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Preface

Application and Version Differences

Because of version and preference differences, screen shots and descriptions may
differ slightly from what a trainee may experience in the training environment. Where
possible, the manual has been designed with the training environment in mind. The

course is based around the use of Internet Explorer version 5.5.

Cat Conatus Support

Cat Conatus offers free phone support for any material covered - and any other
questions you may have. Most times a quick phone call will solve the problem and

you’ll be on your way.

Contact John Guenther on

Mobile: 0412 125 661

Fax: 6425 4005

Office: 6425 9016

Email: john@catcom.com.au

If I can’t answer your problem right away, I’ll return your call within 24 hours.

About this Manual

This Manual has been developed for the sole purpose of Online Access Centre

courses. It may not be copied without express permission of the author / presenter.

Course Structure

This course contains examples and detailed instructions. A floppy disk is included if
you want to take home saved information. Links to search engines used in the course

will be found at.

http://www.catcom.com.au/search/

This site is used extensively through this course as a springboard to examples and

illustrations.
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Course Objectives

By the end of this course you will

0 be able to use a browser to access web sites with addresses you know
0 have identified different types of search engines for different purposes
o be able to use a search engine to refine a search for particular information

o be able to save information you find on the Internet
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Module 1 — Accessing web sites

By the end of this module you will

o be able to use an internet browser to access web sites

o be able to navigate your way around the web

2000 © Cat Conatus 3
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Getting Started

To keep things simple, in this course we will only be using the Internet Explorer web
browser. While the focus of the course is searching for information, some people may
be unfamiliar with how to use a web browser. This first module shows you how to

access web sites using the address bar.

We’ll assume here that you know how to turn on and switch off a computer. Start the

P

[nternet
Internet Explorer browser by double-clicking the I3diZll on the desktop.

Internet Explorer toolbar

Let’s take a look at Internet Explorer’s main toolbar.

al.ll'deul-:rnz Dndires fcoess Ceplre - Miciosofl Indernet Enploser

| B Ede Vew Favodes Tods Helo |

~h--r,fa_='|ﬁﬁ|tﬂ;iﬂﬂvu i (=]
Sop  Refesh

Eack Fosmond Home | Seach Fawvonles  Heloy Hial Prict Edt D
J.'d:hnl-ﬂ e BT e :I o Gn “l_-*_‘ll
L] [ [ @ wenm y
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Table 1 explains each button and how you can use it.

Exercise 1— Exploring the browser

1. Click on each of the buttons listed in the table below in both browsers to

see what happens.

2. Find out what makes a button available or ‘greyed out’.
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Table 1 - Browser buttons and features

Internet Explorer What it does

toolbar button

Goes back to the previous page. If greyed out, it means you

=
Bach can’t go back further.
= Goes forward to the next page in the order you visited them. If
Forward T greyed out, it means you can’t go any further forward.

Stops the browser from trying to go to an address.

Stop
Reloads the current page and prings it up t'o date by checking
for newer versions of the file.
Fefresh
ﬁ Sends you back to your home page. This is set under Tools |
Internet Options in Internet Explorer 5.
Home
@ Directs you to a search page where you can type in a keyword
Search or search by a category.

Prints the current page.

Tells you whether you are at a ‘secure’ site for example when

N
conducting confidential transactions. In IE5 a padlock appears
in the status bar.

(status bar)

@ Allows you to ‘bookmark’ your favourite sites for quick
reference.

Favarites

8

Higtary

Displays a list of sites you have recently visited.

% . Opens up your default mail program. This button does not work
if you have a Hotmail or web based account.

b il

Agkesh 8] hipesporag oo The address bar is used for typing in an address that you
already know.
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Accessing Internet web sites

When you know the address of a web site, its just a matter of typing it into the Address

bar, as shown in the illustration below.

; whatiz?com - Microsoft Internet Explorer - [wforking OFfline]

J File Edit “iew Favortes Toolz Help

@ .= @ [ G

Back Faorward Stop  Refezsh  Home

I.-'i'-.glu:lress @ hittp: / A, whatiz, com.?

Q @ @

Search Favoritez  History

B S

b il Frirt

-----1“"---_

© “Wwhatis’com

The IT-Specific encyclopedia - a techtarget.com Community

Rules for web addresses

The following diagram shows rules used for typing in addresses into a web browser.

www.company.com.au
most addresses web addresses are the suffix tells country
start with www mostly associated you what kind code
with a business or of organisation
organisation name itis
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Guessing web addresses

The domain names of larger organisations are generally pretty easy to guess. You don’t
have to type in the http:// part, because the browser assumes that this is the kind of

address you are looking for.

Take Table 2 for example:

Table 2 - Easy to guess URLs

Organisation Address

Optus http://www.optus.com.au
The Advocate Newspaper http://www.theadvocate.com.au
Westpac http://www.westpac.com.au
Myer Direct http://www.myerdirect.com.au
Service Tasmania http://www.service.tas.gov.au
Centrelink http://www.centrelink.gov.au
St Vincent de Paul http://www.vinnies.org.au
American Red Cross http://www.redcross.org
TAFE Tasmania http:///www.tafe.tas.edu.au
ABC http://www.abc.net.au

Suffix codes

Here are the common suffixes you will find.

Suffix What it means
com commercial organisation
org non-profit organisation
gov government organisation
edu educational institution
net networking organisation
asn Australian association
mil military organisation
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Country codes

Most country codes follow a simple pattern. Here’s a few examples.

Country Code Country Code
Australia au New Zealand nz
United Kingdom uk Germany de
France fr Canada ca
Indonesia id South Africa za

Search Engines

Search engines are massive databases of web pages that are registered with the
organisation that owns the search engine. By typing in a word or phrase, the search
engine will provide you with a list of sites with those words. Alternatively, you can
search by a category and narrow down your search that way. A list of some search

engines is shown at www.catcom.com.au/search .

Hyperlinks

Many sites will provide you with links to related sites. The links will either be attached

to a button or an underlined word.

(1SS Q"/

Business

The example above shows what happens when you move your mouse pointer over a
hyperlink. The image use for the ‘ATOassist’ logo takes you back to the ATO home

page, while the underlined words take you to other pages in the ‘Business’ section.

Back and Forward Buttons

‘Back’ and ‘Forward’ buttons save you time when you are reviewing where you have

been. Once you have visited a site, your computer stores the files associated with the
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site in what is called the cache of the computer — a short term storage area especially set
aside for web pages. Often a site with lots of images or sound will take a long time to
download, but by using the back and forward buttons you can save time because the
browser recalls the files from its cache and displays those files, not the ones from the

remote server.

Exercise 2 — Simple Navigation

1. Open a browser window by clicking on the desktop shortcut for Internet
Explorer.
2. Take one of the addresses in Table 2. Type the URL into the address /

location bar of your browser.

3. Identify the links to other pages within the site and explore the site.
4. Try to find links that take you out of that site.
5. Use the ‘Back’ and ‘Forward’ buttons to review where you’ve been.

Tip: www.whatis.com is a great site for finding out what all

these strange terms really mean
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Module 2 - Searching for information

In this module you will learn

0 About different search engines
o Different ways of performing searches
a Where to go for the best information

o Using advanced search options

2000 © Cat Conatus 11
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Different search engines

What is a search engine?

A search engine is basically a database with lists of registered web site. There are
literally hundreds of Search Engines to choose from. In reality you will probably ever
only use a dozen of these and you will probably find two or three that you like and stick

with them.

Exercise 3 — Try some of these!

The following list can be found at http://www.catcom.com.au/search

AltaVista http://www.altavista.com
Anzwers http://www.anzwers.com.au
Ask Jeeves http://askjeeves.com
BlackStump http://www.blackstump.com.au
Britannica http://www.ebig.com
Dejanews http://www.dejanews.com
Dogpile http://www.dogpile.com
Excite http://www.excite.com

GoHip http://www.gohip.com
GoPlay http://www.goplay.com

GoTo http://www.goto.com

Hotbot http://www.hotbot.com

Infind http://www.infind.com
Infoseek http://www.infoseek.com
Looksmart http://www.looksmart.com.au
Lycos http://www.lycos.com
Magellan http://magellan.excite.com/
Matilda http://www.aaa.com.au
Metacrawler http://www.metacrawler.com
Northern Light http://www.northernlight.com
OzSearch http://www.ozsearch.com.au
Webcrawler http://www.webcrawler.com
Webwombat http://www.webwombat.com.au
Whowhere http://www.whowhere.com
Yahoo http://www.yahoo.com
Yahoo Australia http://www.yahoo.com.au

How does a site get on a search engine?

Normally, a web site must be referred in some way or another to a search engine in
order for it to be registered on the search engine database. You can’t expect to find Aunt

Mary’s personal web page on the Internet if its not listed!
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How do I find things?

When searching for information on the ‘net the object is to find what you are looking

for as quickly as possible. This is not always as easy as it seems!

There are effectively two main ways of searching for information on the Internet: by
typing in a word or words to describe what you’re looking for — or by using a directory

search using predefined categories that lead you to what you are looking for. Most

search engines have both options.

a#l]tn'l."rtl-:l ‘welcomes - Heciozolt Iniemel Explone
He Edl VYiew Fowodtes Took Help

44.4.533'1’3 aa @ 9 45;!_-]

Bz Fodvieid Shep Falsssh Seach Fassilis  Holong il

dufrars (B hip v sharvicta com

Supar Searches . -
B Shoool MOVE TRAILFAS ON ICAST: 'Lost Soals” | The Cordanes
B Enieriginment Search fon
- .

bz |r|r=n| Ak accommodation tasmema |n"r,- I-.|'-'||..-n'||=-j m
Weh Search Today In;
Buwenr Segech - 8 B -
Advanced Searn | | V0 I _Lﬂnﬁ =
[Faging Search [ ks b R e Salors AT E‘ "UF

The above example from ‘Altavista’ is typical of the kind of interface you can expect to
find with a search engine. It’s just a simple matter of typing some words that describe

what you’re looking for in the white box.

A simple scenario.

Let’s suppose we were planning a weekend away to get away from it all up in the Great
Lake area of Tasmania. So we need somewhere to stay. Let’s also suppose that as part
of our get away from it all weekend, we’d like to do some trout fishing on one of the
lakes up there and that, because we don’t know much about fishing, it could be handy to
have a guide to help us catch a fish so that we can enjoy eating it later on, back at the

lodge!
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Identifying keywords

In this example, you could type in something like Great Lake Accommodation so that
you could find places to stay on your next fishing trip at the lakes (assuming you don’t
have a shack!). My guess is that with this search you will probably find upwards of
1,000,000 sites. Now there aren’t one million places to stay up at the Lakes, and there
are probably fewer who have a web site.

9% ¢¢

You could have just as easily used different keywords like “fishing”, “trout”,

“highlands” or other relevant words relating to the search.

So how come there are so many sites?

When you type in a search like “Great Lake Accommodation” you will find sites that
have references to Great OR Lakes OR Accommodation as well as those that have all
three. Fortunately, most sites rank them in some kind of order with those sites having

more of your key words, listed first.

Another problem with that particular example is that there is more than one Great Lake
in the world — and there are literally millions of accommodation places! So we need to

learn a few tricks to narrow things down.

Look out for the number of pages found i._.____L_________}
2,195,412 pages found.
Weh Pages Images MP3iAudio Yideo Wu_ries//

. . . . . . . . wigta:
spitals & Services in Tasmania | Tasmania State History | Tasmania History | E“a'smmamﬁ'\;
1an -
- Computer Hardware
Gifts & Flowers

Furniture

1 Taemaniz nrndorts and &
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Limiting results to Australian sites

One way of narrowing a search is to look at the Australian version of the site. Many
search engines have an Australian site that automatically gives preference to Australian

sites. Altavista’s Australian ‘mirror’ is www.goeureka.com.au . Goeureka works the

same way as Altavista.

¢ .02 .0 B @ A @@ @ B S

Back Faonward Stop  Refresh  Home Search Favortez  History b ail Frint
J Address @ hittp: /v, goeurek a. corm. austandard. php

eureka.

i irls ot threre, see™ fing &

super search  set preferences

FOWERED 8Y

vista:
alta Find me this: |

Search results in Altavista

Using Altavista, there were over 2,000,000 sites — and in the first page of 10, only two
were Tasmanian. Note my point about more than one Great lake! (see below). To access

any of these results just click on the link and you will be taken to the site.

Lot mitimemiam j pitimim joeiejm e i miis miim maem

7. World Cup Tickets and Accommodation
A Massive 1998 WWaorld Cup SoccerWeb Site. WidCup.com is a huge World cup spo
URL: v sl dcup. comfticketsSfindex html
Last modified on: 21-0ct1958%9 - 62K bytes - in English
[Translate ] [ 9 Related pages |

8. Accomodation for ICMP *97
Accommodation Information and Bookings far ICMP 97 All accommodation reser:
URL: warwe math s ug.edu auf~icmp9yiaccommodation.html
Last modified on: 12-Feh-1997 - Tk bvtes - in Enaglish
[Translate ] [ More pages from this site ]

9. Ashton Gate Yictorian Accommodation - Hobart - Tasmania - Australia
Ashton Gate Guest House - Launcestan - Tasmania Charming Yictarian home nest
URL: s wiesw corm.aufashtongates2-0.htm
Last modified on: 17-Sep-18493 - 3K bytes - in Enalish
[Translate ] [ More pages from this site ] [ Felated padges |

10. Tours Accommodation Tasmanian Trout Fishing Fhy Lure Fishinternet Lakes Rivers
1995 - 2000 TOUR RATES INCLUDIMNG ACCOMMODATICON ARMD ALL MEALS. OPEF
W
URL: wwowwy southcom.com.aui~alltrouttours. himl
Last modified on: 31-0ct-1998 - 13K vtes - in Endlish
[Translate ]
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We could overcome this by adding the word Tasmania, so our search phrase becomes
Great Lake Accommodation Tasmania and indeed when you do this, it does yield a
better result. The first two items on the list below do offer accommodation — just what

I’m looking for!

6. Complete Fishing Tours - FivTrek Tasmania
FlyTrek - Tasmania. Fishing for the Wild trout of the Tasmanian Highlands. Fishing Lc
by accommuodation on Swan Bay, Great Lake, Wiena....
URL: vty fishingtours com.awfoperatorsiTasmanialffytrek btml
Last modified an: 19-5ep-1998 - 2K byvtes - in Enalish (fin-1252
[ Translate ] [2] Related pages |

7. InterBed Accommodation and Travel Directory - Australia and International
InterBed is an Australian Organisation praviding Accommodation and Trawvel Informati
Travellers from around the World We list properies in...
URL: wanny interbed. com.auf
Last modified an: 17-Jan-2000 - 27K bytes - in English
[Translate ] [More pages from this site ] [ Felated pages |

8. Tours Accommodation Tasmanian Trout Fishing Fiy Lure Fishinternet L akes Rivers
189 - 2000 TOUR RATES INCLUDING ACCOMBMODATION ANMD ALL MEALS. OPERA
AUGLIST - MAY INCLUSNWE. 1 FULL DAY ITIKNERARY. After a 7.00 a.rm. pick up we. .
URL: wonewy. southcom.cam.aul~alltrautitaours hirml
Last modified an: 31-0ct-1999 - 13K bvtes - in English
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Simple rules for typing in a search phrase

Here’s some simple rules to follow when typing into a search box in Altavsista.

Phrase What you get

mona lisa Finds documents that contain either mona or lisa or any capitalized
variant (Mona, MONA, liSA, Lisa). AltaVista ranks the results to
show first the documents containing both words, close together,

and near the top of the document.

Mona Lisa Finds documents that have either Mona or Lisa but not any other
capitalized variation. When you use a capitalized word, AltaVista

assumes that you are only interested in an exact match.

+mona +lisa Finds only documents that contain both words. Be sure there is no

space between the plus sign and the word.

+mona lisa All documents found must contain mona or any capitalized variant.
Documents that contain lisa are ranked higher in the list than

documents that do not contain lisa.

"Mona Lisa" Finds documents that have the two words capitalized and found
right next to each other. Placing quotation marks around any series
of words turns them into a phrase and tells AltaVista that you are

only interested in documents that have the words in this specific

order.
+"Mona Lisa" - | Finds documents that contain the phrase "Mona Lisa" but do not
Louvre contain the word "Louvre". Try recipe cookie +chocolate - chips to

find recipes for chocolate cookies without chips.

+ Mona +Lis* Finds documents that contain Mona and any word starting with Lis.
Use an asterisk when you're not sure how a word is spelled or to
find variations of the word: Try big* to find bigger, biggest, bigwig.
Enter bicycle* to find singular and plural forms. Use an asterisk at
the end or in the middle of words. AltaVista ignores an asterisk at

the beginning of a word.
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Now let’s try refining our search using some of these rules.

“Great Lake” Accommodation Tasmania would restrict the search to the phrase

“Great Lake” or accommodation or Tasmania. Great Lake is treated as one word.

We could also force Tasmania and Great Lake to be included by typing +“Great Lake”

Accommodation +Tasmania

Interestingly, when I did these searches, the same sites came up first and second each

time, but the number of sites narrowed down to 200. This is manageable.

Meta-Search Engines

Some search engines actually search a whole host of search engines to give you a

composite result. One of these is Northern Light. (http://www.northernlight.com/)

What sort of results do you get when you try this on our Great Lakes example? One
useful feature of this search engine is a list of folders with categories to narrow down

your search:

B Search Current Mews
Bl Special Caollection documents
B Hotels, motels & inns
@@ Fishing

B Camping & hiking

B Tours

B Museums & galleries
@@ Ely fishing

B Kangaroos & YWallabies
B Bed & Breakfasts

Bl Cruises

Bl Farms & farming

Bl Airtransportation

B all others. .
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Directory Searches

Directory searches are designed to lead you into the place you are looking for. For
example, searching as we were, we might look under Travel, follow a lead to
Accommodation, then to Tasmania, then to the Lakes. It doesn’t always work this way,
and indeed when I tried it, there was very little to look at. Below is an example of one
attempt to find this kind of information with Looksmart Australia.

(www.looksmart.com.au)

Go to the World Directory

Australia - Travel - Destinations - Tasmania - Wilderness Areas

Submit | 4 Click here to submit a site in this category Smartllp

Southcoast and Port Davey Tracks [%

Great tack notes, area information, and photos of the Southcoast's
best walks and scenic places, as well as useful info about facilities,
Tasmania Parks & Wildlife Service

Infarmative site with a visitor's guide to Tassie World Heritage areas,
national parks and reserves, history, recreation and considerably

Tasmania Online ( http://www.tas.gov.au )

A more direct way of tackling local searches is to use the resources of Tasmania Online,
where you will find literally thousands of sites that belong to organizations and

businesses in Tasmania. The site actually boasts 100,000 Tasmanian web sites.

Winner = 1998 Australian Society of Indexers Web Indexing Prize
TASMANIA

* Abour Tasmania
* Buying Tasmanian

o/

¢ Community & Culiure

® [ RWETTIICIE Servioes
—m— * Investing in Tasmania
T — # Miprating 1o Tasmania

* Visiting |asmania

T:;’lsmfilrliﬂ, * What's New

A to & Hu]l_'uu'l Search Ewvents Databasg

MhiEwnbare Payr Horrs Page
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The site gives you several options for searching, including an A-Z listing, which can be

very handy.

Welcome to Tasmania's
Comprehensive Search Engine

Resules

Search Results
Searching for Great Lake, anywhere in the web pages

Found: 161 | Showing: 1 - 25

++v+ GREAT | AKE WOTEL
Stay wath us on the shores of the great lake » the heart of Tasmama's Central Platesu.

Joim &ngus and Giselle Davidson as we take you on an excitog trip into the Highland laks
country of Tasmania to enjoy some of the greatest wild Brown and Rainbow trowt fishing m the

In our search for Accommodation at the Great Lake, I decided not to restrict the search
to accommodation because this search engine requires that all the words chosen be on
the page. And as it turns out, there are indeed plenty of options on the list under Great

Lake.

Other states have similar sites, but the Tasmanian one is particularly good!

Advanced search options

The following section is taken from Altavista’s help pages and deals with the topic of

advanced searches very well.

When should you use Advanced Text Search?

Advanced text search is for very specific searches and not for general searching. Almost
everything you need to search for can be found quickly and with better results using the
standard search box, where the AltaVista search services sorts the results by placing the
most relevant content first. However, if you need to find web pages within a certain
range of dates or if you have to do some complex Boolean searches there isn't a more

powerful tool on the Web.
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What's the difference between Search and Advanced search?

Although words and phrases work the same in both basic search and advanced text
search (see basic search for more information), listed are some differences between the

two:

o Searching for images, videos or audio clips is not available in advanced text search.

o The include (+) or exclude (-) features are not available in advanced text search.
Instead, you can use the more powerful Boolean commands to customize your

search.

0 You can choose to see results without having our system rank the material for you.

What are Boolean Operators?

You can create specific relationships among keywords or phrases using (brackets), OR,

NOT, AND, NEAR commands in the Boolean Operator section below the search box.
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Keywor d |Synbol |Acti on

AND & Finds only documents containing all of the specified words or
phrases. Peanut AND butter finds documents with both the
word peanut and the word butter.

OR Finds documents containing at least one of the specified words or
phrases. Peanut OR butter finds documents containing either
peanut or butter. The found documents could contain both, but do
not have to.

NOT ! Excludes documents containing the specified word or phrase.
Peanut AND NOT butter finds documents with peanut but not
containing butter. NOT cannot stand alone--use it with another
operator, like AND. For example, AltaVista does not accept
peanut NOT butter; instead, specify peanut AND NOT butter.

NEAR ~ Finds documents containing both specified words or phrases
within 10 words of each other. Peanut-butter NEAR jelly
would find recipes for peanut-butter sandwiches, but likely not a
recipe for peanut-butter cookies.

0 Use brackets to group complex boolean phrases. For example,
(peanut AND butter) AND (jelly or jam) finds documents with
the words peanut and butter, and either jelly or jam or both.

What do you mean by the term ‘ranking'?

Usually, the search service sorts or "ranks" the contents of your search according to
relevance. The higher the ranking, the more relevant the content. However, in Advanced
Search you can view 'unranked' results by just using the Boolean Operations section and

not the regular search box.

Using Range of Dates:

Using the Range of dates section, you can limit your search results to find pages and
usenet articles created during certain time ranges. To use this feature, enter both a
search query and a range of date. Also if you forget to include the month or year, the

search service will use the current month and year.
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For example, to find job listings during the first month of 1995, enter jobs in the search

box and From: 01/jan/95 To: 01/jan/96 in the range of dates box.

Note: You must enter a keyword in the query box for the range of dates feature to work

properly, otherwise the AltaVista home page will appear in the results.

Example:

Here's a sample Advanced search that uses all of the advanced text search features:

2. Orderyour results by the wordsthat vou twpe. 4. Press the search button.

Enter ranking keywords in [ary lenguege =] Simple 3 Isls-_lz
L fangowaltz [ Search |
Enter boolean exprassion Rarge of dates:
{ballroos OR =al=a) IND dance ' prom: [017den88
' Tos [317Jenes
= eg21Mars

™ Count documents matching the boolean exprossion.
Ta take advantage of advanced search featuros, please consult the Help section.

L1, Type vour Boolean expression here. 3. Select range of dates here.

1. Type (ballroom OR salsa) AND dance in the Boolean expression box. This
Boolean expression will find all the documents containing ballroom dance or

salsa dance.

2. Type tango waltz in the Search box. This step orders the cooking documents so

that tango and waltz appear at the top of your results.

3. Type 01/jan/99 in the From: box and 31/dec/99 in the To: box. This step limits

the results to documents that have been updated in the year 1999.
4. Press the Search button.

Optional: Check the Count documents matching the boolean expression box, if you

want to see only the number of results for your search.
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Module 3 - Saving information you find

In this module you will learn

o How to save web pages
o How to save images
o How to use text and images in a word processor

a How to print web pages
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Saving web pages

With Internet Explorer you can save files in exactly the same way as shown above.
But Internet Explorer has an added option — that of saving the complete web page.
What it does is save the HTML file and in the same location it places a folder with all
the other relevant files — images, sounds or whatever. Note that Netscape
Communicator doesn’t allow you to do this — you can only save the web page text

without the images.

Lets give it a go!

Exercise 4 — Saving Web Pages from Internet Explorer
1. Find a page you want to save.

2. Choose File | Save As... from the menu bar. Accept the defaults for file name

and file type.

Save jn: I:\ﬁ Desktop j ﬁl

_,%‘ by Computer

i by D ocuments

.'-_E:'E M etwark, Meighborbiood

_ 1 Mountainz OF Trout Homepage Best Trout Fishing and Retreat Sytle Accommodati
13227147 - IC5 Does Mot Install File and Printer Sharing By Default_files

_ 1 3229842 - Using Internet Connection Sharing with User Profiles_files

Cancel

Save as lype: | 8E Fage, complete [*.hitm;*. html]

Encoding: IWestern European [windows] j

I
File: narme: |P'rivate Forests T asmania Save I

3. From the ‘Save in’ location choose your 3 'z floppy A drive.
4. Click the ‘Save’ button.

5. Open the file from Windows Explorer or My Computer as in step 4 of the
previous exercise. Note that in this case you do have the pictures and any other

files present.
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Saving images

At times you may wish to just save an image from a web page, perhaps so you can
copy and paste it into a word processed document. To do this right click on the image

you want to save and choose the ‘Save Picture As...” option.

“:‘W PRIVATE F(

Open Frame in Mew Window

Hack
Eanyarnd
Beload Frame
cLe2 Fo
Yiew Frame Source
Wiews Frame Info At
Wiew Image [tiger. jpa)
Private Set AsWallpaper Foat
below. Add Bookmark, e
belawr Create Shaortcut e
Send Page

. Save Image Az,
Copy Image Location !

Next, save the image into a location as we did in exercises 7 and 8.

Exercise 5 — Saving Images

Practise saving images from web pages onto a floppy disk.

Using text and images in a word processor

Once you have your text, web pages and images saved you can easily use them in a

word processing application such as Microsoft Word.

Web Pages

In Microsoft Word, open up a web page by choosing File | Open from the menu bar.
Find the web page on your floppy disk (or other location) and change the file type to
HTML document.
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pdf & links
species @ nav
i | retonlbio @ pubhead

L
Find files that match these search crikeria:

File name: I j

Files of bype: IHTML Documenk j

|21 File(s) Found.

Depending on the type of file (whether it is a frames page for example) will depend
on the result you get. But once you have it in word you can then do whatever you like

with it!

Text Files

Text can be handled in a number of ways. You can even copy and paste the text
directly from a web page if you like, straight into a word processor. (Edit | Copy, Edit
| Paste) Let’s try it.

Exercise 6 — Copy and Paste Text from a web page into Word

1. Select some text on a web page (either browser is fine) by clicking and

dragging over the text. You’ll notice the text is highlighted.

Services for all Areas of Private Forestry

[Private Forests Tasmania gives policy and planning adwice across all areas showr
below, The authonty covers both native forests and plantations. Chck on the links

below to see the range of services covered. %

2. From the menu bar of the browser, choose, Edit | Copy.

3. Open Microsoft Word if it already isn’t open (other word processors will work
the same), move your insertion point to where you want the text to go, and

choose Edit | Paste from the menu bar.

Tip: Use Ctrl + C to copy, Ctrl + V to paste

4. Try it again with some different text.
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If you saved your web page as a text file, you can do a couple of things. You can open

a text file in Word or you can insert a text file.

To open a text file, it’s the same as opening an HTML file (explained above) except

you choose ‘Text File’ from file type dialog box.

Inserting a text file is also pretty straightforward. Let’s try.

Exercise 7 — Copy and paste pictures into Word
1. Make sure you have a blank document open in Word

2. Switch to your browser and go to the web site that contains a picture you

would like to use.

3. Right click on the picture you would like to use in the word-processing

document.

Dpern Link

Dpen Link in Hew Window
Save Target bz

Erirt T arget

5 hiow Picture

Save Ficture Az, .
Set as Wallpaper
Set as Deskiop [tem... # (

Copy
Copy Shartcut

Add to Favontes. .

Zoom
Zoom Out

Properties

4. Choose ‘Copy’ from the menu.
5. Switch back to your open Word document

6. Right click and ‘Paste’ the picture into Word.
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& Cut

i ﬁ E_aste ]

A Fank...
= Paragraph. ..

:= Bullets and kumbering. ..

% Hypetlink. ..

S MONYMS k

What could be easier than that?
Printing web pages

Printing from Internet Explorer

When in Internet Explorer you can choose to print the layout of the page, rather than
frames if there are any. Choose File | Print... from the menu bar and you have several

options:

You can choose to print the layout on the screen, or all frames individually, or only

the selected frame.
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If you want to see a preview of the printed page, choose File | Print Preview from the
menu bar. Versions of Internet Explorer before 5.5 do not have a Print Preview

option.

Remember: Web pages won’t necessarily fit onto an A4 page,

because they are designed to be viewed on a screen.
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