[image: image1.png]The set of rules used for transferring files on the World
Wide Web. P

The unique address for a web page.

A clickable item in a web page that connects to another
web page

A company that enables individuals to connect their
PCs to the Internet.

A set of rules frequently used to transfer web pages to a
host server on the Internet.

URL | ISP | Hyperlinkl FTP | H1'I‘P|



     
                 FTP

                URL

                  Hyperlink 

                 ISP
                  HTTP

· That helps you to find information located on the internet 
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· Prevent unauthorized users from gaining access to a network 

· You should only enter credit card details into a form on a secure web site 
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Tools → internet options → click on use current → ok 
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Help → contents and index→ type History lists → display  
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Right click on the menu bar → select the standard buttons 
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In the address box type http://www.macromedia .com → press enter from the keyboard 
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Click on the Kennel Clubs hyperlink 
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Favorites→ add to favorites → ok 

[image: image9.png]Microsoft Internet Explorer

=lalx|

)

A )Y

Aderess [ o/t bethanydance combalkt

Spring Classes:
March 15t - June st

Children(age 3-12) - Mon/Wed

Jazz
Bpm-7pm

Ballet Teens(age 13:17) - Tues/Thurs
7pm-pm

Hip Hop Adults(age 178 ug) - Mor/Wed
7pm-pm

Belly Dancing

e — Fall Classes:
Septernber 15t - Decermber 1st

T Children(age 3-12) - Mon/Wed

6:30pm-7:30pm
Teens(age 13-17) - Tues/Thurs
7:30pm-8:30pm
Adults(age 172 ug) - Mor/Wed
7:45pm-8:45pm

@ Internet



 
Favorites → organize favorites → select club internet → click on delete →yes 
[image: image10.png]Hide the Standard Buttons toolbar of this web browser.




In the address box type www.AltaVista.com 
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Check the look-it-up categories only → click on go 
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Right click on it and copy 
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File → save as → in the save in box select drive A: → in the save as type select text file → click on save 

[image: image14.png]A web search has been car

d out producing the results displayed on screen.

Use these results to navigate to the Kennel Clubs web site.




File → print preview 
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File → print → in the number of copies select 3 → click print 


De 
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· Is used to verify the identity of the sender of a message 

· A search Engine 
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Double click on the Selina Kyle message 
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Click on close from the title bar 
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View → columns → uncheck flag → ok 
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Right click on the Agenda.doc select save as → select desktop → save 
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Tools → options → select send tab → uncheck the include message in reply → ok 
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In the To box type bjones@mym.com → click submit 

[image: image24.png]Copy the selected text from this web page to the clipboard.




In the Cc box type Sean Whete@mym .com → click send 
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Click on the attach button → select my documents → select Accounts.xls → click attach 
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From the priority drop down list select high priority 
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Select rob Wilson message → click on forward button → in the To box type SelinaKyle@mym.com → click send 
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Select the file Agenda.doc → press delete from the keyboard 
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From the new drop down list select new group → in the Group name type Research Team → click on the select member button → select Rob Wilson click select → select Sean White click select → ok → ok 

[image: image30.png]Print three copies of this web page using the current settings.




Edit → find → messages → in the subject box type Planning → click on find now 
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Right click on the deleted items → select empty 'deleted items' folder 
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File → new → window 
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Click on the refresh button 
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Favorites → add to favorites → select Media folder → ok 
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Check any and then click go 
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Click on the click here for a Virtual Tour → select my documents → save 

[image: image37.png]nail message that s ct

ently open.




      Spam 

· A huge collection of linked files held on computers all over the world 
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Help → contents and index → type unread messages → display 

[image: image39.png]Remove the Flag heading from the Inbox.




Select Rob Wilson message → click on reply button → click in the message body and type yes, it will → click send 
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Click on create mail button 
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In the subject box delete the word staff → click send 
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Click on the [image: image43.png]Change the application settings so that when you reply to messages, the original
message does not display.




 → select the Electric paper → click To → ok 
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Right click in the subject box → select paste 
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Right click on the email address in the from and select add to address book 
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File → new → folder → in the folder name box type Personal → ok
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Click on the stop button 
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From the drop down list → select the first URL 
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Click on the back button 

[image: image51.png]Change the priority for this message to High.




Favorites → select MSN 
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Favorites → organize favorites → create folder → type Cooking 
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Right click on the photograph → select save picture as → select the desktop → save 

[image: image55.png]Delete the file entitled Agenda.doc from this e-mail message.




· E-mail stands for Electronic Mail 

· The distance over which e-mail is sent does not significantly affect the speed of delivery 

· A virus can spread via e-mail by mailing itself to everyone in a victim's address book 

· You should not open e-mail if it has a suspicious subject line 
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Click on Bookings → click on the rooms/Accommodation → from the first drop down list select Park's Inn → from the second drop down list select single room → click book now 

[image: image57.png]Create a new group called Research Team that contains addresses for Rob Wilson and




 
· You need a user name and password to access your e-mail 

A cookie is a small file sent to

Your computer when you 

Visit a website 

A cache helps web pages you 

Have visited recently to load 

More quickly

If a cookie gets too full older 

Files are deleted to make 

Space for new ones 
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Right click on Rob Wilson → select mark as unread 
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In the subject box type Company meeting → click send 
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 Select the message from James Corrigan and drag it to drafts 

[image: image61.png]Empty the Deleted ltems folder.

Do not use the Delete key for this exercise.




Right click on Selina Kyle message → select delete 
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· Encryption prevents unauthorised users from reading data 

· Encryption prevents unauthorised users from reading your data
· Encryption converts data so that it cannot be understood 
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Tools → internet options → click on clear history 

[image: image64.png]Open this web page in a new window.





Select the Schedule changes from the task bar 
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Select the Sean White's message → click on reply all → type Can you call me about this? → Click send 

[image: image66.png]Refresh this web page.




· You must read e-mail before you can organize it into folders 

· E-mail messages can be sorted alphabetically inside a folder 

· A web browser is a site where you can search for information on the web 
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Select Sales → click properties → click select members → select Eric Lambert → ok → ok 

[image: image68.png]Add this Web page to the Media folder in your Favorites.




Select Selina Kyle message 

[image: image69.png]Elo Edt Vew Favortes Took

e

€ 2NN QESIEr

dress [€) htpsjfwmw ookcit-up.comjsearch

EE

look for.

fecines, desserts, cake, chocolate

[go! [T,

Entetainment Shopping Personal
Travel Snorts Healtnh
Computers Education People and chat
Lifestyle Careers Eamil
Library Money Games
&
ahotus | feetback | help | new search

[ @





Click save 

[image: image70.png]Modify the search requirements to include any of the words listed in the search cr
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Do not change any other settings.
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Click bookings → click Events and venues → from the first drop down list select Concert in the Park → from the second drop down list select single ticket → click book now 
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[image: image72.png]Download the Virtual Tour movie file to the My Documents folder





View → sort by → sent 

[image: image73.png]Clue:
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Select deleted Items → right click on Joe Thompson message → select move to folder → select inbox → ok 
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Tools → internet options → advanced tab → in the multimedia section uncheck the show pictures 

PAGE  
36

[image: image75.png]Use Outlook Express Help to access information on unread messages.
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[image: image77.png]Reply to Rob Wilson's e-mail with the message Yes,
Rob Wilson. Do not open the message.
Send the message immediately when you have

it will. This should be sent only to
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[image: image79.png]Open the New Message window to create a new message.
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[image: image86.png]Paste the contents of the clipboard into the subject area of the window.
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[image: image90.png]Create a new folder in your Inbox and name this folder Personal.
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a network of computers and cables that connect e-mail users all around the world.

a global network of communication satellites.
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[image: image95.png]This web page is not displaying properly. Stop this web page from downloading.
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[image: image99.png]You have just navigated to this web page using a hyperlink.

Return to the previous page.
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[image: image101.png]The MSN web site is one of your listed favorites.

Use this fact to navigate to the MSN site.
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[image: image106.png]Save a copy of the photograph onto the Desktop of this compute




[image: image107.png]Which two of these statements about e-mail are true?
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[image: image109.png]Use this site to reserve a single room at the Park’s Inn.

Follow the instructions that are provided on the web page.



[image: image110.png]Which two of these statements regarding the risk of transmitting
viruses via e-mail are true?

O Viruses can only be transmitted via an e-mail attachment.
A virus can spread via e-mail by mai

address book.
O Viruses are only spread via unsoli
O You should not open e-mail if it has a suspicious subject line.
O You are more at risk from viruses if you use Web based e-mail.




[image: image111.png]Which one of these statements about e-mail is true?

O You can only access one e-mail account at any time.

O Each user can only access their e-mail account from a single PC.

O You need a user name and password to access your e-mail.

©  Email accounts on a single PC share the same folders.
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[image: image113.png]Mark the message from Rob Wilson as Unread.
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[image: image115.png]Enter the phrase Company meeting into the appropriate field to indicate what the
message

is about.

Send the message when you have finished.
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[image: image117.png]Move the e-mail message from James Corrigan to the Drafts folder.
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[image: image119.png]Delete the e-mail message from Selina Kyle.



[image: image120.png]Cookie & Cache

A cookie is a smallfile sent to your
‘computer when you visit a website.

A cache enables a web site to recall
details of your previous visit.

A cache helps web pages you have

visited recently to load more quickly.

‘Your browser uses a cookie to
store the files you download from
the Intemet.

If a cookie gets too full, older files
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[image: image121.png]Which one of these statements is true?

O Itis not possible to encrypt the content of e-mail messages.

O Encryption prevents unauthorised users from reading data.

O You can't send encrypted data out over the Interet.

O Encryption converts data so that it can be understood.




[image: image122.png]Which two of these statements about encryption are true?

O An encryption key is used to compress documents that you wish to store safely.

O Encryption prevents unauthorised users from reading your data.

O Encryption converts data so that it cannot be understood.

O You can't encrypt your e-mail messages.

O Encryption can only be used to encrypt text files.
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[image: image125.png]Make the other open e-mail, Schedule changes, the active e-mail.
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[image: image127.png]Reply to everyone that received Sean White's e-mail with the message Can you call me
about this?
Do not open the message.

Send the message immediately when you have finished.




[image: image128.png]Which two of the following statements, about organising your e-mail within
most popular e-mail applications, are true?

e}

You need to create folders before you can send or receive e-mail.

e}

You must read e-mail before you can organize it into folders.

You can use cut-and-paste to move mail to di

ferent folders.

You must open an e-mail before you can duplicate it.

E-m:

messages can be sorted alphabetically inside a folder.
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[image: image130.png]Add Eric Lambert to the Sales group in this Address Book.
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[image: image132.png]Display the message from Selina Kyle in the Pre




[image: image133.png]Which one of these statements is false?

©  The content of web pages that you view while using a browser is lost
from memory after the computer is shut down.

©  Web browsers are software applications that are used o visit Web pages in various
locations.

O Browsers contain hypertext links to different documents and sites on the Web.

O Aweb browser is a site where you can search for information on the Web.




[image: image134.png]e Edt Vew

Favortes  Tools Help

Station @

Leam e
about tt

Underst
comput

-2 QP AEBIES

adiress [ ) htpi . crlinelearring e ] ks
The

Onlira | |

| T

You are downloading the fl:

LearnforBegO3 ave from wiw orinelearring e

Would you ke to open the i or save it o your computer?

T | —

I o 150 0l 5 learn.

1% | Hliays sk betors cpria s e o

personal computing. e

E-Seminars

Introduction to
HTML

G walk you Through everytHinG from Gefing the comp.ter out of the hox to creating
databases and creative webstes.

The On-Line Learning Station will assess your needs than create a customized
learring solion specifcaly for you

@

[ @




[image: image135.png]Click the option that would download the selected file with the least risk of virus
nfection?
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[image: image137.png]Use t

ite to reserve a single ticket for the Concert in the Park.

Note: Follow the instructions that are provided on the web page.
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[image: image140.png]Sort the Inbox messages by sender.
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[image: image142.png]Move the deleted mail from Joe Thompson back to the Inbox.
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This sfte wil help you with sl your heatth cancerns. Today, meking decisions concerming doctars,
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entire heath lirary of care providers, hosptal, nursing hames and guides ta heath insurance, choose
one of the inks below to begin your search:
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