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INTRODUCTION TO THE INTERNET

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
guestions 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

o be able to use a browser to access web sites with addresses you know

o 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
a be able to save information you find on the Internet

o use Hotmail to send and receive emails

o use some of Hotmail’s other features to extend your use of email

© 2001 Cat Conatus 2



INTRODUCTION TO THE INTERNET

Module 1 — Accessing web sites

By the end of this module you will

o know what the Internet is and what it is made up of

o have an idea of how the Internet developed

a consider some of the possible ways the Internet can be used
o be able to use an internet browser to access web sites

o be able to navigate your way around the web

© 2001 Cat Conatus 3



INTRODUCTION TO THE INTERNET

Overview of the Internet and its Possibilities

What is the Internet?

Essentially the Internet is an interconnected network of computers. The computers in
the network are connected through various kinds of telecommunications media, from

satellite to ISDN lines through to ordinary telephone lines.

Your Computer @/

Server

@

-3 Other Computer

Because of all the interconnections, you can quickly get the idea that it becomes
something of a “web” — and because it is global, it has been dubbed the

“world wide web”.

It is a means of sharing ‘information’ between computers right across the world. In this
context information could be programs, radio stations, games, electronic documents,

voice messages — you name it!

No one ‘owns’ the web — and because of all the interconnections, it technically can’t
totally break down. Crucial players in the web are — as you might expect — the
telecommunications providers (in Australia’s case this is Telstra) and the Internet
Service Providers (ISPs), who run the servers, which connect your computer with other

computers.

In the case of an Online Access Centre (OAC), the computers you use are connected to

a Government owned server — and whereas at home you would use a normal telephone
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line to “dial in’ to the Internet, here your connection is through a permanent ISDN
telephone line. ISDN lines are lines that allow dedicated transfer of data at a much

faster rate than normal phone lines.

Brief History

The Internet began in 1969 as a research project of the United States Department of
Defence. It was primarily concerned with joining up computers for strategic purposes so
that in the event of a bomb attack the computer-controlled systems could be managed

from alternative sites anywhere in the country.

Over the next 20 years more and more larger, mainly government organizations joined
the network until, by around 1990 the general public could access the internet. Since
around 1995, personal computers have been built with the Internet in mind. Software
was also designed primarily for individual users to be able to not only retrieve

information, but also to interact with ‘web sites’.

The immediate future of the Internet appears to be in the development of ‘e-commerce’,
or electronic commerce where consumers can engage in financial or other types of
business transactions across the Internet with the same confidence they have about

engaging with businesses down the street.

Internet Possibilities

The Internet is more than about getting information.
The Internet provides

o ameans to cheaply communicate with people all around the world.
o opportunities for entertainment.

o possibilities for organisations and businesses to network together.
o the ability to conduct business transactions and do banking.

o an easy way for a business or organisation to promote itself.

o an interesting way for people to meet others and make new friends.
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INTRODUCTION TO THE INTERNET

o new ways for people to work — ‘telecommuters’ is a new term used to describe
people who work from home and maintain contact with ‘the office’ through the

Internet and E-mail.

o a means to break down the barriers of isolation and distance, which previously

limited the opportunities of people in rural and regional areas of Australia

o new ways to learn — many training courses are now being developed with the

Internet in mind as the primary means of accessing learning resources.

Invariably, people start using the Internet with one purpose in mind — and then discover

a whole new and expanding world of possibilities, only limited by the imagination.
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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

V-

[nternet

Internet Explorer browser by double-clicking the BEH on the desktop.

Internet Explorer toolbar

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

3 Ulveagtone Dndines Access Cemire - Micsosofl Indernet Exploser

| B Edl Vew Faeoiss Took Help
& .=+ .2 B i | a & I3 B S . (=]
Back Fomanrd Shop  Aefesh  Home | Sesch Favorles  Helosy Ml Prisk Edi Diacuss
J.i.:ﬁluln:lﬂ Tt e b e Ao ke au j .ﬁ'ﬂu |_|I.rh:'|
& || intenet 4

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 - 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 brings it up to date by checking
Hel:rJesh for newer versions of the file.
ﬁ Sends you back to your home page. This is set under Tools |
Home Internet Options in Internet Explorer 5.
@ Directs you to a search page where you can type in a keyword
Search or search by a category.
= Prints the current page.
Frirt
| Eﬁ Tells you whether you are at a ‘secure’ site for example when
conducting confidential transactions. In IE5 a padlock appears
(status bar) in the status bar.
@ Allows you to ‘bookmark’ your favourite sites for quick
Favorites reference.

Displays a list of sites you have recently visited.

8

Higtary
% . Opens up your default mail program. This button does not work
Wi if you have a Hotmail or web based account.
agdens [#] e semag o | 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 4

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
oraanisation 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 for example:

Table 2 - Easy to guess URLs

Organisation

Optus http://www.optus.com.au

The Advocate Newspaper [http://www.theadvocate.com.au |
Westpac [ttp://www.westpac.com.au |
Myer Direct [http://www.myerdirect.com.au |
Service Tasmania http://www.service.tas.qgov.au
Centrelink [http://www.centrelink.gov.au |

St Vincent de Paul [ttp://www.vinnies.org.au |
American Red Cross [http://www.redcross.org |

TAFE Tasmania Ihttp:///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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INTRODUCTION TO THE INTERNET

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.

1€ ass 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 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: laaann whatis.comlis a great site for finding out what all

these strange terms really mean

© 2001 Cat Conatus 12


http://www.whatis.com/

INTRODUCTION TO THE INTERNET

Module 2 - E-mail

In this module you will learn

o about different types of e-mail accounts
o how to set up an account with Hotmail
o how to send and receive messages

o how to manage your inbox

o how to set up and use an address book
o how to send attachments

a how to save your mail

o how to get the best out of Hotmail services
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Web-based v. POP3 accounts

Getting access to E-mail is probably one of the primary reasons that people want to gain

access to the Internet.

Generally, if you sign up with an ISP you will have access to E-mail and a host of other
Internet related services. Your ISP should give you instructions about setting up your e-

mail account.

What is POP3?

Here’s a definition from hﬂn'//whafiq com/pop3 htm|

POP3 (Post Office Protocol 3) is the most recent version of a standard for receiving i
POP3 is a [client/server] protocol in which e-mail is received and held fo your Internet

Periodically, you (or your client e-mail receiver) check your mail-box on the server and download any
mail. POP3 is built into the Netmanage suite of Internet products and one of the most popular e-mail
products, Eudora. It's also built into the Netscapejand Microsoft Internet Explorer [prowsers.

An alternative protocol is (Interactive Mail Access Protocol). With IMAP, you view your e-mail at
the server as though it wi our client computer. An e-mail message deleted locally is still on the
server. E-mail can be kept on and searched at the server.

POP can be thought of as a "store-and-forward™ service. IMAP can be thought of as a remote file server.

POP and IMAP deal with the receiving of e-mail and are not to be confused with the Simple Mail
Transfer Protocol ([EMTP), a protocol for transferring e-mail across the Internet. You send e-mail with
SMTP and a mail handler receives it on your recipient's behalf. Then the mail is read using POP or
IMAP.

ISPs generally use POP3 accounts for you to receive mail. These require the use of an e-
mail program such as Outlook Express or Netscape Mail. POP3 accounts tend to be
faster than web based accounts and you generally are not quite as limited in the choice

of user names as you would be with Hotmail. For example, if you wanted to have an e-

mail address like john@hotmail.com| you would probably be directed to choose

something like [ohn2097 @hotmail.com|; hardly personal! Another disadvantage of

web-based mail is that there are generally quite tight restrictions on how much mail you
can store on the server — in the case of Hotmail, its just 2MB (megabytes), which is an
awful lot of text, but not much in the way of pictures!

Web-based accounts do have their advantages though. They are just as functional as

POP3 accounts (though perhaps slower); they don’t require an Internet account with an
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ISP and you can pick up your mail anywhere in the world providing you have access to

the web.

If you have a POP account you cannot access it by using the

Mal | putton at an Online Access Centre.

It is possible to access your POP3 mail account through Hotmail.

This module will be primarily concerned with setting up and using a Hotmail account.
For those already with Hotmail accounts there is an additional section about advanced
features of Hotmail (see pages P6]to B3]}

Account set-up with Hotmail

Hotmail is fairly easy to set up and use. The following steps show how you can set up

your own Hotmail account so you can send and receive e-mail.

; Hobmal - The Wold's FHEE Web-barod E-mal - Miciozoll Inl@ine] Explores

| Pl Edt Yew Fapoes Jook  Heb
|#,+_5@E&|ﬂm3|sﬂ*§@,‘
lap LE

Back Forind Refask  Home | Sesch Favoibes  Histoy Prisd Edit
| Ak JE21 bilp /hc4 bawe hotmal passpor comc-bin/gr o] e ||unke®

Mew user? Sign up now!

I'IET"I H ﬂtma i l Sign-In Name

| Devtsen | pam | Fonces | @ | hotmail.com =
| Espaiol | atone | Portguisce fi Fassvord
| | Signin |

Introducing MSN Calendar! ;-,IME Sierieg it

Manage your schedules from anywhere. Chck herg for mong

IO Tresticr oF Sagn i noed Szl oz —
7 iR secirly for shensd or pubic compiders
¢ Femember dry Siarein Name and Pasreond
bl's =T
(¥ Meiner

-l [CR

| [ o inimmes

Registration

1. First, go to the Hotmail web site by typing www.hotmail.com [in the address

bar.
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2. This site can be used later on, to sign in, read and send e-mail. For now, click on
the link that says sign up now.

]I-I-:;ﬂm.nilHF.HIII':IH.LF:II TERMS OF SERVICE (TOS) - Telstra Big Pond Home Internet E... M= E3

~H ]
1 hitg. N2 IS hoimal passport. com/cg-bin/lne, coisehoimails_langebhelas o |

1 Hotmail

icrosoft”

The following are the tlerns and condiions for use of the Hotrail semice including without limitation

a-mail, inslard messaging through MEN Massenger Serdce and other saricas which may be offered
from time to time by Microsoft for use waith your Hotmail account lbogin rame (each feature indmsdually
and rollartreals raforrod 40 ac tha "Samace™ Dlasca read thom carsfulle Thie Slonesco e armesded 40

3. You are required to accept the terms of service before proceeding. Click the ‘I
Accept’ button.

]I-I-:;ﬂm.nilHF.HIII':IH.LF:II TERMS OF SERVICE (TOS) - Telstra Big Pond Home Internet E,.. M= E3

= S B o e [ 4 Z =

] 1t /2l el paspcn con g in s o asshima_srgrtbeta =] P |

Pursuant to Tille 17, United Sales Code, Section S12(c)2), notifications of claimed copyright
infringemment should be zent to Senice Provider's Designated Agent.
i lai rigght |

1935 Mcrosoft Comaration. A0l fights reserved, Termg of gervice  Privacy Siatemen

4. A registration form appears, which you are required to complete. Some of the
boxes are text boxes to type in, others are drop-down lists with options to choose
from. This first part is pretty straight forward. Once you’ve completed this,
scroll down the page and complete the account information.
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1. Hotmail Passport )

. o Metnber Services
Microsoft* Ahout Pazsport

Get afree Passport

Welcome! When you create a Passport, you get ane member name and password for use with
Hotmail and a host of other Internet services provided by Microsoft and other companies.

Profile Information

First Hame IJDhn
“our full name will be sent with all outbound mail
MesSagdes.

Last Hame |Guenther

Country . IAu stralia j

State/Territory =gl |Tasmania j 1 Azstrelice

Postal Code <. [7315

Time Zone [Hobart - Tasmania- 0851 PMEST =

Choosing a Member Name and Password

S Hotmail Get a free Passport - Telstra Big Pond Home Intemnet Explorer

| Bl Edt Yew Fovores ook Hel LT
| Ei;l: I ':-'-:rd j E Hﬁll_;jih IE!EE i?ﬂi FH[?III Hﬁ :H--i' a I
]Jmtlﬂ Initpe A Flogin hotmaill passport. comy'cgH-binfregisher Paulnspesiraframe spes j o Go “Ll'lk‘-l "l
Geainilen -ﬁ. Fnne O Femake -

= ﬁ1a-.rum:mnuu-umm|ﬁmqu=| leE _']|1951 (8.3, 15TE)
' Uradar 18

Aqe

E-Tl'lﬁll'lfl:l'rﬁﬂ'l:l'l akyen Mrearkad wWith g D90 & vour Padapod peofils

Account Information

Bisggny writh & betber, and uss only Is8ers (8.2,

Member lame X|Jnhn.l3'.lan1her @hotmail.com  usbers (0-3), the undsrscors (), sel ne

Password I"""-""" Wi be ot beast sigint {8} characters long, s
corgmn rumbers (0-9) snd upper snd Iesearcase

Re-errten e etters (8-, &8-1), ared No spaces. Make sune B
Paasward | ditficull for others o guesst
. Choose & guesSon only vou know the snswer 1o
Socnal Quastiain |"ill'hﬂ.t |"II:I5|:II|H|'-|'|-'HS Iborm in and that has nothing 1o do win your paz iIf
yiil Torges yoLr password, wiell virly your
Answer to [ovH ienlity by aking wous This cuestion. 'WAting an
Seenet Ouesibon alfiecire secredl e ion
Lbsal: Hha: chischibons b0 indic i wwiaslier ol
IHH e e FH:“Td Msmbar Directony it By Fel el on Sl bl ral o e S o b J_|;I
4 B
] L e Inkemet =
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5. You Member Name is also the first part of your e-mail address. You cannot use

dots or spaces in this. Use all lower case characters.

6. Your password must be at least 8 characters. It is something you should easily

remember, but that others would have difficulty guessing.

7. The secret question is what is used in the event that you forget your password.
The answer you supply, if correct will allow Hotmail to send you your
password. The answer must be at least 5 characters long. It can be changed

later if you like.

A Hotmail Get a free Passpoii - Telstra Big Pond Home Iniemnet Explones

| = Ed Yiew Fzvoites JToos Help 'I_.
" : Eany i b
. S BT I B+ I B BIRCS L
| Back Fonuerd Siop  Fehesh  Home Seach Favorbes  Histosy el Print
_ﬁ.ﬂlﬁiﬂi |E| e Flogin, Feotmail passpoit. comy'ogi-binfiegisher Taulvspeskraframs s J G |_| Links "l
=l
Vi emibey Wawe may conbain ooy e Tolloning oharachers
v pSF45 67 Ffebodefinhs N i aRcpgra CH TS
oo Dol O dend arst begro waith an slpEha chwowciscr
IJ_' By vk & letiar, ared e only IBHSRE (823,
e ohn_guenther Aheotmalloom o preeer s (0,90, e Uiderscare [, Shi 0 spaces

Ve onlliaed miid B Bl el SN () Chiviodess fang

Panswaor i I Pust ke at least eight (§) chasacters long, and

Corin ruaminers (0-0) ared upper G Kevencaes
Ra-auitan leMers (A-T a-X), and v spacen ke sire 'z b |
Passwaord | chficud Tor olbsers b guessl .

P iiasare sdval gnosvar abiukd b ) Gl § charpclan

- Choss & ceeEhon only ol ko Thie Bnssver bo and
Secret Guesisen ruhhurhnspnnlwus bomin L A e, If youe
[ngal pila pEESeind, wdl vaily wour idenily iy

Anawsi To ||:|I‘r'H apzking you this question. Wiiing an siiecive seonst
Secral Quaslion

4 o

#1 Done ' /o Inkemet &

8. If you get any of these items wrong, you will be prompted to re-enter the

information.

9. If your user name is already in use, you will be advised accordingly. You do not
have to accept any of the suggestions. If bill_smith doesn’t work, try something
like:
bill_c_smith or william_c_smith or bill_charles_smith
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10. Click the ‘Submit New Member Name’ button.

Registration Error - We're sorry, someone has already selected
john_guenther

Trv one of these membar names:

' guentherjohn@hotmail com

€ john_guenther23@hotmail com
' john_guenther24@hotmail com
' john_guenther2S@hotmail com
' john_guenther26@hotmail com

ar try another af your owa choasing:

* |j|:|hn_|:_guenther @hotmajl. Cotn

| Submit Mew bember Mame I

o=

11. All being well you will get the success message. You are also advised that in
order to remain active, your account must be used at least once in the next 10

days and after that, every 90 days.

Sign Up Successful!

Congratulations. Your new Member Name is:
<john_c_guenther@hotmail.com=-

Important: Far vour Hotmail account to remain active, after today you must sign in at least once
within the next ten (10) days. Also, after the initial 10 day period you must sign in at least once
every 90 days to keep your account active.

Continue at Hotmail

Tips:
To Sign Out, click  SigaRam ),
To Sign In, click  SEsahatgl

You can use your Passport to access Hotmail as well as many other top internet sites. For
a directory of Passport sites visit http:/f'www._passport.com/.
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12. After that you will given the opportunity to sign up to a multitude of other
services. If all you want is e-mail, then ignore these and just submit your

Hotmail subscription.

4 Hotmail Subscriptions - Telstra Big Pond Home Internet Explarer
| Bl @ View Favoiber Took  Hep -

‘*-+.@@ﬂﬁ|ﬂmﬂ|ﬂ'§ i
Back Forward Sop  Feheth  Home Seaich Favoiles  Hishow LE Prrt
| Adiress [£] bR DGR BEMRsdayODD Prmios BENKHAChh sl gl NESFRITC0SS 7] ¢ Bo || Links

TeensYoung Adults Check it out! Chat, homscope, music, fashion, and more.
[ | Git he iTur Mewslalter, your oficial sownce o the inside scoop
ET“rF * froen tha iTurf natemork and beyond. Look for unique perspaciivas,

greal coriesis, deals and irifo frorm the place to be and be hieand

onlina,

» m Bol. camn, the coclest place an-ling 10 hook up, hang oul and speak
up. Gel the best of Bolt in your mailbox, sex and dating advice,

ris misie maews | polls and daily horoscopes, Op in and check 1

ot

[ m It's all nesy, all the time al Aloy. com. The bast haroscopes,
contests, awesome sdice, Iiia, games, auctions, audio chat, and
super busy chat moms. Frae homepages and mara. Plus unreal

deals on Alloy gear

g

21990 Micioson Corpofaton A1 sighbs Feserabd TRims OF Soracs  Privecy SIagenant -

% Done ] 4B Intemet &

13. If you think you might forget the details you submitted you might like to write
your Member name, password and secret answer below, remembering that your
password is a bit like a PIN (not to be given to anyone else)

Menber nane

Passwor d

Answer to Secret Question

14. After successful submission you will be brought to the Hotmail Inbox, where

you can expect to see a ‘welcome message’ from Hotmail.
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|uiu:.u1==u_|:|nmnﬂnmmuuiu. Shopping | Web Search | S5FE3L |

msrf'-

Got e-male!

Inbax 2 new (Bulk Mail o nE-n-:I
|[eists | Biock Sereer(s) | ||-|'-.'I|:r\-.-'EE-:| Salecied Fl:llder-ﬂ

Eﬂ PUPPR sic» |
w  Holmail “':alf Weleame Hew Hﬂtmad Teerl Fek 1 2001 1k .
I‘ »  John Guenther Booking Feb 52001 1k

Hobrra s &
hracionss

ST T

F il
Subscmpbons

15. Congratulations! You have successfully set up your Hotmail account. To read
the message from “Hotmail Staff” just click on the blue link and a message

window will appear.

16. In future, you will find all new messages in your ‘Inbox’.

Sending Messages

To send a message, follow these steps.

1. Click on the button on the options bar and you will see the

following dialog box.

Tip: e-mail addresses must be typed in perfectly in order to
work. There isn’t a postman to sort out incorrectly

addressed mail!
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M Hﬁtmair}ﬂhﬂ_t_gwnﬂwn@mmmmm Busas o3

[ box [N doress book | Fokders | options | | Messenger | Cotondar
Compose [ Direcigriss | Gresting Cards |

Ingeit Addmess Altachments Ahd Shalionery
Tz |tz mihorissrbuire| e ia Brh b il o
Subject:|Boaking
Cesf Bee: |
Chack Spelling | Dickonary |  Thasawus |
| 2o Bagnaturs |
[ Sawe Chegomg Message [T Bach Text Format Sand I Sewve Dred E Cancel I
Dear Johmn =

I =awe pour eebaice and was wandering abouc the Freyeinst fancasy? Can
youu m=nd me =ome detalls?

Regards

dnkm

2. Inthe “To’ box, type in the e-mail address of the recipient. If you want to try out
your account, send a message to yourself. Make sure you have the case correct
and all the necessary symbols.

3. Fillin an appropriate subject. The subject helps you identify a message in a long

inbox list later on.

4. ‘cc:’ is for people you wish to copy. If you like, try another person’s address in
the training group.

5. “bcc’ is for “blind carbon copies’. The recipient should not see who has been
bcc’d.

6. Type your message.
7. If you want to keep this message tick the ‘Save Outgoing Message’ box.

8. Click the ‘Send’ button.
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-]
l'.l‘lSl'l‘.".- Hotmail jehn o guenthenithotmail com Facspet ry
_inos | Composc | Addross Book | Faders | Options | [ Messenger | Calendar | hetp |
Sent Message Confirmation

Towr message has been mstantly delivered to the followng
recipients wa the HotmaillDdrect messaging spstem Click hers 10 sign In

tasadwenturetoursfihctmal com

Tip: IE vor do ot wand te recesse this nottfication, clck the
Cpthong bk o0 the top hosmontal mes bar. On the O
page, click the Preferences ik Zcroll down to the
Cofirmn Sent Messagee optic afvd select Mo

| wiox | Compase | Adcvese Beck | Febdms | ophone | | Mssesngur | Colemcer | e |

9. The above message should appear with a list of who you sent the note to.

10. If you want to see messages that have been sent, you can click the ‘Folders’
option on the option bar and choose ‘Sent Messages’ from the list.

Receiving Messages

Each time you log in, and each time you return to the Inbox, the view is refreshed to

include new messages.

Received messages are stored in your Inbox until you choose to delete them (or until

you reach your Inbox limit of 2MB — that’s a whole lot of text messages!)

When you click on a blue link under the *From’ heading.

Hotrnad Staff
= John Guenther

in your Inbox the message will appear in a new window:
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ninemsn Home  [[[EEREIN Community | Shopping | Web Search | 5555 9L

men* L

H n‘tmall tasadventuratoursiihatmail com
| Inbax | Composs | Address ook | Folders | Options | | Messenger | Calender | Heip |

Foalder: Inbox

Fram:  “John Guenther” <john_c_guentherihotmall.com= Save Adidress - Block Semdar
Reply-To: johniSicatcomn. com au
Ta tasadwenturedoursi@lhoimail com Save Address

Subject Booking
Craife Mlon, (8 Feio 2001 21:19:08 +1 100
| Rephy [ FReply Al | Forward J  Delete | Previous | HNed | Close |

Damy John

I mmwe your wehsite sand ws= wondecing sbout che Fregpoins=t fanteas=y? Can pou ==nd m= =omps

LU R RE O

Deleting Messages
When you wish to delete a message, simply click in the box I next to the message

(which places a tick in the box) and then press the [Dekete] button. If you want to delete

all the messages in your Inbox, click the *Select All” button.

otmai |w john ¢ guenthar@hotmaii.com

Boarcss Book | Forders | opions |

click here to select all messages

2 John Guenther Ilog

M P  oreetinecards confir Tour M
¥ ICOQ Mewsletter T2 e
2 Deborah Wagneri@utas.... VIRUS
™

=  Tiana MMolizon Launce:

Replying to Messages

It would be very easy to forget exactly what someone has written to you about when

you received their reply were it not for the | button. The ‘Reply To’ option
places the recipients name in the ‘“To’ box and in the subject line you will see “‘Re: their

subject’
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To Ijuhn@catcum.cum.au
Suhjec:t:lFie:TestMesaage

e

CluickList spell Checle Dictionarny Thesaurus

[T Save Outgoing Message

»From: "John Guenther™ <thn_c_guenther@thmail.cum>

*Reply-To: johnfcatcom.com.au

>To: thn_c_guenther@thmail.cnm

>CC: Jjohnfcatcom.com.au, Jjoguehtherfd@trump.net.au, catfhothet.net.au
»2ubject: Test Message

»Date: 2Jun, 05 Zep 1999 ZZ2:02:52 E3IT

>

>k test message to myself

>

You’ll also notice that information contained in the original message is included with
>” symbols next to the text.

To reply to a message,
1. Make sure the message is selected in the Inbox.
2. Click the Reply button.
3. Fill out the details as for a new message.
4. Click the *Send’ button

5. The Confirmation message will display once sent.

Exercise 5 — Practise sending and receiving messages

Once you have successfully set up your account, practise sending, and receiving
messages, replying to, and deleting messages with the others in the training group.

You can write your addresses in the table below, for future reference.
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NETLE] E-mail address

Setting up an Address Book

Remembering e-mail addresses can be more than a little tedious!

That’s why there is an “address book’ so that when you send a message, you can just
type in the person’s name. The browser recognises the e-mail address associated with

the person’s name and sends to the e-mail address you have nominated.

Here’s how we set up an address book in Hotmail.

1. First click on the | addresses | button in the option bar. Note that you
can create address book entries for individuals and groups. We’ll only focus on

the individuals for starters.

&
msn?"- Hotmall tesadventuretoursihotmail.com Easapart oy
compose WIEEET I foiders | Options | | Messenger | Calendar | Heip |

Address Book

Conl Toms
Pholn Altams
L PP | Sl bk | VievwiEd || Dutete || Creofs Hew |

Friafaadiin & u A Duithname Hamn {Change Order)
There are no mdraduad mcknames

SETUHES
POP pad

Thinking of sending e-mall? Try Greeting Cards instaad, [English Only)

Heglrramd blewye

Direchories

2. To set up an new entry, click the wl link.
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[Compose | Aadress Book | Fotders | Optons | | Wesscnoer | Cale
Create New Individual

EIHI Cancel |
L ETT “REQUIRED

~ Quiickname shows rou o quickly sddress mTessages
Ouicknama |.Arrm walthoul | ey
First™ I.Jlrnu-FnIu L ast™ IGunnlhnr
E-mail Address optional
Priamary
Al saw

& Parsonal [rosebudaf@hotmail com|
" Business |
L& Other |

e Kbl sddrsessd azina 5 NMuirkaame wall be send 16 fhe indradials Pramoand Addsesee

3. Type a name in the quickname box. Though it says it is optional, you really need

to put in an e-mail address. The other information is optional.
4. When you’re done, click OK.

5. Now try composing a new message to the person in the address book, using their

quickname - or first and last names — instead of the e-mail address.

Blocking senders

Sometimes you will receive unwanted messages — mainly unsolicited junkmail — but
also some mail which could be offensive. Hotmail has a great feature that allows you to

stop these messages getting into your inbox.
Here’s what to do:
1. Go to your Inbox and select all the messages you don’t want to receive again.

2. Click the ‘Block Sender’ button:
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\Delete || Block Sendercs)| )

#  John Guenther
orectinecards confir

[V IC O Mewsletter

r Deborah Wagner(@utas. ..
r Liana Mollizon

r Tan Falk

7 bv-test-reply@DadlyL. ..
W Fun Page Land

|I'I'IS1I'I'"'I Hotmail jehn_c_guentherihotmail.com
Wbow | Compose | AddressBook | Folders | options | | Messenger

Block Sender

Fubure mmail messages fom

greetmgrards_confirmi@men com

nerwsiEinearaletter i0g com

bv-ted-repln@ D adyInb ox com

updates@funstun com

unstibs-25 1900 jobn_c_guenther. -hotmail comi@e nbei com
infozoden com

vl frot be debvered te youwr Hotmad acceunt To edit wour Blocked Senders hst chick Options,

then chooss the Block Sender link

That’s it — you will never get messages from those addresses again!

Attachments

When you want to send a photo, a document or some other type of file by e-mail, you
do so by sending it as an attachment. Any type of file can be sent as an attachment.
Here’s how in Hotmail:

1. Click on the - AM8EAMENS | 1y tion in the *Compose’ section of Hotmail and

the following page appears:
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@v};ﬂ.? H O tm al I Jjohn_c guenther@hotmail.com gl
| mbox |  compose |  Addresses | Foders | Options | Help |
Attachments

1. Clck the Browse hutton to select the file that you want to
attach, or type the path to the file in the box below.

Attach File: IC:\WINDOWS'\PeriIes\JD

2. Click the Attach to Message button.
The transfer of an attached file may require 30 seconds to
up to 10 minutes.

Aftach to Message I

R

3. Eepeat Steps 1 and 2 to attach additional files. Click the
Done button to return to your message.
Cane

2. Next, you have to find the file. The easiest way is to click the Browse button and
look for it on your computer. Note that you can attach a file from a floppy disk

as well.

3. When you have found it, click on the *Attach to Message’ button, repeating the
process if you have other files to attach. When you have successfully found all
your files, click the ‘Done’ button and you will be returned to the *Compose’

window.
4. Complete the e-mail and send as normal.

Remember, large attachments take a long time to send and for those with slow
connections, even longer to receive. Hotmail restricts the size of attachments to 1MB,

which still gives plenty of scope for a variety of file types.

If you have a photo you wish to scan and send as an attachment, make sure it is in JPEG
format, that it is cropped to show only what you wish the recipient to see and that is no

more than about postcard size in your browser window.

Tip: Try to keep your attachments under 100KB.

Exercise 6 — Send Attachments

Try sending an attachment using a file on the floppy disk supplied. Send it to the others

in the training group.
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Logging out
It is important to use the log out procedure for Hotmail. If you don’t, you may be denied
access if you wish to log back in straight away, and have to wait for some time before
reusing Hotmail.

S,
Look for the *Sign out’ button and click it to log out.

A screen will be displayed confirming you have successfully signed out.

Important: Logging out from a public computer ensures that

noone else can use your email account

Saving messages to a floppy disk

According to the Hotmail archives, “the only way to download your messages from
your Hotmail account to your local computer is to “Cut and Paste” the text of a message

to another off-line program...”

The easiest way to do this is to follow the following procedure:

=

select all the text by clicking and dragging over it with your mouse.
2. copy the text onto the windows clipboard using CTRL + C on the keyboard
3. open a word processor (like Microsoft Word)

4. at the beginning of a blank document, paste the text using CTRL + V on the
keyboard.

5. save the document onto your floppy disk using File | Save on the menu bar , and

then *Save in’ the 3 %2 Floppy A drive.

6. For another way to save a message try this:

Choose File | Save As from the menu bar and save the file as text.
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Preferences and Options

The following sections are for those who already have a Hotmail account and want to

take Hotmail a step further.

By clicking on the Options button in the Option bar, you can adjust a number of
preferences that add considerable functionality to your e-mail — so much so that it rivals

many POP3 e-mail programs.

@D‘w. H O tma ] I John_c_guenther@hotmail.com e a
| mhox | _ Compose | Addresses | _Fouers  [BRNTTEIN Help

Options

Cool Tools

Your Information hail Handling Additional Options
FPersonal FOP Mail Signature
Update your personal profile Retrieve messages from  Create a signature to append to
(name, address, vital up to four other e-mail your outgoing messages.
statistics). accounts.
Password Filters =] references
Change your password Filter your incoming Custamize the appearance and
periodically. messages and block junk operation of y%ptmail

e-mail. account.

Secret Cluestion
Change your secret
guestion.

Signatures, for example, are a convenient way of providing people with other
information about yourself, for example a phone or fax number and perhaps a link to a

web site of an organisation that you belong to.

Under preferences you change a number of features that affect how your e-mail
behaves. For example, if you have a POP3 account (up to four in fact) and you wish
people to reply to that account instead of your Hotmail account, then you can specify a

different reply-to address.
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Tezt (Replying) 0 Waral
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Select whether or not you automatically include quoted text when
replying to a message.

If you select Auto, the original text is automatically inchided in
wout outgoing tmessage when you reply,

If wou zelect Matnal, wou can decide whether or not to inclade the
otiginal text when wou reply. The Matnal option only wotks if
wout browset suppotts Javadeript.

Eeply-To ale: 3 Specify Reply-To address if different from
& On john_c_guentherghotmail.com
|j|:|hn@|:at|:|:|m.|:|:|m.au
T onfirm Sent Mo Select whether ot not to receive confirmation that each of your
Messages & Tes thessages has been sent.

[fwou zelect Ves, wou will recedve a confitmation page.
[f wou select Mo, o will not recedve a confirmation page. L!

m Cancel |

__inbox | ___Compose | __Addresses | _Folders___|__options | _Heip _[&F

Accessing a POP3 account

One of the advantages of having a Hotmail account is that you can access your mail

anywhere in the world, even if people send it to your POP3 address. Set up your POP3

server settings by first going into the Options section of Hotmail, then click on the

POP3 link.

Then enter in the first three boxes, the information required for you to access your

account(s). This information should be available from your ISP.

| wmoc | Compeas

presme raitors | optons | _iao |

FOP Server Settings

e thas Foem o you have sne of more Fost Offce Protecal (FOF) accounts anth an exshng
Irternet Sermce Prowder or wath pour company. I gou are unclear about these Beldz, chek the
Help bk far mare mfosmabon When you are ushed Blkng in the Belds, chick OK

1=t PFOP Account:

POP Server Mame

FOF TTeer Mame

POP Weer Password:
ceiver Taneout (seconds)
Fort Mumber

K] Ccancel |

[l howet net au Hew Ml Indecator
Ll

| Tl T O#

|'32I

|”E (Standard is 1100

P Leave meszages on POF server :k

Hotmail allows you to check up to 4 POP accounts.
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Creating Folders

Folders can be used for categorising mail into logical groups. Suppose you want to set
up a special location for e-mails related to your work. In that case you may wish to have
a folder labelled *“Work’.

@w. H O tma I l Jjohn_c_guentheri@hotmail.com Rasemn 31
| mhox | _ cCompose | Addresses  [NNIFEERN  options | _Help |

Cool Tools Folders [Create %Ff;w]

GuickList

Fi 553 ize
Reminc Inbox 1 1 11k
. oent hessages 0 0 Ol
Services
Directories Drafts 0 0 Ok
Trazh Can 0 0 Ol
Total 1 1 1k

In the Folders dialog box, click on the “Create New” folder button.

@!@ H Otmafl John_c_guenther@hotmail.com Reeept O
__nbox | Compose | Addresses | Folders | Options | Hep |

Create Folder

New Folder Name: IWDrk| 1

Cancel |

__inbox | ___Compose | __Addresses | _Folders | _Options | _Heln

@ 1393 Microsoft Corporation. All rights reserved. Terms of service  Privacy Statement

Type the name into the box and click OK.
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Other Hotmail services

Once you have access to Hotmail’s email you also have access to a few other services.

=] allows you to chat with online friends in real time. You do this by

inviting people to your ‘contacts’ list. It can be fun to use and is worth a try out!

=10] x|

FEile “iew Toolz Help

D F & B

Add Send Call Fage

Online

g& i need addyz of ppls who ever chatted/hos. ..
Mot Online

‘1 chantelle

2 Elisabeth

2 1A ]

[ catendar | o -
allows you to set up and online diary. If you get about a lot this could be an
option for you:

Calﬁ ndar jehn_c_guenthengshotm abl. com
Timks Eemindsre | Hooes I Import | Qyrlipns | Measnrger | llndmai I Heln
MM < Februan. 2001 -
0 wiice somiien | [N Y [, |
9 Fbe! s S £un e Tus veed | T | Fd [ =w
T - = 0 2 1 2 1
=% fmagh
¥ Gond Agewry
Sao D0 0Kl T0 Mg 00 L 3 B I E [a [0
S0 Sl Fes
e T fapr T By TH
danin bl T i
u 1d 13 15 13 12 Ll
Texdmy =
18 B il il rirl . P
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Module 3 - Searching for information

In this module you will learn

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

o Using advanced search options
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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|

Site . Address |
AltaVista http://mwww.altavista.com
Anzwers http://www.anzwers.com.au
Ask Jeeves http://mww.ask.com
BlackStump http://www.blackstump.com.au
Britannica http://mww.ebig.com

Dejanews http://www.dejanews.com
Dogpile http://www.dogpile.com

Excite http://mww.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://mwww.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 | 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 Altaveela - Welcoms - Hecaosolt leiemel Explone:
Fie Ed  View Fawostes Took Help

#.4.&3’& 2 @@ 9 4'_51;.:_-.]

Bz Fodvieid Shep Falsssh Seach Fassilis  Holong il

Bgddazs |E‘| hittpe v altaretta comn

+ e
moveTcom pa. o &
SECUE B HTJHEEE Find & dream homse
E?IBI ﬁlﬂ‘ﬂl'd'lﬂ MOWIE TRAILERS DN KCAST: 'Lost Souls” | "Thes il pinded
B Erferipinmen Gazaroh fort
® bz |r|r=n| Ak accommodation tasmema |n"r,- |'.I'I'|I.J'l|'||='j m
Weh Search Today In;
Bower Saarch - e . - :
preerrt - L enttaimen’) ¥ SN e SN
i n I ko i L r Poremis’ Shawse on Tog Wiy Sallors Serie i LLE

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.

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 Accommaodation 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 ““"-t—-h.____}
2,195,412 pages found.
Weh Pages Images MP3iAudio Yideo wes//

. . . . . . . . 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. The Altavista Australian ‘mirror’ is found at http://au.altavista.com/| It works the

same way as the International site but gives you the opportunity to limit searches to

Australian sites or information.

; Think you're a goc

vista:
alta" .05 raun

Home Advanced Search MP3/Audio | Video Clips Search Tools

Find This: by Search®™ Customise [((@ Trans
[any anguage =] (I
Find Results: © Australia ¢ Worldwide = Search Tips = Family Fitter iz off =t

searcnoos = Welcome to the New, Powerful AltaVista
[&] mgeareh Australia

-+ I N S B

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.
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. World Cup Tickets and Accommodation
AMassive 1998 World Cup SoccerWeb Site. wWidCup.com is a huge World cup spo
URL: i sl dcup, comitic ketsiind ex himl
Last modified on: 21-0ct-1998 - 62K ytes - in English
[Translate ] [ Felated pages |

8. Accomodation for ICMP '97
Accommaodation Information and Bookings for [CWMP 97 All accommodation resen:
URL: vy maths. ug.edu.aui~icmp9¥faccommodation. hitml
Last modified on: 12-Feh-19497 - ¥k tvtes - in English
[Translate ] [ More pages from this site ]

9. Ashton Gate Victorian Accominodation - Hobart - Tasmania - Australia
Ashton Gate Guest House - Launcestan - Tasmania Charming Yictarian home nest
URL: i wignw com.awfashiongates2-0 bt
Last modified on: 17-5ep-19498 - 3K tntes - in English
[Translate ] [ More pages from this site ] [ Felated pages]

10. Tours Accommodation Tasmanian Trout Fishing Fhy Lure Fishinternet L akes Rivers
1998 - 2000 TOUR RATES INCLUDING ACCOMMODATICN ARD ALL MEALS. OPEF
W
URL: vt southcom.com.auli~alltrouttours. hirml
Last modified on: 31-0ct-19589 - 13K bytes - in English
[Translate ]

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.

© 2001 Cat Conatus 41



INTRODUCTION TO THE INTERNET

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/)

Northern Light

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 (pfmﬂvwwmm)

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

* About Tasmania

* Buying Tasmanian

* Community & Culture
® [ RWETTIICIE Servioes

* Investing in Tasmania

# Miprating 1o Tasmania
* Visiting |asmania

T::ls n‘l :;1 Iﬂl i :21 * What's New

A to & 5":u||_'||'|'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.

Results Welcome to Tasmania's
Comprehensive Search Engine

Search Results

Searching for Great Lake, anywhere in the web pages

Lol

Stay wath us on the shores of the great lake m the haart of Tasmamia's Central Plateaw..

:""_'l"ﬂ'_'iﬁ] 10k Ptk of e, Dot el bon, aFne A great_Llake_hiotel hamm

L oo

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 = the

In our search for Accommodation at the Great Lake, | 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!
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Module 4 - 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

o 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 az lype: Fage, complete [*.hitm;*. html]

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

Encoding: IWestern European [windows] j

3. From the *Save in’ location choose your 3 %2 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 Tastnatia gives policy and planning advice actoss all areas shown
. The authonty co both native forests and plantations. Click 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 e
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:

HF Lazerlet BL [PCL]

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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