Type or select the recipients)

JULY 2006 - Central European (Windows)
Ele  Edit Help W
" 3 AB = = —
7 e Al R MIE =T
Ta: L =

(€. |
Subject: {FW: ORE - DAY VVOR’K%HOF‘ - 14TH JULY 2006

Wiew Insert  Fromat  Tools  [Message

|G0vernors

Take note

The Bcc: box is for ‘Blind
carbon copies’. Any Bcc: re-
cipients are not listed on
the copies sent to other
people.

Atkach: MJ‘Workshop Cption Form E-mail 14.07.06.doc (26,1 KB) ~
|£l10ne day Workshop 14.07.06 Flyer E-mail,doc (30,2 KB)
»~
Dear Al

Please check it out and let me know,

Arnyone free on 14th July to attend this workshop(4 Ed It/a nnotate the text)

Idac

Zent: 06 June 2006 15:25
Subject: ONE - DAY WORKSHOF - 14TH JULY 2006

Dear Colleague,

Please find attached advance details of the next Workshop day to be held on
the 1dth July. An option form i alse attached which can be returned to us
as a boolang recuest.
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Sending messages

To send e-mail, all you need is the address - and something to
say! Messages can be composed and sent immediately if you
are online, or composed offline and stored for sending later.

To add impact, write your message on appropriate stationery!
This has text formats and a background all ready for you.
I_TJ .

1 Mature l

2 Clear Day
3 Maize

(1 Select your stationery )

4 sunflower

5 Citrus Punch
& Blank

7 Leaves

Select Stationery. ..

Mo Stationery
Web Page...

your address book

3 Select recipients from)

File Edit Wiw Insert Format  Tools Message Help

= AR
[ To:
(2 Type the addressk

BES
©

|harry|ime@ao|.|_: =l

Efce |
Subject: |

F K McEnde
Learming Made Simple
Visit the site wan madesimple co Uk

0y
Basic steps D'a

1

Or

Click the arrow beside
Write Message | F - and
select your stationery.
Use No stationery - or
click [ ! for plain paper.
Type the address in the
To: slot.

Click E&Te: | by the top
line to open the Select
Recipients dialog box.

Select a name and click
the button, then
to copy the

address.
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Take note

Subject lines are important
as they help your recipients
to organise their messages.
Make them brief, but clear.




To send copies, repeat
from step 2 for the Cc:

Select Recipients

4 Copy the address

text box. _
Type name of select From lisk:
5 Type a Subject. [Fnec..|
6 ?Ma.i.n Identity's Contacts [/ v !\‘_1355@@_ IR
Type your message. Name - Eddail A | [ 10:-> | | Eoidia A
EZIK atia Maciel kamac g HughJones
. — K.atie Roden katie.rc E&lJason Peters w
7 Click = . Ksith Brirdley keithis < >
K.gith Drarlingtor: keithdt
Or keith Darlingon keith_¢ Coi->
i K.eith Darliigton keith.d
8 Open the File menu and Keith F2dlkner keith@
rineth Feid Feidk < >
select Send Message’ for kwogec@nationalgeo..  kwoge 7
immediate delivery, or B8 s ternig] A5
Send Later. _
[ Mew Contact ] [ Propetties J £ >
[ oK | l Cancel

Flle Zdit Wiew Insert Format Tools Message Help @l

—

Ip

We'll look closer at
selecting recipients

AR g =g =
E 0 (8% § Y- i b
Toi Kenneth Reid; harrylimei@aol,com; Amanda Wiliamson: andrew Humphries ; Anna Fabrizio; Bob Salmon;
Erian Matcham ; Catherine Clarke ; Christine ; Duncan Enright; Elaine Tuffery; Fiona Dalkon; giulia; Hugh Jones;
Jason Peters
L |

on the next page.

Subject: {Party

B I UA

1
1
.:i?i.
"I*i'
i
[l
Il
]

B

| Arial v i2 b

Hi g .
5un’(5 Type the SUbJeCt)s 32 Write this Inyour diary

e

'arty at Mac's L

You can format your
message, just as in a
normal word-processor

3rd July lunch till late

Let me know if you're coming sa | can arder enough ribs!

(6 Type your

message )

Wac
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Selecting recipients

There are three types of recipients, i.e. there are three ways
that you can send messages to people:

L 4 for those people that you want to read and
respond to your message.

* (Carbon copy) for those that you want to keep
informed, but don’t really expect them to reply.

* (Blind carbon copy) sends copies to people with-
out including their addresses in the messages that other
people receive.

When this message is sent, Andrea, Chris, Dave, Anna and
Cathy will all get a copy. Everyone will be able to see from the
headers that it was written to Andrea and that Chris and Dave
have had a copy. Only Anna and Cathy will know that they have
had a copy, and they won’t know about each other’s.

Start to type the name here to scroll
quickly down to the right part of the list

Starts the Find People
routine - see page 91
R

Typr name or select from list:

Take note

Blind carbon copies are
mainly usedfor mailing lists
(see page 92) where people
do not want usually their
addresses given strangers.
When you are writing to an
individual — as in the exam-
ple here — you would not
normally use Bcc. People
should know who else is
reading their mail.

EZIChris Slater

cpzle

Find. ..
| Main Identity's Contacts » e
Marne Ed A | Tar-= EZléndrea Fernandes

E=ICape Yerde Property Lid — adria
E&lCarom Uzzel caral

| LxlCash, Mike [ELS) Mike £
EZICash. Mike [ELS) M.Cz Ee—
E=I Catherine Clarke cath £ > ;“f:l Chris Slater )
x| Cathy D'leary cathi E=IDave Dowrie
EZI Charles Balfour balfa

| E=ICharltan, Fialph Ralp <

Sl Yickers

E= iati i i 963
2...] Christies Information2 Ch:s - =l Cathy Dety
l New Contact ] I Propetties | £

[

O

l | Cancel

If you put someone in the
wrong category, you can-
not move them. Select the
name, press [Delete] and
try again.

84




o
Basic steps E‘, l

1

Start the spell checker -
if necessary - by clicking

Y the Spelling button.
When the spell checker
finds a word it does not
recognise, the Spelling

dialog box will open.

To use a suggestion, pick

one and click [_change_J.

If the word is spelled

correctly, click [_igere ],

To add the word to the
dictionary - so that it is
recognised next time -

click [ _add_].

When the check is
complete, click [_o__].

A

Tip
The checker may well not
recoghise names, slang and
technical jargon. Addwords
to the dictionary if you are
likely to use them again in
future.

The spell checker

Most people treat e-mail is an informal, chatty means of
communication - ‘Hi’ is a more common greeting that ‘Dear
sir’. But there’s a difference between informal and sloppy. If
a message has spelling mistakes, it is more likely to be mis-
understood. And spelling mistakes are completely avoidable
because there’s a built-in spell checker.

You can set the spell checker to run automatically before a
message is sent (see page 74), or run it yourself at any time.

(1 Start the checker)

;|

==
(@]
e G 0@ §- 45

Efi Toi  |kenneth Reid; Amanda Wiliamsan; Andrew Humphties; Anna Fabrizia; Bob Salmon; Brian Matcham; Catherine Clarke;
Christine ; Duncan Enright; Elaine Tuffery ; Fiona Dalbon; givlia; Hugh Jones ; Jason Peters ; harrylime@aol, com

(52 o=

Subject:  [Party i e ki

IJL;;(._“J

2 Mistake! )
—

( 4 Ignore it
Summer's here and it's [gEgg time at Mo 32 Write this in your diary _/

Hi guys

Mot In Dictionary:

N’

patry

arky

pantry
paltry
pastry
parry
| patty

Change To:
Suggestions:

Ignare Ignore Al
Change ‘ Change all

3rd

Let me know if you're co

b=d
=
t

Cancel

Iac

(3 Use this suggestion)

(5 Add to the dictionary)
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Files by mail

Files of any type - graphics, word-processor and spreadsheet
documents, audio and video clips - and URL links, can be
attached to messages and sent by e-mail. Compared to send-
ing files printed or on disk in the post, e-mail is almost always
quicker, often more reliable and cheaper.

¢  If you use the Rich Text format, rather than plain text,
you can also insert pictures directly into a message.

Fle Edt Vew Fomat Tods Message help W
8 3-
- Yast frgm S > ‘I ¥
MBTe: [Amateen P<W® | 2 Use Insert > File
[ [ Horinenital Line
Attachment
Subject Sighature
Atach l]:ludu —y .
el vy 0w -, BIUA Z=Z&EE E2ssE -0 Q

s Anna

M_Qttached files are shown here)ﬂ
This IS the view from T Tor that

alone. What do you think/

Insert Attachment

<

Thumbs, db

Jlonants Files 1o Puclade an o Lt o The swriage

Look jn: | 1 2004_0910larecle

Basic steps

1 Compose the message.

2 From the Insert menu
select File Attachment...

To attach a file

3 Browse for the file and
click Attach.

To insert a picture

4 Open the Format menu
and select Rich Text.

5 Browse for the picture

source and click [ o]

2004_0912Imagean. .,

~

File name: churchviewJP
o Fies of tope: | All Files ) v A Cancd |
Picture Source: .E:\F'ersonal.\france\éﬂ.ﬂ.i_hﬁ.? Browse... _J [ oK ] LI Makerghiofeitin et
Altemate Text:  Wiew of church w
Layout Spacin
M= [ it (3 Select and Attach the file)
Border Thickness: Wertical:

7
k5 Browse for the picture )
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Basic steps

1

Or

Click on the icon to open
the menu.

Click on the name and
the file will be opened in
its linked application.

The system may check

that you want to open the

file - click if you

are sure that it is safe.

Select Save Attachments

and save the file to disk.

Detaching files

Detaching files from messages used to be hard work - they
had to be cut out from the text of the message and processed
through special decoding software. With Outlook Express, it’s
a piece of cake. If the preview pane header bar is present, an
attached file is shown by a paperclip icon. If it is not, you must
open the message in its own window - the file will be listed in
the Attach: line.

¥ Inbox - Outlook Express provided by Wanadoo E”E]
File Edit View Tools Message Help @
4 S -
Yoge e L X S
- Click for the menu
Folders X | ¢ @ % From \ i
451 Outlook Express (@ Keith Brindley Fle: Ward (M5
& @ Local Folders a (@) plistair Day-Stirrat Re: Lithuania Property
& Inbox (1) (@ Stephen Marris Re! Excel LMS
F outbax L@ number one Re: JavaScript Made Simple-help pizase
31 Sent Ttems 1] B finkhony Price Tiff's
7 Deleted Items Y Ankhory Price Re: Tiff's ¥
B Drafts |.{ i 2
B store From: Anthony Price. To: Mac %
Subject: Tiff's 1

Select the file

hypersnap-mono, bif {215 KB)
9 hvpersnap.tif (647 KB}

MOLGaySS-Tine 2006 19:39

Take note

Attached files may contain
viruses, and some types of
files are more dangerous
than others. This is why
the system checks with
you before opening files.

Mac -

Save Attachments. ..

Attached a couple of TIFF's

Hypersnap, saved,
onverted in ‘he Gimp
le antion and eaved

Mail Attachment
v
Do you want to open this file?

Mame:  hypersnap,tf

Type: Microsoft Office Document Imaging File

| Qpen_JlE Cancel |

Alwayzs ask before opening this tepe of file

harm vour computer. |f vou do not tryst the zoirce, do not open this

file; ‘What's the rigk?
(3 Open ifit's safe)

This can be cleared for safe types of files
- and image files cannot carry viruses

@ ‘While files fram the Internet can be uzeful, 20 ne files can potentially
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Exercises

1

88

Start Outlook Express, if necessary. Alert a friend that you
are going to need their help - you have to have someone
to write to and get messages from!

Send an e-mail to your collaborator, asking them to write
to you. Use stationery and formatting if you like. Make sure
that you type something meaningful in the Subject line,
and check the spelling before you send it.

When you get a message from your friend, reply to it. If the
original message is copied in, delete any of it that you do
not want, then type your reply.

Send a file - a Word document or an image - to your
friend. Describe the contents of the file in your message.
Ask for an attached file in return.

When you get a message with an attachment, first save it
in a suitable folder, then open it directly from the e-mail.



8 Organising e-mail




Address Book

Typing e-mail addresses is a pain - one slip and the mail comes
bouncing back the next day with a ‘recipient unknown’ label.
The simple solution is to use the Address Book. Type the
address in once correctly - or add it when replying to a
message (page 80) - and it’s there whenever you want it.

2 Select New Contact @@

File Edit Wiew Tools™ Help
EH B X B 9 @
MNew Properties Delete  Find People Print Action
E-Mail address Business Phone
Iyndon. adams@c. ..
| adrian Teale adrian@adwvanta. ..

AdrianHar@anl.c...
alantern@btope. ..
alison, frecknalla@, ,
amanda.bradley. ..
AdHawkes@aal, ...
amanda, wiliams, .,

| adrianHar@aol . com

- Alison Frecknall

| Amanda Bradley

<l Amanda Hawkes

- dmanda Williamson
“lamanda. Wiliamson@ho, .
-|&ndrea Fernandes
“landrea Johnson
[F=landr e Humnhries

Amanda.Williams. ..
andrea_fernand. ..
andrea@andrea]. .,
A.d. himnhrirs@ . ..

Creates a new contact,

Home Phone -~

Teresa Green Properties

Other contact details
can be added on
these tabs

Eirst; | Tergsa

Title: Display:

E-Mail Addresses:

| Middle;

Teresa Green

4

_Summary Mame | Home Business Personal Othe Metheeting Digita [Ds

ﬁ Enter name and e-mail infzimation abouk this Zankact here,

Last;

w | Mickname:

tge9a@anl .c0m|

=lteresagreen@summer.net (Default E-Mail)

(5 Set a default? )

[[]5end E-Mail using plain text anly.

Basic steps

1

Click the Address Book
button .

w3

P

Mew

New Contact...

Enter the First, Middle
and Last names - con-
tacts are normally listed
alphabetically by Display
name (First + Last).

Click and select

Type the address and
click (s ],

If the person has several
addresses, add them and
set one as the Default.

Click [__ox__].

3 Enter the names

Green

(4 Add the address)

&da

Remave
: Set as Default

CG Click OK )

(] 8 1[ Cancel |
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Basic steps

1 Start to type the name in
the box above the list.
The list will scroll down to
those where the display
name starts with the
typed letters.

Or

Click Find%ple .

At the Find People dialog
box, type any part of the
name, e-mail or other
known details.

Click [__gndnow ],

Any matching entries will
be listed in the lower

pane. Double-click on the
one you want, or select it

and cliok [repmrm .

Click [ to close the
dialog box.

Finding an address

Mame

EZlsteve Howell

kevec@contentmaster. .,

unny_chickBS@hotmail. ..
upport@tep.co.uk

Usan carney

ExITanya Gardiner

EZ]Ted Duckworth
Tels03@aal,com

Teresa Green

Teresw O'Farrell

. teresagreen@su. .,

2 Click Find People

™ Address Book - Main Identity
File Edit Wew Tools Help

: T = =y
B X B g9 @
Mew Properties  Delete  Find Peaple  Print Actian

Type name or select From list: i:.er|.

E-Mail Address Home Phone ~

No matter how many people you have in your Address Book,
it’s never hard to find one. You can run a simple search from
the main page, or if that fails, use the Find People routine.

Rusiness Phone
stevedhowell@h
stevec@conkent

steveash@soton.l.l. (1 Start tO type the

name)

susanshennan@,.,
sunny_chickGSa. ..
suppork@tep. cowuk
SCarney@eleckti,,,
Tanya.gardiner. ..
ted, duckworthid. .,
TelsD3@aol, com
0123 456 7950

terenre.nfarrel. ..

™ Find People - (2 entries found)

Look in: ;Address Booi;
F'-eop.u.le
Marne: aresn
E-mail:

Lddress:

(3 Enter known detai

n

I=H

E=lDariielle Green
e Tereza Green

ten

E-Mail Address
dannygreen@teachin com
==

| Find Now J

Clear all \
4 c

ick Find Now )

Close

Delete

rmmer. et

Double-click to open )

- |
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Q

<

G Fou pS Basic steps ‘\;; g

One of the big advantages that e-mail has over the telephone, | B
fax or snail mail is that you can send messages to 1000 people 1
as easily as you can send it to one. This is also one of the big 2
disadvantages... (see page 97).

A group brings together any number of e-mail addresses
under a single name, which you can select from your Address 3
Book, instead of having to pick all the individual names. 4

- (2 Select New Group)

Mew Contact...

Mew Folder,.. 5

MovieClub Properties | X 6

Group | Group Details

% Type aname for your group, and then add members, After creating the group, you
can add or remaove members at any time.

Group Mame: MovieClub| 0 Memberis)

‘You can add to a group in three ways: seleck someone from your address book, add a new f
contact for the group and your address book, or add someone to the group but not to your
address book,

To create a group
Open the Address Book.

Click [~ and select

Mew

New Group.

Click (Eaemrmmiea ]

Work through the list of
contacts, selecting each
person in turn and

clicking [ssee.-> ].
Click [ac__.

Back at the Properties
dialog box, check the
names. If one is there by
mistake, select it and

click |__Remove |,

Group Members: .
T (3 Click Select Members )

[ew Conkact

Select Group Members

Type name o select from list:
Mame: e

Find...
E-Mail:
| Main Identity's Contacts v
Mame E-M | Select - |
I Maormi McBride nerm

| Mat McErids hat(@
~| Mat McBride hat_|
ataliaZak natal

J Natalie Mahabir - Caribb:.. natal | Guinevare Foote

lJJosie Brow

atazha Behrouz nbel
= rick mobbs il
| ESIMicola Pears nicol

Juli Gatay

Martin 4 Select the members)

| icolet@frenchpropertyc...  nical =l Michael
| Exl Nomes fierm

B ciick ok < >
[ Tao Contact ] [ Propetties ] <

[ OK ] | Canicel
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Click [__oc__].

To write to a group

MovieClub Properties

Group | Group Details |

iSroup Mame:

Start a new message.
Type the group’s name or
click B1Te:  and select it
from the Address Book. If
you do not want the
group members to see
each others’ addresses,

MovieClub

address book.

Group Members:

“aléndrew Humphries G5l Fiona Dalton
AnnaYickers i y
Cathy D'leany

E=]Josie Brown

£ Chiis St Exdui Giat
use Send them as BCC riz Slater uli Gator
£
(see page 84).
.. Marrig:
Finish and send the S

message as usual.

You can add to a groupin three ways: select someons fron) your addres: book, add a new
contact for the group and your address book, or add seineone to the groop buk not ko your

Type a name for your group, and then add memb:
can add or remoye members at any time, 6 Remove any errors

13 Member(s)

] Marti
I Michasl Corvey

£} | Select Members |

Cantack
Lo | lew Contact |
=1 Steve Fenerty | Remove |

» Properties

L 0K Cancel

(8 Use the group name)

File

Edt Miew Insert Format

D &T Y H=us

Tools  Message Help

ol
=5

[ Click OK

To: ifvlovieduh

[ Co: |

Subject: 1Wednesday 14th June

B 7 U

| rial

| 110

w

Hi folks

This week the movie is Enron: the smartest guys in the room (unless you
want to see the Da Vinci code) |

Take note

No matter how large the group, you only
send one message to your mail server —

You can add people to the
group by typing their name
and email address directly
in, but that won't put them
into your Address Book as
individuals. If thereis some-
onhe who is not yet in your
book, use New Contact to
create an Address Book
entry for them.

it then sends a copy of the message to
every address in the group.
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Folders for mail

E-mail needs organising. Even with light use - say 2 or 3
incoming messages a day - there will be getting on for 1000
in the Inbox by the end of the year! Treat e-mail as you would
snail mail. After you have read and replied to a message, throw
it away or store it somewhere else if you want to keep it.

You can create folders at any time. As with folders in Windows
Explorer, they can be created inside other folders if you want
to subdivide areas.

Cpen
Save As...

Save as Stationery...

Faolder

Impork
Expark

Prink...

(1 Use File > New > Folder )

Folder. ..

Chrl+P

Switch Identity...
Identities 4

Properties

Alb+Enter

‘Work OFfline

Exit

Iail Message
Chrl+O Mews Message

3 Select the folder
to create it in

94

Ctrl+35hift+E

Basic steps

1

Open the File menu,
point to New and select
Folder...

Type a suitable, mean-
ingful name.

At the Create Folder
dialog box, select the
folder in which to create
the new one - select
Local Folders for a top-
level one.

Click [__ox__].

(2 Type a name)

Folder name:
Theatre
Select the folder in which to create the new folder:

%3] Outlook Express
=0 Local Folders
%a Inbox
(25 Outboze
ﬁé Sent Trems
3 Delsted Ttems
& Drafts
%2 Bookings
2 Farmily
2 school
2 store
S5 Work

ok
Cancel |




Basic steps

1
2

Select the message.
Drag it across to the
folder and drop it in.
Or

Right-click on the

mesage and select Move

to Folder...

Select the folder and
click [_ox .

2 Drag and drop it
into the folder

Mave the item(z] to the selected folder:

%3] Outlook Express
= @’j Local Folders
B&a Inbox
@ Outbox

2 Sent Tkems
{3 Deleted Items
5B} Drafts

24 Bookings

21 Family

@

24 store
24 Theatre

2 Work

Moving messages

Once they are in place, it is simple to move messages out of the
Inbox and into appropriate folders.

(1 Select the message)

¥ Inbox - Outlook Express provided by Wanadoo m
File Edit WVew Tools Message Help @

7 : 4 = Ao
F-& & 8 - X &= 25

Folders X [t @ ¥ From Subject o

ey - P 7 -

Ll Outlook Express L Rab Tharne Re: Le Bois Senis - Magazine Articls

= ) Local Folders [ 5tephen Morrid Re: Icons Open
B Inbax [ | Jahin QNE - Dy T =]
CFE Dutbae (I Harbour Lights Picture. ., *** Spam*

] i 4 Reply to Sender
S/ Sertt Items (4 Stephen Marris Final querie
Deleted Items L Monde.fr LeMonds.fi iy to Al 5
B Drafts ") IHelen Bricknell P4 ONE -1 ::3::: 4 Attachment -
%21 Bookings Lhe : =T = i ¥
W1 Family —
Q&w From: Bailey, John  To: undisclosed-recipisnts: Mark as Unread y
Subject: OME - DAY WORKSHOP - 14TH JULY 2006 :

2 stare Muove to Folder ., ~
2 Theatre Copy ko Folder...
B Work Delete

@ news. freaser

Right-click and select
Move to Folder

Add Sender ko Address Book

Properties
to us as a boolking request.

<<One day Workshop 14.07.06 Flyer E-mail. doc=>

“
@

You can usethe short menu

o

P & B B | —~ PR A o | .

g ‘Warking Online

(ﬂew Folder

Take note

4 select the folder

and click OK to copy messages, but

there is rarely any point in

keeping two copies.
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Printing messages

E-mail messages can be printed out if you need a permanent
copy. The process is almost the same as printing web pages,
except that Outlook Express does not offer a Print Preview
facility.

(2 Use File > Print )

Wl Select the message
E

Basic steps

dit  Wiev. Tools Message Help
Hew rl - -
Cpen Chrl0 F\ et =
Save As..,
F t %;rom Subject Receive
x Save as 5l ationery. ., \E_%Ann Re:! Formulario Contactar 1306120
= aBulgarianPerer' ies.co... Re: rural properties 14/06120
fikdet D Harbour Lichis Picture,.,  What's on Wed 14 - Thu 22 June 14fosf2t
Import » ) 3uliet Fv: Book now for the ROH Mew Season] 14/06f20 ¥
Export r F >

irLIghts Ficturehouse  To: mac@machride wanadoo.co.uk
at's on Wed 14 - Thu 22 June

Print... ChrP

page range. For example, 512

Switch Tdentity, ..
Identities 3
Properties Alt+Enter
Work Offline
Exit
General | Options
New Select Printer
SMO n . 2\ \ T\ o I
¢ 3¢ 3 2 B <@
Print the selected message. #dd Printsr Adobe Brother Generic HP Desklet
Postacr. .. HL-760 Postacr...
< >
Status:  Ready [ Print ta file
Lacation:
CommaRE Find Printer...
Page Rahge
Al Number of copies: 1 < 2|
(%) Pages: 12 .-—'_3 L 5
Enter gither a single page number or a single 1 z | 1 z

=
Print il Cancel | |

Apply

|

(3 Set the print range}

\
.\ﬂ
{4

Select the message.

Open the File menu and
select Print...

At the Print dialog box,
set the Page Range:
All, Selection, or Pages.

Pick the printer.

Set the Number of
copies if required.

Click [__Brit__].

(4 Which printer?)

5 How many copies?)

(6 Click Print)
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Basic steps "l

1 On the Tools menu, point
to Message Rules and
select Mail... .

2 If you already have some
rules, the Message Rules
dialog box will open. Click

Hew...

3 Atthe New Mail Rule
dialog box, select the
Condition for the rule -
how are messages
selected?

4 If the condition needs to
be defined, click on the
underlined text.

B At the definition dialog
box, enter the values that
you want the system to
check for - type them

and click [_add__|.

6 Select the Action - what
is to be done with them?

Click [__ox__J.

Back at the Message
Rules dialog box, type a
name for the rule.

9 click[ >

00 ~

5 Define the values
to look for

Message rules

In amongst the useful, interesting and necessary e-mail that
you receive will be some spam (junk mail) - advertisements for
real and imaginary goods, invitations to dubious web sites,
and other attempts to part you from your money. The sim-
plest way to deal with these is to select the messages by their
subject/senders and delete them immediately.

If junk mail is a significant problem - particularly if a lot is
coming from the same source - you might like to set up a
message rule to deal with it. A rule is an instruction to Outlook
Express to look out for a certain type of message, and to deal
with it automatically. Typically, the rule will pick up messages
from a named sender and delete them immediately.

New Mail Rule

Select vour Conditions and &ctions first, then spacify the values i,

1. Select the Conditions far your rule: 3 Tick a cond |t|on)
O ‘wikere the | Frurn fite memtzins people

M winere the Sub|ec:t line contains specific words

[ Where the message body contains specific: wards

O ‘where the To line containg people v

2. Select khe .ﬂw:&ons for your ule:
O Mo\-'e |t to the specified folder ~

(6 Tick an action)

3. Rule Dezcription [click on an underlined value to edit it];
(4 Click to define)

(8 Give it a name)
pespciicworts [N D

Tupe specific words o a phraze, and click Add.

= T

oy 7 Click OK
Words:
‘Wwhere the Subject line containg

9 click 0k

[ Copy it ta the specified folder
Delete it
[ Forward it ta peaple

Apply this rule after the message arrives
wWhere the Subject line contains 'money’ or rich' or 'earn’
Delete it

4. Name of the rule;
Moriey traps|

‘matey’
T R [ Coor:

ok | Cancel
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Rules from messages

You can create a message rule from a message. This works
best when the rule is based on the sender, and you want to
move their new messages directly into a specific folder, rather

Basic steps

than sitting in the Inbox.

® Inbox - Outlook Express provided by Wanadoo

@ Sent Tkems
Deleted Ttems

& Drafts Block Seper...
2 Bookings . FlamMessage
2 Family [ ‘Wwatch Conwersation
rsation
2
Use Create Rule |~
From Message )ols today. We
\ g Il be issued to

Best Wishes

<

Create a rule based on the selected message,

File Edit Yiew Tools BEESEREE (w)
o ) Mew Message Ctrl+M
|_] i s‘ &' ba MNew Message Using 3 l
Folders 2o Feply ko Sender Cirl+R t R
£5 Outlack Express Reply to Al Cirl+shfe+R 3l FIF proofs 15
= (@) Local Falders ITypascript Cor sentions 15
G Inbox Forward Ctrl+F | FIF pracfs 15
23 Outbox Forward As Attachment {e.fr - Titres du jour - jeudi 15 juin ... 15

that we hold on our datal

1 Select a message

4G FUTURES

ammission School Survey

Mew Mail Rule

Select your Conditions and Actions first, then specify the values in the Description.

1. Select the Conditions far your rule:
M Wwhere the From line contains people
[ ‘here the Subject line containg specific waords
[ ‘where the message body containg specific wards
O Where the Taline containg people

2 Select the Actions for your rule:

Move it fa the specified folder

Take note _@,

Most 1SPs run spam filters

that block a lot of junk mail.
Some still gets through be-
cause there is no foolproof
way to identify it. A good
service will mark up likely
junk mail by adding ‘Spam’,
or something similar, to the
Subject line.
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[ Copy it ta the specified falder
O Delete it
O Forward it to pecple

3, Rule Description [click on an underlined value to edit it);

Select the message.

Open the Message menu
and select Create Rule
From Message...

Select the Action.

If the action needs to be
defined, click on the
underlined text.

Give it a name.

Click [__ox__J.

(3 Tick an

action)

o

apply this rule after the message arrives
Where the From line contains 'John, Baileymeswtiaiipoon

(,
: 4 Click to give details )

Move it ko the specified folder

4. Name of the rule;
JBailey

QClick 0K

ok | |

Cancel I

[
4(5 Type a name)

If you do not want any more messages from someone,
select a message and use Message> Block Sender. ..




E-tiquette rules

B Small is beautiful. Short
messages are quick and
cheap to download.

B Test first. When sending
anything other than plain
text, try a short test file
first to make sure that
the other person can
receive it properly.

B Zipitup! If you are
sending files, compress
them with WinZip.

B Subject matters! Always
type a Subject line so
that the other person can
identify the message.

B Short signatures. If you
create a signature, keep
it short.

B Don’'t SHOUT. Using
capitals is known as
shouting. It's OK to
emphasise the odd word
this way, but don’t shout
whole messages.

E-mail etiquette

When you send someone a paper letter, you know that what
they receive will be the same as you send, and if you enclose
lots of material, you will pay the extra postage.

E-mail is different. Your recipients actively download your
messages, which takes time and can cost money (see below).
Further, if they are using different mail software to yours, it
can affect the appearance - and sometimes the delivery - of
your messages.

Formatted text

Most modern e-mail software can display formatted text, but
few people bother with formatting. The essence of e-mail is
that it is quick and informal - plain text is the norm. Save your
fancy stationery for special announcements and greetings.

Size

Some e-mail systems set a limit to the size of messages,
typically 10Mb. You won’t be writing messages this big, but if
you attach several large photos or a video this could push it
over the limit.

File size is still a factor if your recipient has a dial-up
connection. Large files take time to download, and this may
add to their phone bills. On a standard phone line, e-mail
usually comes in at around 3Kb per second, or 1Mb in 5
minutes. If they are on broadband, the cost is not affected by
usage and time is hardly an issue as 1Mb will download in a few
seconds.

You can reduce the size by compressing files, either with
Window’s Send to Compressed folder facility, or WinZip
software. Graphics and documents files can often be reduced
to 10% or less of their original size this way. Even executable
files - the most difficult to compress - show some reduction.
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Subject lines

A clear Subject line identifies a message. Your recipients need
this when the mail arrives, to see which to deal with first - and
which to ignore completely! They also need it when organising
old mail, so that they know which to delete and which to place
in what folder.

Emphasis

If your recipient’s mail system can handle formatted text, then
you can use underline or bold for emphasis. If you are sending
plain text, and want to make a word stand out, enclose it in
*asterisks® or _underscores_, or write it in CAPITALS.

Smileys

E-mail messages tend to be brief, and as your receipients
cannot see your expression or hear the tone of your voice,
there is a possibility of being misunderstood - especially when
joking. Smileys, also known as emoticons, are little pictures,
composed of ASCII characters, that can help to convey your
meaning.

The basic smiley of :-) is the one you will see most often,
though there are many other weird and wonderful smileys
around. Here are a few of the more common ones.

:-) It's a joke

) Wink

=( I’'m feeling sad

-0 Wow!

-C | don’t believe it!

(-: I’'m left handed

Y%-) I've been staring at a screen for hours!
8-) I'm wearing sunglasses
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I v
Take note ‘@‘

If you want to add your

sighature to messages, go
to the Signatures tab in
the Options dialog box (see
page 74) and type one
there. Ifyou prefer, you can
create the file in a word-
processor, saving it as plain
text, then link that file at
the Sighatures tab.




BTW By The Way

BWQ  Buzz Word Quotient

FYI For Your Information

IMHO  In My Humble
Opinion (ironic)

POV Point Of View

TIA Thanks In Advance

TTFEN  Ta Ta For Now

WRT  With Reference To

<g> Grin

Example 1

P.K. McBride

Abbreviations

If you are an indifferent typist, or like to keep your messages
short, or are likely to be getting mail from old ‘netties’, then
it’s worth learning a few of the standard abbreviations. You
will also find these used in real-time conferences and chat
lines, and in newsgroup articles.

If you want to track down more abbreviations or the acronyms
used elsewhere in the computing world, an excellent list called
Babel is maintained by Irving and Richard Kind. Get a copy at
this URL:

http://www.geocities.com/ikind_babel/babel/babel.html

Signatures

A signature can be added to the end of every message. In
Outlook Express, this can be created in the Options dialog box
(see page 74) or it can be created in a word-processor and
saved as a plain text file. It will normally contain your name,
and any other contact details you want to give. People’s
signatures often also contain a favourite quote, advert, or a
picture or name created from ASCII characters. e.g.

|macbrideetcp.co.uk

Computing’s Made Simple at http://www.madesimple.co.uk

Example 2

Roger Wallace
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Exercises

1 Start Oultook (Express) and open the Address Book.

2 Look through the entries. Are there any of your contacts
missing? Do you have their addresses? If so, use the New
Contact routine to add them now.

3 Are there any entries in the book that shouldn’t be there?
Old addresses that are no longer used, or addresses of
people to whom you once replied but will not write to
again? Select and delete any surplus entries.

4 Create a new group called ‘friends’ and add to it those of
your friends that you would invite to parties or send
christmas greetings to. Next time you need to contact
them, you can do it by picking a single entry out of the
book. (But don’t just mail for the sake of it - that’s spam.)

5 Select two different messages, preferably one short and
one long, and print them.

6 Create a message rule to delete messages offering stocks
and shares tips - they are all spam. Setiit to look for key
words in the Subject.

7 Read the etiquette and try to follow it in your mailings.
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9 Creating web pages




HTML

Most access providers offer their customers the facilities to
set up their own home pages. People use them to advertise
their work, their products, their clubs, their hobbies - or just
themselves!

HTML - HyperText Markup Language - is the system used to
produce Web pages. Essentially, it is a set of tags (codes) that
specify text styles, draw lines, display images, handle URL
links and the other features that create Web pages. It is not
difficult to use. There are only a limited number of tags and
they follow fairly strict rules. All tags are enclosed in <angle
brackets> to mark them off from the text, and they are
normally used in pairs - one at the start and one at the end of
the text that they affect. For example:

<H1> This is a main heading </H1>

Notice that the closing tag is the same as the opener, except
that it has a forward slash at the start.

All pages have the same outline structure:

<HTML>
<HEAD>

<TITLE>My Gnome Page</TITLE>
</HEAD>
<BODY>

This page is under construction
</BODY>
</HTML>

The whole text is enclosed by <HTML> and </HTML> tags.

The <HEAD> area holds information about the page, and is not
displayed - though the Title does appear in the browser’s Title
bar when loaded. This can be left blank.

The <BODY> area is where the main code goes.

The HTML file that produces the web page is plain text, and
can be written in Notepad (which is small and efficient) or
WordPad or Word, but must be saved as plain text.
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Q
“‘
Basic steps E.’ ﬂ

1 Type your HTML text into

NotePad or other word-
processor.

Save the document with
an “HTM’ extension, e.g.
‘MYPAGE.HTM'. If you are
not using NotePad, set
the Save as type to .txt.

Start your browser -
don’t go online - and use
Open > File to load in the
document.

Check the display and
return to NotePad to
enhance and improve!
Save it, then refresh the
browser display to see
the new version.

s
Take note 4@‘

HTML is easy to learn and
‘hand-coding’ — creating a
page from ecratch — can
give you better control over
the appearance of your
pages, but it is simpler and
quicker to create Web
pages with a dedicated
HTML editor, or even with
Word.




B Untitled - Notepad

File Edit Format Yiew Help
<HTML=
<HEAD=
<TITLE=My Gnome Page</TITLE=
<fHEAD=>
<BODY=
This page is under construction
</BODY=>
</HTML=|

Type the Internet address of a document or folder, and
._*/ Internet Explarer will open it for you.

Open: @ ts and SettingsimaciiMy Documentsimypage.htm: |
[] Oper as'\Web Folder

[ oK

H Cancel H Browse... J

Save As

Savein | |} My Documents v ] T M
ey E] My Data Sources
‘3 Ifﬂ_My TMusic

My Recent 'iﬂMy Pictures

Documents 1My Received Files

' =it 2 Saveitwith an
)¥isual Studio 2005
Desktop .HTM extension

7

My Documents |

1
58
My Computer
‘_ File name: rrvpage. hirr| v
My Network, - Save as bype: Text Documents [°.tst] v
Encoding: ANS| v

(3 Open the page in your browser)

Set up a folder for your
home page files and keep
everything in one place.

The Title appears here

(4 Check the display)

2} My Gnome Page - Microsoft Internet Expforer E”E|®

File Edit Wew Favorites Tools Help @

@ N |£| E ! .-.' \ ©

Address @ C uments and SettingsiriaciMy Documentsimypage,

Tlus page 12 under construction

é:] [_)one' j MMy Computer
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Text tags

The simplest tags are the ones that format text. These will
produce six levels of headings, a small, italicised style (mainly
used for e-mail addresses), and bold and italic for emphasis.

Heading 1

<H1> </H1>

<H2> <H2>  Heading 2
<H3> </H3> Heading 3
<H4> </H4> Heading 4
<H5> </H5> Heading 5

<H6> </H6> Heading 6

<B> </B> Bold

<I> </I> Italic
<Address>  </Address> Small italic style

The Heading and Address tags break the text up into separate
lines, but untagged text appears as a continuous stream - no
matter how you lay it out in NotePad. Create separate para-
graphs with these tags:

<P> Start a new paragaph with a space before and after
</P> End of paragraph (optional)
<BR> Start a new line without a space before it

When a browser reads an HTML document, it ignores all
spaces (apart from a single space between words), tabs and
new lines. What this means is that it doesn’t matter how you
lay out your HTML text. You can indent it, and add line breaks
to make it easier for you to read, but it won’t affect what your
readers see - only the tags affect the layout of the page in the
browser.
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If you come across a great
Web page and want to know
how it was created, use the
View Document Source
command to see the HTML
code.

If you want to use someone
els€’s page as a model for
your own, use File Save As
tosaveit onyourhard disk.
You can then open it in
NoteFad or WordFPad and
study it at leisure.

You should not reuse any-
one’s text or images
without their permission —
the page author owns its
copyright, whether it is
claimed or not.




<HTML>
<HEAD>
<TITLE>My Gnome Page</TITLE>
</HEAD>
<BODY>
<H1>My Gnome Page</H1>
<H3>Hello and welcome</H3>
<H2>Gnomic sayings</H2>
<P>Every gnome should have one.
<P>There's gno place like Ghome. (Old Alaskan proverb)
<P>Gnome is where the heart is.
<H2>Gnome computing</H2>
Lots of links to go herel
<BR>
<H4>This page is under construction</H4>
<ADDRESS>Ingrid Bottomlow </ADDRESS>
<ADDRESS>Last Update: Mudday of this week</ADDRESS>

Compare the HTML code
with the screen display
and note the effect of the
<H..> <ADDRESS> <P>
and <BR>tags.

</BODY>
</HTML>
File Edit ‘iew Favorites Tools Help @
_ G- O dl & @ 2-reE-UMd
Why do these IIneS haVe tags at Address @C_:iaoc:n;e;ts;ﬂd SettingsimaciMy Documentsimypage. htm » a Go
both ends? What would happen if
both were enclosed in one setof | Mv Gnome Page
<ADDRESS> </ADDRESS> tags? )
Hello and welcome
Gnomic sayvings
¥ Every gnome should have one
U There's gno place like Gnome. (Old Alaskan proverly)
Take note
Gmome 1z where the heart 12,
You don’t have to use images .
to produce good-looking pages. Gnome computing
FPages that consist only of text Lots of links to go here!
are faster to download — and This page is under constuction
you can make them attractive
G R . Ingrid Bottomlow
using just colour and headings. Bast gt - SRy GRHRRERE
£ Done ¢ My Computer
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Colours

Text-only pages are fast to load, but can be a bit boring. Colour
adds impact to your screens, without adding to the loading
time.

Colours are defined by the values of their Red, Green and Blue
components - given in that order and in hexadecimal digits.
These values can be anything from 00 to FF, but are best set
at 00 (off), 80 (half/dark) or FF (full power/bright), e.g.:
FFFFOO

gives Red and Green at full, with no Blue, resulting in Yellow.
Combinations of 00, 80 and FF values should come out true on
all screens - other values may not.

Modern browsers recognise a set of common colour names,
which you can use in your code. But if you want to create
specific shades, you will have to work out their hex values.

BODY colours

The colours of the background and text of the page can be set
by the BGCOLOR and TEXT options in the BODY tag.

<BODY BGCOLOR = "#FFFFFF" TEXT = "#008000">
This sets the background to White and the text to Dark Green.

Values are normally enclosed in “quotes” with a # at the start
to show that they are hexadecimal. These can be omitted, TEXT
= 008000 works just as well.

FONT COLOR

At any point on the page, you can change the colour of the text
with the tag:

<FONT COLOR = "#Value" >
The colour is used for all following text until it is reset with
another <FONT COLOR = ... > tag. You can use it to pick out
words within normal text - though you can get strange results
if you use the tags inside Headings.
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Colour names

=3 Colour
Black
Grey
White
Navy Blue
Blue
Green
Lime
Maroon
Red
Turquoise
Purple
Olive
Aqua
Fuchsia

Yellow



<HTML>
<HEAD>
<TITLE>My Gnome Page</TITLE>
</HEAD>
<BODY BGCOLOR = "#80FFFF" TEXT = "Green">
<H1>Welcome to my Gnome Page</H1>
<FONT COLOR = "Red">
<H2>Gnomic sayings</H2>
<FONT COLOR = "#FF8000">
<P>Every gnome should have one.</P>
<P>There's gno place like Gnome. (Old Alaskan proverb)</P>
<P>Gnome is where the heart is.</P>
<FONT COLOR = "Blue">
<H2>Gnome computing</H2>
<FONT COLOR = "Fuchsia">
<P>Lots of links to go herel</P>
<FONT COLOR = "#000040">
<H4>This page is under construction</H4>
<ADDRESS>Ingrid Bottomlow </ADDRESS>
<ADDRESS>Last Update: Mudday of this week</ADDRESS>

Pale Aqua - the extra
80 Red makes it lighter

Orange - reducing the
green from FF makes it
darker (yellow = FFFFQO)

Very dark blue

</BODY> il . il —
</HTM L> ] My Gnome Page _Microsoft Internet Explorer provided by Wanadoo M@|@
File Edit  Wisw  Favorites  Tools  Help @
= I’ A Y ..|__ . L »
Q " ¥ & @ ) @ Tl "ol
Address @j CiiDocuments and SettingsimaciMy Documentsimypage. htm bt Go

A

Welcome to my Gnome Page

Gnomic sayings

You must have a good con-
trast in shade — as well as

iH hu@ - |761$W66I’1 yOU]‘ t@Xt Gnome con‘lpuﬁng

colours and the background
Lots of lmks fo go here!

colour. Some of these in

this exam p[e are too close This page is under constauction
together for easy reading. Ingrid Bottomiow
Last Update: Mudday of this week =
2] Done My Computer
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Lists and lines

Here are two more ways to enhance the appearance of your
pages, without adding to download time.

Lists

These come in two varieties - bulleted and numbered. Both
types are constructed in the same way.

L 4 <0L> </0L> (ordered/numbered) or <UL> </UL>
(unordered/bulleted) enclose the whole list.

L 4 Each item in the list is enclosed by <LI> </LI> tags,

e.g.
<uUL>
<LI> List item </LI>
<LI> List item </LI>
<LI> List item </LI>
</UL>

Lines

Also called Horizontal Rules, these are created with the tag
<HR>. This is a single tag - there is no </HR> to end it. A simple
<HR> produces a thin line with an indented effect. For variety,
use the options:

SIZE to set the thickness, measured in pixels. The line will
normally be hollow.

NOSHADE makes the line solid.

WIDTH can also be set in pixels, but is best given as a
percentage of the width of the window - you don’t know
how wide your readers’ windows will be.

COLOR is used as in the <FONT...> tab, with the colours set by
hex values or the standard names. Coloured lines are
always solid, so NOSHADE is not needed.

You can see examples of all of these opposite.
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Take note z@‘

Bullets are normally round.
You can set the style to
SQUARE, DISK or ROUND
with the TYPE option, e.g.

<UL TYPE = DISK>




You can learn more about
HTML in HTML 4.0 Made
5/'/77p/.e.

Unordered List

Thicker line, set to 75%
of the window width

Ordered List

a My Gnome Page - Microsoft Internet Explorer provided by ..

File Edit Misw Favorites Took  Help

Q %

Address ej Ci\Docurents and SettingsimaciMy Documentsimypage. htm

'

ST
©

=
™ ﬂGo

My Gnome Page

~

Gnomic sayings

o Every gnome should have one.
s There's ano place lilkke Gnome.
o Gnome ig where the heart iz

Gnome computing

1. Gnome World
2. Seamus Sosmall's home page

g‘] Done

J [y Computer

<HTML>
<HEAD>

<TITLE>My Gnome Page</TITLE>
</HEAD>
<BODY>
<H1>My Gnome Page</H1>
<HR COLOR = Green>
<H2>Gnomic sayings</H2>
<HR SIZE = 8 >
<uL>
<LI>Every gnome should have one.</LI>
<LI>There's gno place like Gnome.</LI>
<LI>Gnome is where the heart is.</LI>
</UL>
<HR SIZE = 8 WIDTH = 75% NOSHADE >
<H2>Gnome computing</H2>

=<O0L>

<LI>Gnome World</LI>
<LI>Seamus Sosmall's home page </LI>

Simple line

Thicker, hollow line

</OL>
<HR SIZE = 6 COLOR = Red>
</BODY>
</HTML>
Solid line
Simple line

Thicker, hollow line
Unordered List

Thicker line, set to 75% of
the window width

Ordered List

Solid line
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Images

There’s no doubt that images add greatly to a page, but there
is a cost. Image files are very large compared to text files, and
even small images will significantly increase the downloading
time for a page. This may not matter to people with a
broadband connection, but it does to someone using a dial-up
line - and a lot still do. In the example opposite, the text takes
600 bytes - almost instant downloading - while the picture is
over 26Kb and will take 10 seconds or more to come in on a
dial-up line. So, include images, but keep all your visitors
happy by following these rules:

¢ Keep the images as small as possible;

¢  If you want to display large images - perhaps your own
photo gallery, put them on separate (linked) pages and
tell your visitors how big they will be.

¢ Include text describing the image, for the benefit of
those who browse with AutoLoad Images turned off.
The basic image tag is:
<IMG SRC = "filename">

You can also use these options:

ALIGN = "left/center/right"
ALT = "description"
ALIGN sets the position of the image across the page.

ALT is the text to display if the image is not loaded into a
browser. In the example opposite, if image loading was turned
off, you would see this: [x] & picture of me

Background images

You can add an image with the BACKGROUND = "filename"
option in the <BODY> tag. The image is automatically ‘tiled’ -
repeated across and down to fill the window.
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Images must be in GIF or
JFPG format for browsers
to be able to display them.
When you are preparing
images, try both formats
and use the smallest.

oy
Take note 4@

Window's Paint can only
save images in GIF or JFG
format — when you save
them, change the Save As
type from BMP, the default
format.




<HTML>

<HEAD> Background image
<TITLE>My Gnome Page</TITLE>
</HEAD>
/ Text colour

<BODY BACKGROUND = "myback.gif" TEXT = "Blue">
<H1>Welcome to my Ghome Page</H1>
<IMG SRC = "mypic.jpg" ALIGN = right ALT ="A picture of me">

<BR> <$R_> Image aligned to the
2:?;”"5 Is me</H3> Make more space right with ALT text

) . between lines
<H2>Gnomic sayings</H2>
<UL><B> Bold to make text more
<LI>Every gnome should have one.</LI> I

visible against the

<LI>There's gno place like Gnome.</LI>
background

<LI>Gnome is where the heart is.</LI> </B>
</UL>

<H2>Gnome computing</H2>

Must do those links!

</BODY>
</HTM L> 2} My Gnome Pape. Microsoft Internet Explorer provided by Wanadoo
File Edit Wiew Favorites Tools  Help
Q . ¥ & @ ) v @ T Tl
The trick with background fdiress |] CiiDacuments and Settingsimac|My Documents|myzage. i

T o Py

images is to use one which
doesn’t clash too much with the
text. Very pale or bright images
and black text work well. In this
example, the background image
is the same as the main picture,
but smaller and with fewer,
paler colours - and if it was : Al et A
. o Every-gnome should hiave one.
even simpler and paler, the text | | 1y, e gno place like Gome. -
would be more readable. 's_Gnome is where the heart is.

This is me

P

Gnome computing

Must do tl}gsg:-'.ﬁ‘nlcs {

gj Done

A L ™ o

My Computer
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Links

A link is created with a pair of tags. The first contains the URL
of the page or file to be linked, and takes the form:

<A HREF=URL>
The second is a simple closing tag </A>. The two enclose the
image or text that becomes the clickable link, e.g.

<A HREF=http://www.gnomeworld.gn>Gnome World </A>
As you can see from the example opposite, the link can be
embedded within a larger item of text - only ‘here’ is clickable

in the IT’s Made Simple line. You can also use an image with,
or instead of, text to make the link.

The example only has Web URLs, but you can equally well
create links to FTP files and newsgroups. You can also add a
link to give readers an easy way to contact you. This line:

<A HREF=mailto:me@my.e-mail.address> Mail me </A>

will open a new mail message window, with your e-mail
address in the To: slot.

Links within the page

If you have a page that runs over several screens, you might
want to include links within the page, so that your readers can
jump from one part to another. The clickable link follows the
same pattern as above, but you must first define a named
place, or anchor, to jump to.

<A NAME = "Top">This is the start of something big </A>

The anchor tags can fit round any text or image, and you can
even leave it blank in between if you like.

The HREF tag is slightly different for a jump.
<A HREF = #Top> Return to top of page </A>

Notice the # before the name. This is essential.

114

T i
Take note 4@‘

There’s more to links than
is shown here. In fact there
is a lot more to HTML than
cah be covered in this book
—we haven't touched forms,
tables or frames. If this
chapter has whetted your
appetite and you want to
know more, read HTML 4.0
Made Simple.

At some point, contact
youraccess providertofind
out what to call the home
pagefile and where to store
it and its images.




<HTML>

<HEAD> Anchor created on the heading
<TITLE>My Gnome Page</TITLE>

</HEAD>

<BODY>

<A NAME = "Top"><H1>Welcome to my Gnome Page</H1> </A>

<IMG SRC = "mypic.jpg" ALIGN = right ALT = "A picture of me">

<H2>Gnomic sayings</H2>

<UL>

<LI>Every gnome should have one.</LI> Link with an image and text

<LI>There's gno place like Ghome.</LI>

<LI>Gnome is where the heart is.</LI>

</UL>

<H2>Gnome computing</H2>

<P><A HREF="http://www.gnomeworld.gn"> <IMG SRC = "world.jpg"> Gnome World </A>

<P><A HREF="http://www.gnome.net/~seamus"> Seamus Sosmall's home page </A>

<P>IT's Made Simple <A HREF="http://www.madesimple.co.uk"> here</A>

<P><A HREF = #Top> Return to top of page </A>

Link on one word only

</BODY>
</HTM L> a My Gnome Page:~Microsoft Internet Explorer provided by Wanadoo
File Edit Miew Favorites Tools  Help @ n
' A 1S \ 1 & 3
_ _ Q-© HE& Pwe e B LR 3
Llnk to Jump to the top Address @_C;_'lDocuman!:g anﬁ_SetUngslmec\My Documen_ts'tm_ypa_ge.htm » E} Go

Welcome to my Gnome Page

Gnomic sayings

s Every anome should have one.

The link text is normally blue, o There's gno place like Gnome.
o CGmome ig where the heart is.

but you can set the colour with
the LINK = ‘color’ option in the Gnome computing

<BODY...> tag. @\
Gmnome World

Linked images are outlined

Seanug Sozmall's home page

) . . I'T's Made Sunple here
Linked text is underlined
Retmn fo top of page v

&) ¢ My Computer
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Exercises

1 Create a text-only page to act as the top page of a web
site. It should have at least two levels of headings and
either bold or italic or both in the body text. The text should
show the name of the site, and what it is about. Save the
page as index.html.

2 Create a new page, giving brief details - real or imaginary
- about you, the site builder. Apply colour to the page
background, one of the headings and a block of text. Save
the page as aboutme.htm.

3 Create a new page, headed ‘My Pet’, and insert a picture
of an animal (it doesn’t have to be a cat, there are already
millions of photos of pet cats on the Web!). Save the page
as mypet.htm.

4 Create a new page headed ‘Places to see’, and set up a
list containing hyperlinks to half a dozen places on the web
that you think other people might enjoy. Save the page as
‘links.htm’.

5 Open the file index.html, and add a set of links to your
other pages. As long as they are all saved in the same
folder, you will only have to give their filenames in the
hyperlink.

6 Reopen each of the other page files and add a link back to
index.html at the bottom, with the text ‘Return to Home
Page’ or something similar.

7 Consult your service provider and find out how to upload
the files so that your pages can go on the Web.
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Take note ‘@;‘

Web pages can be called
anything you like and have
the extension.htmor.html.
However, the top page of a
site must normally be called
index.html. Check with your
internet service provider
before uploading the files.




A

Abbreviations

in mail and news 101
Access Provider 9
Active content 16
Address bar 33
Address Book 80, 90
Addresses

e-mail 7

finding 91
AltaVista 47
AND operator 43
Antivirus software 66
Applets 16
ASCII 9
AutoComplete 62

B

Babel 101
Background images, HTML 112
Bandwidth 9
Bce (Blind carbon copies) 81
Binary files 9

detaching from e-mail 87
Block Senders 98
Brackets 43
Browser window 12
Byte 9

C

Colours in HTML 108
Content provider 9

Index

D

Desktop shortcuts 37
Dial-up connection 9
Directory 9
Display options
Internet Explorer 12
Outlook Express 72
Domain name 5
Download 9
Download.com 64
Downloading 63

E

E-mail 4
emphasis in messages 100
forward 81

! E-mail addresses 7
1"E-mail etiquette 99

Electronic mail 4
Emoticons 100
Emphasis in e-mail 100
Etiquette, e-mail 99
Excite 47

F
FAQ 9
Favorite places 34
Favorites, organising 36
Files
by mail 86
downloading 63
saving pages as 56
Find People 91
Folders, for mail 94
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Forwarding e-mail 81
Freeware 63

Frequently asked questions (FAQ) 6

FTP 8

G

General options, Explorer 14
Gigabyte 9

Gigahertz 9

Google 44

Groups, e-mail 92

H

Header pane 70
Help
Internet Explorer 22
Outlook Express 75
History 38
Home page 9
Host computer 9
HTML 10, 104
Hypertext 9, 28
HyperText Markup Language 104

Images

saving 59

in HTML 112
Inbox 71
Include/exclude modifiers 43
Internet Explorer 4.0 12
Internet Service Provider 10
Internet Shortcut 38
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J

Junk mail 97

K

Key words 43

L

Lines, in HTML 110
Links 12, 28

in HTML 114
Lists in HTML 110
Local Area Network 10
Logical operators 43

M

'- Mail accounts 78
¢+ Mailing lists 8

Megahertz 10

Message rules 97

Messages, sending 82
Modifiers 43

Multimedia options, IE 4.0 19

N

Navigation tools, Internet Explorer 12
News server 10

Newsgroups 8

NOT operator 43

O

Options
Internet Explorer 14
Outlook Express 73



OR operator 43
Outbox 71
Outlook 71
Outlook bar 70
Outlook Express 70

P

Paperclip icon 87
Pictures, saving 59
Portal 10
Preview pane 70
Printing

e-mail 96

web pages 60
Programs, IE 18

R

Reply to all, e-mail 81
Replying to e-mail 80
Rich Text format, in mail messages 86

S

Safe Search 48
Saving pages as files 56
Search, at MSN 52
Search engines 42
Security 16

Sent Items 71
Shareware 63, 64
Signatures 101
Site addresses 5
Smileys 10, 100
Spam 97

Stationery 82
Subject lines 100

T

Tags 104
Terabyte 10
Text, from web pages 58
Text tags in HTML 106
TLA (Three Letter Acronym) 5
Toolbars
Internet Explorer 12
customizing 20
Trusted sites 17

U

. URLs, World Wide Web 5

-V

Viruses 66
Visibility settings, Internet Explorer 15

W

Web browser 10
Web page URLs 6
World Wide Web 2

Y

Yahoo!
directory 32
searching 50

Z

Zip files 63
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