


Example 1 - The Internet - Concepts, Terms and Security

This Example will give you an understanding of the Intemet, by introducing
you to the concepts and terms associated with its use. You will also learn
about the security considerations to be observed when using the Internet, to

ensure that you are not at risk from any of the Internet threats that exist.

The Internet

| ” The Internet

Interconnection of Networks

There is a PowerPoint presentation in the Module 7 folder of your exercise
files, to accompany this module. The slides are also reproduced in this
workbook.

In PowerPoint you can use the following methods fo move between the slides:

Either

= Click once on the left mouse button
Or

= Press the [Enter] key on the keyboard
Or

= Use the [Page Down] key
& To move to the next slide
= [Ulse the [Page Up] key



Understand what the Internet is

i What is the Internet?

= Military satellite-based
communications system in
1969

= Joined by
« The government
« The universities

« Interconnection of Networks

In the beginning...

In the days of land-based communications, if a communications station was
“knocked out”, messages would not get through. When the United States
military took advantage of satellite communication, it was realised that, once
sent, messages would reroute themselves to their destination. (This still
happens today). The military identified themselves by the suffix, “.mil",

In the 1970s both the United States government and the universities had
networks of computers in different locations and wanted to share information.
They identified themselves with “.gov" and “.edu” respectively - their
"interconnection of networks” became abbreviated to “Internet’.

In the UK, universities are identified as “.ac.uk” (short for academic) and
schools are identified by “schoolname.area.sch.uk”.
 What dot extension identifies your country?

e What are the naming conventions for your universities and schools?

For a full list of Internet EﬂUT‘ItW codes go 1o
www_iana.org/root-whois/index. html




Understand what the World Wide Web (WWW) is

| i World Wide Web

s The Internet is the
hardware Infrastructure

« The WWW Is a way of
accessing the
infrastructure through:

= Web pages
= Web sites

The Internet is the hardware infrastructure and connectivity necessary to
make an interconnection of networks (Internet).

The World Wide Web allows applications to communicate over the Internet
using HTML (Hypertext Markup Language). The Web enables most users to
access the vast resource of information that is available over the Internet.

The World Wide Web was created in 1989 by Sir Tim Bemers-Lee, working
for the European Organisation for Nuclear Research (CERN) in Geneva. He

has continued to play an active role in guiding the development of Web
standards

Think of a computer without any software — for most of us that would be the
Internet without the WWW.



Define and understand Internet terms

| i II"ItEi:I'IEtt terms

s ISP
= Internet Service Provider

= URL -
» Uniform Resource Locator

Internet Service Provider (ISP)

In the 1980s, as personal computers were introduced, some commercial
companies offered a third party connection to the Internet (such as AOL.com)
These companies are now known as Internet Service Providers (ISPs), and
enable individuals to connect to the Internet,

Uniform Resource Locator (URL)

There is a vast array of computers connected to the Internet and using the
information on the World Wide Web.

All the information that is contained on the Web is held within web sites.
Each web site has a unique Internet address, for easy identification. These
addresses are known as Uniform Resource Locators (URLs). To navigate
to a web site, you can enter its URL into your Internet browser.

Hyperlink

A Hyperlink is a link from a hypertext file to another location or file — activated
by clicking on a highlighted word or icon at a particular location on the screen.



Understand the make-up and structure of web
addresses

‘ Understand Web addresses

s Prefix
« http: f [www.ecdl.com
= Domain name
« http://fvwww.ecdl.com
« Dot extension
o hittp:/fvewew ecdl.com
= Page names
« http:/fvwanw. ecdl.comfmain

= Web addresses are prefixed by:
o http:/f (HyperText Transfer Protocol — a set of rules govemning the
format and transmission of data)
and
o www. (Waorld Wide Web)

for example:. http:/fmww.ecdl.com

= The address is then followed by the "domain name”
o http://www . ECDL.com

e The address is completed by a “dot extension” or “Top Level domain”
=  hitp:/fwww ECDL.com

= Pages within the domain are separated by a forward slash
o http:/www ECDL.com/main

To find out more about the Domain Name System go to

www.internic. net/fags/authoritative-dns.htm



Understand what a web browser is

! i What is a web browser?

= ‘Your window to the Web
= Lets you view web pages

= Browsers

= Internet Explorer
= Mozilla Firefox

Getting started

Your Internet Service Provider (ISP} will allocate you a unique identification,
or “user name”, which should be protected with a password. They should
supply you with software that enables you to contact their remote server
(usually via your phone line), identify you and connect you to the Internet.

What is a web browser?

A web browser 1s your window onto the Internet. It is a program that allows
you to read material that is published onto the World Wide Web.

One of the most popular browser programmes (or “applications”) is Microsoft
Internet Explorer. Other popular browsers are Mozilla Firefox and Google
Chrome.



Know what a search engine is

we What is 2 search engine?

= Database
= Indexed
« Categories
= Meta search engines

There is a vast amount of information available on the Intermmet. A search
engine can help you to locate the information you are looking for.

A search engine is a program which indexes and searches collections, or
‘databases”, of information about material published on the Web.

This information is “indexed" and put into “categories”. Just like opening a
business telephone directory; you search a particular trade category, to find
the company you want — listed alphabetically.

Mot all search engines hold details about all web pages.

Search engines tend to specialise in certain areas.

Some "Meta Search Engines” search more than one database.



Keeping in touch

- Keeping in touch

= Really Simple
Syndication (RSS)
« Syndicated web feed

- Pﬂdﬂﬂﬂ

# Downloaded or streamed
web content

Using the Internet, it is possible to receive frequently updated content from
web pages that contain information that is of interest to you.

Many news sites (and now schools) operate 'web feeds' (or 'syndicated’
feeds) via a link on their website. Interested users subscribe to the feed, and
are given access to the link on their computer. Subscribers will then be
notified whenever new content is available on the site.

Understand the term Really Simple Syndication (RSS)

RSS is a form of syndicated feed which downloads new content to
subscribers’ computers as it becomes available. Either the full content, or a
summary of the content that can be accessed on the web site, will be
downloaded.

Subscribing to an R3S feed enables users to keep up-to-date with content of
interest to thermn, without having to constantly check web sites themselves.



Understand the term Podcast

Podcasts are another form of syndicated feed, by which digital media files
are automatically downloaded to subseribers’ computers,

Many podcasts are downloaded directly to the software program in which
they will be played. The most popular to-date has been Apple's iTunes:
however there are many alternatives available. Other podeasts can be
downloaded directly as an audio file. Podcast files can be played on
computers, using a media player, and on portable media players. With
appropriate software, podcasts can be automatically transferred to a portable
media player after they have been downloaded.

Podcasts are becoming more and more popular for recording conference
speeches, performances and debates. Within schools, teachers are
recording lessons and assignments and curriculum information. One of the
great advantages of subscribing to a podcast is that it enables the
information contained within the podcast to be available to subscribers at any
time. Consequently, for example, if a student cannot attend school, they can
access the information they have missed via the podcast at a time that suits
them.



Security considerations

i Security considerations

= How do you identify secure
web sites?

[ H-'l_rp':-r =

= The lodk symbol

= What is a digital certificate?

=« What is encryption?

Just as you wouldn't walk straight into a strange house, use the same
common sense on the Internet.

Know how to identify a secure web site

There are some things you can look for, when accessing web sites, that will
help you to ensure that the site is secure.

HTTPS

HTTP is the communications protocol used by many sites to transfer
information across the internet. In order to ensure additional security where
payment over the Internet is required, many sites now use HTTPS (Hypertext
Transfer Protocol over Secure Socket layer). HTTPS gives an additional
layer of encryption and authentication in the transfer of information via HTTP.
For your own security, look for HTTPS in the URL of any site you are using to
make payments over the Internet.



Ine loCK symbol

Just as you wouldn't give a complete stranger your home address and credit
card details, look out for the things that will protect you from fraud when you
make purchases from a web sile.

When making a purchase online, you are required to give two sets of
personal details — your delivery information and your credit card information.
Both sets of information should be handled by different parties — for their own
protection as well as yours. Lock for the padlock or the key symbol in your

browser window — this guarantees the security of the information.

Understand the term encryption

When you send information across the Internet, your details should be
“encrypted” by the web site you are using. This means that the information is

encoded before it is sent and decoded with a secret key when it is received.

Know what a digital certificate for a web site is

A digital certificate is used in conjunction with encryption to identify you.
Digital certificates are issued by a third party and are included in the
transmission of an encrypted message to prove that the sender is the person

he or she claims to be.




Know about security threats from web sites

| $ SEr:urilzy threats

= Spyware
= Malware
« Viruses
=« Worms
« Trojan horses

It is important to be aware of security threats, such as spyware and malware,
which could harm your computer. These threats can enter your computer
from web pages visited, from email attachments, or from files downloaded
from the Internet.

Spyware

Spyware is software that gathers information about you from your computer.
Usually when people talk about spyware, they are referring to programs that
install themselves on your computer without your knowledge, in order to
collect and transmit personal information about you for malicious purposes.
This can include information such as usernames and passwords you have
typed in online.

There are many programs available that will search for and remove spyware
from your computer on an ongoing basis. As with anti-virus software, it is
important to keep spyware programs up-to-date, in order that they can
recognise the latest spyware threats.



Protection against threats

| iPrutection against threats ‘

= Updﬂt&d anti-
virus software

= Firewall
s Secure networks

« User names
« Passwords

Understand that regularly updated anti-virus protection helps

to protect the computer against security threats

Just as you wouldn't open your own home to complete strangers, be aware
that downloading a file straight from the Internet to your own computer, or
opening an e-mail attachment from an unknown source, brings with it the risk
of malware infection.

Anti-virus software will help protect your computer from these security threats
— but remember that it needs to be regularly updated in order to be effective!
Mew threats are made all the time, and anti-virus software manufacturers
constantly update their web sites with ‘cures’ for the latest threats. Each time
you update your anti-virus software, you add these latest cures to your
computer.



Understand that a firewall helps to protect the computer

against intrusion

Firewalls are computer programs that stand between you (or your
organisation or school) and the web, to prevent unwa nted intruders (or
“hackers”). You should ensure that you have a firewall installed and active

on your computer.

Know that networks should be secured by user names and

passwords

Many networks and web sites require you to register with them before you
can view the network or site, using your own unique user name and
password, This secures your information on the network, preventing other
users from accessing it.

This should always be the case when the content is particularly valuable, or it
might be that the web site is only for adult viewers.



Online risks and security

i_ﬂnline risks and security

= What are the risks
associated with
online activity?

= What parental

control options
are there?

it is obviously very important to be aware of security considerations when
using the Internet, both at home and at school.

Identify some risks associated with online activity

Some of the risks associated with online activity that should be addressed
are:

+ Unintentional disclosure of personal information

» Bullying or harassment

« Targeting of users by predators

¢« Advertising

» |llegal downloads



Identify parental control options

When young people are using the Intamet. it is important that parents and
guardians implement restnctions and centrols for their safety, such as:

= Supervision — this will help avoid many of the neks

» Web browsing restrictions

»  Compuler games restrictions

« Compuler usape time limits

Many restrictions and controls can be set and managed within ihe
Internet Options for your web browser.



Example 2 - The Internet - Using the Browser

This Example will cover the basic techniques needed to use your Internet
browser, You will learn how to open web pages, and to navigate successfully
through them.

You will then cover some of the tasks you can carry out to make your
browser work more efficiently for you. You will learn how to work with
bookmarks, in order to save the URLs of your favourite web pages, so that
you can easily navigate back to them in the future. You will also learn how to
adjust your browser settings,; to set your Home page, delete information you
no longer need to keep, and decide whether to allow or block pop-ups and

cookies within your browser.

Finally, you will learn how to use the help functions available within Microsoft

Internet Explorer.
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Screen layout

This section gives an overview of the browser screen elements, shown on
the previous page. Detailed explanations about these elements will be given,
where relevant, throughout the Examples within this Module.

Title Bar
Identifies the application and the name of your current web site.

Address Bar
Contains the Uniform Resource Locator (URL) of the web page you are
viewing.

Menu bar
Pull-down menus list the commands and options available.

Favorites Bar
Links to frequently used web pages can be added here.

Command bar

Provides buttons for the most frequently used options. The Command bar
can be customised, to display the button you wish to use most often. Other
loolbars may be available.

Tab

The Internet Explorer window opens with 2 Tabs — cne containing your Home
page, and the second containing a blank page, These Tabs enable you to
open multiple web pages within one Internet Explorer window, and to mave
easily between these pages by clicking the appropriate Tab. Each time you
open a new Tab, an additional, blank Tab is added to the right of the new
Tab.



Scroll Bars

There are potentially two scroll bars shown on screen, depending on the size
of the web page in relation to the size of the Browser screen - a horizontal
one just above the Status Bar and a vertical one down the right margin.
Scroll bars are used for moving through the web page.

Status Bar

The area at the bottom of the Browser Screen gives details of Browser
activities and Internet connection. It also provides details on the background
activities of the web page such as document printing and a web site loading
indicator.

Zoom level
To adjust page magnification on screen,

Pointer
The pointer changes according to where you move it on the web page
« Move the pointer over text
o  The pointer will be an |-bar
« Move the pointer over a hyperink
o T'he pointer will be a hand

* Move the pointer over other parts of the window
o The pointer will be an arrow



Exercise 1 Open a web browsing application

» From the Task Bar at the bottom of the screen, click the [Start] button
» Select [All Programs]

Either
* Select [Internet Explorer]
Or
« Select your browser software name
= Your computer starts the procedure to connect to the Internet
= A new web browser application window cpens
= Your ‘home’ web page will open in the browser window
- your home page will be explained later in this Example



Exercise 2 Enter a URL in the address bar and go to the URL

When your browser window opens, it displays a web page known as your
"Home Page”. It is possible to amend your home page - this will be covered
later in this Module.

As you learnt in Example 1, the URL is the web address for a web page.
This Exercise will enter a specific URL, for you to view this web page within

your browser.

» (Click into the Internet Address Bar near the top of the Browser window
o To select the current web address
= To be able to insert a new web address

 Type “www.bbc.co.ukischools”™

* Press [Enter] on the keyboard

o To go to that web address
o Todisplay that web page

| # | www.bbc.co.uk/schools - |
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Substitute vour own localised web address of similar resources.



Exercise 3  Basic browsing and navigation

Once the web page you wish to view has been loaded, there are some basic
browsing features that you will need to use, in order to successfully and
effectively navigate through your web pages.

Activate a hyperlink

= Move the pointer around the page (without clicking) and note how the
pointer changes to a hand when you position it over some of the text
o This text link is known as a "hyperlink”
o  Clicking the hyperlink will take you to another place in this page, a
different page within this web site, or another web site

« Move the pointer around the page (without clicking) and note how the
pointer changes to a hand when you position it over some of the
graphics
o This image link is known as a “hotspot” and will take you to another

place in this page, a different page within this site, or another site

= Click a hyperlink or hotspot
o Tofollow a link that interests you

= Click a second link or hotspot
o Tofollow this link



MNavigate backwards and forwards between web pages

» Click the [Back] button to the left of the Address Bar
= Toreturn to the previous web page you viewed
o« Because you are currently in the middle of several links in your
Internet journey, both the [Back] and the [Forward] buttons are
enabled

» Click the [Forward] button to the left of the Address Bar
a  Toreturn to the page you have just left

MNavigate to the Home page

Sometimes your Intemet journey has many diversions along the |

way. This is known as "surfing the 'Net”, E;T it

« If you get lost and want to start again from your browser Home page, click
the [Home] button on the Command bar.

Stop a web page from downloading

« |f you change your mind as the Browser is loading a web site,
click the [Stap] button to the right of the Address Bar
s To stop the page from downloading

Refresh a web page

« |fthe page looks as if it is having difficulty loading or that not all of
the content has come in, click the [Refresh] button to the right of
the Address Bar

e Toload the naoce aoain



Set the web browser Home page

Earlier in this Example, you learnt how to navigate to your Home page. This

Exercise will show you how change your Home page to a web sile that is of
interest to you.

Either

Or

Educats.. X

|‘T§ Blank Page

In the Address bar, type www.bbc.co.ukischools and press [Enter]

Type the URL of another web page that interests you
» To navigate to this web page
= To view this web page on screen

Erom the Command bar, click the drop down arrow to the right of the
[Home] button

= To view the drop down menu of Home Page options

Select [Add or Change Home Page...] from the drop down list

o To open the Add or Change Home Page dialog box

Select [Use this webpage as your only home page]

= To make this your home page

o Toremove any existing home page tabs

Click [Yes]

To confirm that you wish to set your current web page as your Home
page

Add or Change Home Page...

I # wWouki you like to use the following as your home page?
ntp: [ e, bl oo, Uk fschonls/
" L this weebpmge @5 your only o pages

o Add this webpage 1o your home page tabs
T Use the current fab set as your home page




You may like to know:
It is passible to have more than one tab set to open within your Home page. In

this case, when you open your browser, each of your Home pages will open in a

separate tab within the browser window.

To set multiple Home pages, select one of the following options from the Add

or Change Home Page dialeg box:
Select fAdd this webpage to your home page fabs]
To set the current web page as a home page fab in addition fo any

.

o
existing home page tabs

Select [Use the current tab set as your home page]

To replace any existing home page tabs with all the currently open tabs

o



Display previously visited URLs

You have visited several pages during this Exercise.

Your browser automatically logs the web pages you have visited in a
“History" list. This list can be very useful for displaying previously visited
sites. The list can also be erased.

There are two ways of displaying your previously visited URLs — using the
browser address bar, and using the History list.

Address Bar

e Click the small drop down arrow to the right of the Address Bar
= To see a list of recently visited web pages
= To read the URLs of recently visited web pages

¢ Select a URL from the list
» To view that web page

History list

+ Click the [Favorites] button at the left of the Favorites Bar P ——
o Toopen the Favorites Center ’

« Select the [History] tab
s To view dates for your history list

 Click on a date PP T [l
« To see sites visited on that date I o Kl

e Click on a yellow web address folder from the liﬁ::;‘mga' "
list ey |

= Monasy _

o To open that folder S
o To see the pages visited within that site T T

« Click on a web page address [ g e At oo ===

s 1o open that page
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History page. there are options to sort the History list by date. site. most
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When you next cpen the Favorites Center by clicking the [Faverites] button,
the History List will still be displayed. Click the [Favorites] tab, fo return to

the Favorites list.



Delete part, all browsing history

This will teach you how to delete the history list from your browser.,

« From the Command bar, select [Safety] [Delete Browsing History...]
o The Delete Browsing History dialog box opens
« Ensure that there is a tick in the [History] field
« |If there are ticks in the [Temporary Internet Files] and [Cookies] sections,
click each field in turn
o Toremove the ticks
= To ensure these files are not deleted
« Click [Delete]

s To delete the list of websites you have visited
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Delete part of the history list

To erase a specific site from the History list, select it in the History list within
the Favorites Center, then press the [Delete] key on the keyboard.



Display a web page in a new window, tab

It is somelimes useful to open a web page in a new window or tab, rather
than replacing the web page in your current window. It is then possible to
switch between the open pages whilst you are working.

New window
= From the Command bar, select [Page] [New Window]
o To open a new browser window, containing a copy of your current
web page
« In the Address Bar, type the URL of a web page you wish to visit
= Toview this web page in the new window

= To leave your original window unchanged

To move between your browser windows:

» Select the window you wish to view from the Task bar at the bottom of the
Desktop

New tab
. Click the [New Tab] tab button to | sic schoststsvenn { 5 -
the right of the existing tabs Sport Weaiher (AU

= Toopen anew browser tab, containing a blank page
e In the Address Bar, type the URL of a web page you wish to visit
= To view this web page in the new tab

= Toleave your original tab unchanged

To open a link from a webpage in a new tab:

= Press the [Ctri] key as you click the link

To move between your tabbed pages:

e« Click the appropriate tab in your browser window




Exercise 4 Bookmarks

When you find web pages that interest you, you can bookmark them, by
adding them to your Favorites Bar or Favorites Center. This enables you to
quickly and easily find and open them again in the future.

Bookmark a web page

= Navigate to a web page that interests you

Add to Favorites Bar
Web pages that you re-open frequently are best added to the Favorites Bar.
e On the Favorites Bar, click the [Add to Favaorites Bar] button

= To add the current web page to the Favorites Bar S @

Add to Favorites Center
« |n the Favorites Center, click the [Add to Favarites. ..] button
s Toview the Add a Favorite dialog box
« Click the [Add] button
» Toadd the current web page to the Favorites list in the Favorites

Centre
[ i Faverites i ,_3,_:‘?} Ddgual -_F;n:_t; I
i Add to Favontes.., = [
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You may like To know:

You can add all the currently displayed tabs to a new folder in the Favorites
Center by clicking the drop down arrow to the right ef the [Add te Favorites. ]
button and selecting {Add current tabs fo Favorites.. ]

In the Add Tabs fo Favorites dialog box, type i ._ i s
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Delete a bookmark

You can delete favourites from the Favorites Bar and the Favorites Center.

Delete from Favorites Bar

* Right mouse over the entry in the Favorites Bar and select [Delete]
o o view the Delete File message

o Click [Yes]
o To delete the entry from the Favorites Bar
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Delete from Favorites Center
e On the Favorites Bar, click the [Favorites] button i Favorites |

» [f necessary, select the [Favorites] tab

» [n the Favorites Center, right click over the entry and select [Delete]
= Toview the Delete File message

» Click [Yes]
> To delete the web page from your Favorites Center
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Display a bookmarked web page

Web pages on the Favorites Bar

 On the Favorites Bar, click the button for the required web page
= Toopen that web page in the current tab

» |If you have more web pages on your Favorites Bar than can be j
displayed at one time, click the double arrows to the right of the
Favorites Bar to view and select the additional web pages

Web pages in the Favorites Center
= Click the [Favorites Center] button
= |f necessary, select the [Favorites] tab
= Scroll to the entry for the web page you wish to view
= Move the pointer over the entry and click
o To open that web page in your current tab

Create a bookmark folder

Your list of bookmarked web pages in your Favorites Center may become
quite long, and it will not be easy to locate the page you want. It is possible
to create folders within your Favorites Center, into which you can add your
individual web pages, thus making it easier to find the one you want in the

future.

s Click the drop down arrow to the right of the ey
[Add to Favorites...] button || 2 et Pmvermme | [
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« From the drop down menu, select [E]rganize

|| i gt ana brpan.
Favaorites. ..] Crgeniat Fanvtes..

[} = e T
L #F Pir ook Srrall Biinee Sarsm Wskaés

= Toview the Organize Favorites dialog box
s Click the [New Folder] button
= Tocreate a new folder — with the cursor positioned ready for you to

enter a name for the folder

s Type the name you wish to give this folder and press [Enter]

a To name this new folder in tha Favorites Canter



Delete a bookmark folder

Be aware that, if you delete a folder from your Favorites Center, all the
favorites contained in that folder will also be deleted.

If you do wish to delete a folder from your Favorites Center:
* Click the [Favorites Center] button
» If necessary, select the [Favorites] tab
* Right click over the folder you wish o delete and select [Delete]
o Toview a Confirm Folder Delete message
e Click [Yes]
o Toremove the folder, and any web pages contained in that folder,
from your Favorites Center
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'i',é;"‘ You may like to know:

, You can alsc remove a bookmarked folder from the Organize Favorites dialog
box, by selecting the folder and clicking fDelete]

Add web pages to a bookmark folder

= MNavigate to a web page that interests you
= Click the [Add to Favorites...] button
o Toview the Add a Favorite dialog box

Add a Favorse il = ﬁ"

- Aobd & Favoiile
[ Fdd thiz webpagn am afavods To sconss your tesoes, vist the

Favodies Cenbes
e T = || W Foier |

i | [ Conod |
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e Click the drop down arrow to the right of the [Create in:] field and select a
folder from the list

e Click [Add]
o To add the new web page to the Favorites list in the Favorites Center

s Youmay like to know:
| You can click [New Folder] in the Add a Favorite dialog box, in order to create a
new folder at the same time as bookmarking your web page in the Favorites

center



Exercise 5 Settings

This exercise will show you how to amend some of your settings, to make the

browser work more efficiently and effectively for you.

Allow, block pop-ups

Pop-ups are small windows that open within your Internetl browser — usually

paid for by advertisers. Although they can be interesting or informative, very

often they are irritating and a nuisance. It is possible to allow or block pop-

ups whilst working within your browser. Within Internet Explorer, pop-ups are

blocked by default.

To allow pop-ups

« From the Command bar, select [Tools] [Pop-up Blocker]

o A sub-menu will open

e From the sub-menu, select [Tum Off Pop-up Blocker]

o To allow pop-ups to be seen

To block pop-ups
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* Repeal the above process in order to turn on the pop-up blocker again

Vou may fike to know :

[ Tools] [Pop-up Blocker] [Pop-up Blocker Settings] enables you te select

specific sites you will allow pop-ups from. It alse enables you to set one of 3

different levels of fiftering for blocking pop-ups.




Allow or block Cookies

Cockies are small files, containing information about your previous visits to a

website, such as your preferences. These are stored on your computer, to

enable quick, customised access to these web sites when you visit them.

Cookies are generally safe, but they can be blocked or deleted whenever you

wish.

To specify which (if any) cookies

should be allowed:

« From the Command bar or the menu bar, select [Tools] [Internet Options]

= Toview the Internet Options dialog box

s Select the [Privacy] tab

= Move the slider up or down to set the level of cookies that you will allow

« The [Sites] button will allow you to specify sites from which you will allow

or block cookies

« Click [OK]

- Toclose the Internet Options dialog box

[ Gerrers | Securiy | Prvecy [Gontent | Conrcaima | Pogias | Advanced | |
Gt [
ii Gaiact & smttng for the Intereet e [ |

el T

privacy policy

- Borks fird-party cookass that save nformabon et can
| b sl T ComviaCh you withpul your espicit Consen

- Resticts fiest-party cookles that seve nformaton mat
o b vmead S0 conkact yous weithout pour implot comsert

- Bincles third-oarTy (RS (hal da fal have 3 compact m

el ] ] [ o

Pop-Ln Blocker
- _|'] Prevent moss pop-LD winoows fTom
a2 8],

[ Tiwrs o Pop-u Blodust

,‘..Ili | o ot collect data S use by InFrivate Fitering
.J:m jeaihars ard suvtermians vheh Tnfrisals Brossing
'ghars




Delete cache/temporary Internet files

Temporary Internet files are stored on your computer each time you visit a
web site, These can speed up revisits to a site, as they hold much of the
information you need to reload the web page. However, these files do take
up space on your computer, therefore it is possible to delete them if you wish
to free up space. i is also possible to delete cookies, if you wish to remove
the personal information that is stored in them on your computer.

When deleting temporary Internet files and cookies, it is possible to retain the
information relating to any your Favorites websites, in order to speed up
access to these Favorite sites.

e From the Command bar, select [Safety] [Delete Browsing History...]
o The Delete Browsing History dialog box opens
« If there is not a tick in the [Preserve Favorites website data] field, click this
field
o Toinsert a tick
o To retain temporary Internet files and cookies relating to your
Favorites websites
* Ensure that there is a tick in the [Temporary Internet files] field
= To specify that you wish to delete all temporary Internet files
* Ensure that there is a tick in the [Cookies] field
= To specify that you wish to delete all cookies
e If necessary, remove the tick from the [History] field
= Unless you wish to delete the list of websites you have visited. in
additon to the temporary Intermnet files
= (Click [Delete]
o To delete all the temporary Internet files cookies on your computer,
apart from those in your Favorites Center

* [Close] the Delete Browsing History dialog box
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Display, hide built-in toolbars

The menu bar, the Favorites bar and the Command bar are shown by default

when you open Internet Explorer. Other built-in toolbars are available, and

further toolbars may be downloaded when you visit web pages and install

certain programs.

To view the toolbars available:

From the Command bar, select [Tools] [Toolbars]

o o see asub menu of available toolbars

o Those toolbars currently displayed will have a tick
Select a toolbar that is currently ticked

o 1o remove the tick and hide the toolbar

Select a toolbar that is not currently ticked

o Toinser a tick and display the toolbar

The Command bar can be customised, to show those buttons you wish to
use most frequently. To customise the Command bar:

Right click the Command bar and select [Customize]
o [0 viewa sub menu
From the sub menu, select [Add or Remove Commands...]
o 1o open the Customize Toolbar dialog box
In the left pane, select the button you wish to add, and click [Add...]
In the right pane, select a button you wish to remove, and click [Remove]
o 1o customize the buttons you wish to view on the Command bar
Click [Close]
o 1o close the Customize Toolbar dialog box
= To view the amended Command bar
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Exercise 6

Use available Help functions

"Help" is a central place for you to get tips on how to use browser features

more efficiently and find visual examples and step-by-step instructions for

specific tasks. You can also phrase a Help request in your own words to

search for the answer you need.

Use the following techniques to search for help on favorites in Internet
Explorer.

Either
= From the Command bar, select [Help] [Internet Explorer Help]

Or

* Press [F1] on the keyboard

o

The Windows Help and Support window opens, showing an overview

of Internet Explorer

e

This is a useful screen to gain information about security and some of

the other features available within Intemet Explorer
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Across the top of the window are buttons for use within Windows Help and
Support.

e The [Help and Support heme] button opens the Windows Help
and Support home screen — with general help about using m

Windows

= [Print...] opens the Print dialog box, in order to print the current
Help screen

« [Browse Help] opens the Contents section of Windows Help and -
Support, at the page appropriate to your current help search I

* [Ask someone or expand your search] enables you to get %
customer support, and other types of help, online ks, ‘iﬁk

« [Options] opens a drop-down menu with additional help ]
: Options ~
functions

Search
The search field across the top of the window enables you to search for help
about all aspects of Internet Explorer.

« In the search field, type “favorites” and press [Enter]
o Toview suggested help for this topic

e Click one of the results
= Toview the help for this topic
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* Click the [Browse Help] button

o To open the Contents section of Windows
Help and Supponrt, displaying help topics
about managing favorites in Internet
Explorer P
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If you are working onfine, Online Help Is always available to you. The
[Online Help] button at the bottom of the Help window enables you to choosa
whether to display enline help whenever you usa Halp.

+ Onfine Help-»

 When you have finished searching the Help window, [Close] ﬁ
Windows Help and Suppart —___

Context Sensitive Help

« Click the [Help] buttan in the top right comer of any dialog box
= Toopen the Windows Internet Explorer Help window with Help about
the curreni dialog box funclions

s comamnl [ e i  pons|.
s page
Te craate home page tabe, m:.:dl ldﬁmmiumh_r_.

Advarced

Exercise 7  Close a web browsing application

Either

» From the menu bar, select [File] [Exit]
Or

= Click the [Closa] button at the top rght of the browser
window

»  To close the web browser apphcation




Example 3 - Using the Web

This Example will show you how to use the web more effectively.

You will learn how to use search engines to find web pages containing the
information you are looking for. You will also learn how to complete and
submit forms on the web, to gather information and carry out transactions.

You will download information from the Web, to save on your computer in a

variety of formats.

Finally, you will learmn how to prepare, preview and print information from web

pages.



Exercise 1 Open a web browsing application

« From the Task Bar at the bottom of the screen, click the [Start] button

» Select [All Programs]

Either

« Select [Internet Explorer]

Or

« Select your browser software name
= Your computer starts the procedure to connect to the Internet
= A newweb browser application window opens

= Your ‘home’ web page will open in the browser window



Exercise 2 Searching the web

This Exercise will teach you how to work with search engines, in order to find
information on the web.

Open a Meta search engine

As you learnt in Example 1, a meta search engine searches more than one
database, in order to find the information you are looking for on the web.

» Select the white address bar in your Browser window

» Type in www.dogpile.co.uk and press the [Enter] key on the keyboard
o To go to thal meta search engine web site

|§__, wﬁﬁ.dugnle.cu.ukf

Every search engine has a search field to enter the “key words” to search for.
e Type "homework” in the search field
Either

» Press [Enter] on the keyboard
Or

« (Click the [Go Fetch!] button
o To search for that keyword

e N YT

© UK search & International Search

In Dogpile, the results are categorised according to the search engines used.
« Scroll through the search resulls

o To see the web pages suggested by the participating search engines
« Move the pointer over a hyperlink and click once

e To follow the link

o To open that web page ;
* Click your browser [Back] button ‘ @‘

o To return to the list of results ”



Select a specific search engine

There are many search engines available. One of the most popular is

Google (www.google.com).

* |n the address bar of your Browser window, type www.google.com and
press [Enter]

o To go to the Google web site for your country

£ | www,google.com

!.’,‘! You may like to know:
.

There is a search field to the right of the address bar in Internet Explorer. in
which you can type your search criteria. This defaults to the Microsoft search
provider called Bing: however, by clicking the drep down arrow to the right of
the (Search] button, you can select a different provider for your current

search, add more providers to the list available fo you, and change your default
search provider for future searches. ey : 5H

Searching the Internet is potentially very frustrating!

There are different techniques that enable you to carry oul an effective
search.

Many search engines have an [Advanced] search option with suggestions on
how you can narrow down your search.

The following sections will give you a few suggestions on how to reduce the

number of results using single and multiple criteria.




Keyword (Singular/Plural)
= Click into the Google search field and type [bat]
Either

« Press the [Enter] key on the keyboard
Or

» Click the [Google Search] button Goodle Search

o o search for the keyword ‘bat’

o The number of results is in the millions!

= The engine is searching for all instances of the word

= T'he engine is also searching for the word as a prefix
e.g. batter, battle, baton, bats

:I:I_EI

| Google Search || Im Fealing Lucky |

« In the search field, type [bats] and press [Enter]
= The result is reduced
« The engine is searching for the plural only

=« There are few instances of this word as a prefix

‘hate]

[ Gung!e Search [ I'm Feeling Lucky

Multiple keywords (phrase)
+ In the search field, type [lesson plans and resources]
= To search for all these keywords
= The number of results totals hundreds of thousands
= The engine is searching for every instance of the individual words
[lesson] [plans] and [resources]

|
| lesson plans and fEEﬂurn‘:ésl

| Googie Search || I'm Fesling Lucky




Exact Phrase

= In the search field, enclose the words in quotation marks ["lesson plans
and resources’]
o Tosearch for these keywords as a phrase
o The number of results is reduced

'iassun plans and resgurces :
| | Google Search || Im Feeling Lucky |

Excludel/include words

« In the search field, type [bats -cricket] and [Enter]
There is a space beltween the word ‘bats’ and the minus symbol.
The minus symbol is attached to the word ‘crickel”.
o The resull is reduced
o The engine is searching [bats] and taking out references to [cricket]

bats -cricket] __ ) _ ‘II

|__Google Seach || I'm Feeling Lucky 1

= In the search field, type [bats +cricket] and [Enter]
There is a space beltween the word ‘bats’ and the plus symbol.
The plus symbol is attached lo the word ‘cricket’.
s The resultis reduced
= The engine is searching [bats] and only including references to

[cricket]

| bats +Ericket
Google Search || Im Feeling Lucky |




Search by date

Click [Advanced Search] to the right of the search field

o Toview the Advanced Search page

On the Advanced Search page, click the [+] sign to the left of the [Date,
usage rights, numeric range and more] field

o Toview additional search criteria

Click the drop down arrow to the right of the [Date: (how recent the page is)]
field

o Toview the options to filter your search by date

= Date usage tights numeric @ange. and more
Diate” (how recent the page i) anytime

anytime -
el past 24 hours
YWhera your keyvwords show up. |past week
past maonth |
past year

........................

Region

Numanc range:

— — — e — = - : pr—

Search by file format

in the [Need more tools?] section of the Advanced Search page, click the
drop down arrow to the right of the [File Type] field

¢ Toview the different file types that you can search for

Heed more tools?

Reading level no reading level displayed B -
Resulis per page: 10 resuts =~ -
Languaga: any {an'gu'..a-{;e“ it - . -
File type- any format - x

Saarch within a site or domain

‘Adobe Acrobat POF (.pef)

I.Fu:lﬂhu Postscript {_ps)

: _Autodesk DWF ([ dwd)
= Date usage nghts numeric rai
Google Earth KML { kml)

Date: ihow recant the page is) Google Earth KMZ ( kmiz}
Microsoft Excel | xls)
Usage nghts. Micrasofi Powerpoint | ppt)

Whare your keywords show up: Microealt Word (.doc)

Rich Text Format | rtf}
Reaqion Shockwave Flagh [ swi)

Bl s i




Search a web-based encyclopaedia or dictionary

There is a selection of online encyclopaedias and dictionaries available free
of charge.

Encyclopaedia

One of the most commonly used online encyclopaedias is called "Wikipedia’.
If you decide to use this resource for your own studies, you should be aware
that one of the features of this site is that anyone can edit entries in
Wikipedia. This makes it a very adaptable, communal resource; however, it
also means that you have to trust that the contributors know what they are
talking about!

« Type the URL for the English version of wikipedia into your address bar:
http://en wikipedia.org/wiki/Main Page

« In the [search] field at the left of the screen, type "teaching” and press
[Enter]
o Tosearch for an entry about teaching

« Spend some time looking around this web site (or another encyclopaedia
of your choice)

a

To see the links and features available to you




Dictionary

One of the online dictionaries available is Cambridge Dictionaries Online.

» Type the URL for the Cambridge Dictionaries Online into your address
bar:;

http://dictionary.cambridge.org/

« In the [Look it up] field, type “teaching” and press [Enter]
= To look for a definition of the word "teaching”
o  Toview the grammatical details of this word

« Browse this site

= To view some of the features available in online dictionaries
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=« Youmay like to know:
=
Tvpe "online encyclopaedia”® or "online dictionary” into the search bar in your
browser, to list a selection of the available online encyclopaedias and

dictronaries.



Exercise 3 Forms

You can use the Internet to gather and give information, or to carry out

e-commerce transactions.

One way to collect or give information is via a form.

Forms can have a combination of the following objects:

Text field
A blank box where you can type your details or criteria.

Radio button

Where there is a choice of options, a circular radio button can be selected to
indicate one selection. All other choices will automatically be deselected

Check box

Where there is a choice of options, a square check box can be selected to
indicate multiple selections. You can select as many of these options as you

require.

List box

A list box can also be used to select an item from a list.

Menu
Where there is a choice of options, a list, or "pop-up” or "drop-down” menu,
can be selected to indicate usually one selection

Button
Buttons can be added to decide what happens to the data once you have
completed the form e.g. [Submit], [Reset], [Search], [Clear]



Complete and submit a web-based form

The British Museum website has examples of forms, used to search for
information on the website. These forms use a variety of the objecls

described on the previous page.

You can use the following link to open the British Museum web site on the

[Explore] page:

hitp:/fwww. britishmuseum.org/explore/explore introduction.aspx

On this page, type "Stonehenge” into the [Search:] field at the bottom of the
page, to view and fill in the form that opens, to search for more specific

information about this subject.

You will need to know:

Reset a web-based form

Some forms have a [Reset] option, enabling you to automatically remove any
entries you have made in the form - ready to start again.



* Leave the [Encoding] field as it is
= Click [Save]
o Tosave the web page in your filing system

o To be able to view the web page without connecting to the Internet
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To view a saved a web page

» From the menu bar in Intemet Explorer, select [File] [Open]

a  The Open dialog box will open
CEbie

Type the Infemet address of o decument, and Rlemet

will open i for you

« Click the [Browse] button

o To browse in your filing system for the web page you have saved

= Select the saved web page (not the folder, if there is a folder displayed as

well)
e Click [Open] and [OK]
o Toopen the web page offline

o Tosee, in the Address Bar, that reference is to a folder in your filing

syslem, not the web

= —— — —
Address E CiiDocuments and Settings| TralningiMy Documeants! Schools.htm




Download files from a web page to a location on a drive

As you become more comfortable and confident with Intermet technology, so
you will want to create your own learning resources. This section will teach

you how to download sound files, image files and video files.

Always be aware of the copyright and individual property rights attached to
iterms published to the Internet, and look for their Terms of Use.

Download a sound file

The British Library web site contains many delightful sound and image files.
o Go to www.bl.uk
« In the search field, type ‘Sounds’ and press [Enter]
= Tosearch for the sound files on the British Library site
= Select from the search results
o Toview sound files

» Sample some of the wildlife sounds by clicking on the [Listen] buttons

arey Herons at Shearvater

*t] Listen Cracking sounds; retching notes and bill-snapping from a family of grey
| herons

at a nast on a lake edge at Shearwater, near Warminster, Wilkshire, at 530 ...

» When you have found a sound file you wish to download, right click over
the [Listen] button
o A quick menu opens
« Select [Save Target As] from the quick menu
= The [Save As] dialog box opens
» Accept or change the [File Name]
« Select an appropriate folders within your filing system and click [Save]
= Tosave the sound file to that destination



Download an image file

Web sites, such as freefoto, contain images that are available for download
without cost. Freefoto requires you to attribute to them any images you use
from their web site, and to add a link to the freefolo site.

= Go towww freefolo.com

« Either use the search field to look for images of interest to you, or scroll
down the page and select a category from the lists
- To open a list of available photographs
= Right click a photograph that you wish to download
= Toopen a quick menu
+ Select [Save Picture As...] from the list
= The Save Picture dialog box will open
+ Accept or change the [File Name]
« Select an appropriate folder in your filing system and click [Save]
o To save the picture file to that destination



Copy text, image, URL from a web page to a document

It is often possible to copy text, images and URLs from web pages into
documents that you can then save in your filing system.

Once again, it is important to be aware of copyright issues when copying
from the Internet. If material from the Intermnet is being used as a basis for
homework, the information should be used for research, rather than being
copied and pasted in its entirety into a homework document!

You will now copy items from the Internet into a word processing document,
which you will save into your filing system.

e Open Microsoft Word, with a blank document on screen
= Al the beginning of the document, type “Useful information from the
Internet.” and press [Enter] twice
o Toenter this text at the beginning of the document
e Click the Office Button and select [Save]
o To open the [Save As] dialog box
e |n the [File Name:] field, type an appropriate name
» MNavigate through the drives and folders in your filing system
o To select an appropriate folder in which you wish to save the
document
« Click the [Save] button

= [0 save the word processing document in your filing system

B P A <
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Copy text from a web page to a document

From the Taskbar, select the [Internet Explorer] window
a To make Internet Explorer your active window

Go to www. bbc.co ukischools , or another web page that interests you
Find some text to copy into your word processing document.

Click and drag the pointer from the beginning to the end of the text that
you wish to copy

o To select and highlight that text

From the menu bar, select [Edit] [Copy]

e 1o copy the selected text to the Windows Clipboard

From the Taskbar, select [Microsoft Word]

o 1o make Microsoft Word your active window
Ensure the insertion point is on a new line, after the last line of your document
Ribbon [Home] — click the [Paste] button :
e 10 paste the copied text into the document at the current

I-al
&)
Paste |

insertion point
Click below the copied text
= loensure it is no longer selected
Press [Enter] twice
o To move down two lines in your word processing document

[Save] the word processing document
o To update it with the changes you have made



e

"

Copy a URL from a web page to a document
o From the Taskbar, select [Internet Explorer]
o Tomake Internet Explorer your active window

= (lick the Address bar at the top of the screen
o Toselect the URL
= To highlight the address of the current web page

| o

Either

= Right click and select [Copy] from the quick menu
Or
* Press [Ctrl]] + [C] on the keyboard
a o copy the selected URL to the Windows Clipboard
« From the Taskbar, select [Microsoft Word]
o To make Microsoft Word your active window

e Ensure the insertion point is on a new line, after the last line of your

document
= Ribbon [Home] [Clipboard] — click the [Paste] button
s |0 paste the copied text into the document at the current
insertion point
« (Click below the URL
o Toensure that it is no longer selected

« Press [Enter] a couple of times

=

Paste

o To move down a couple of lines in your word processing document

* [Save] the word processing document
= Toupdate it with the changes you have made

You may like To know:

1T vou press the [Spacebar] on the keyboard arfter entering a Web address,

this will create a hyperlink to the Web address When viewing the document on

screen, it is possible to press the [Cirl] key and click over the hyperilink,
open your browser with this web page displayved in the browser window.

fo



Copy an image from a web page into a document

From the Taskbar, select [Internet Explorer]

»  To make Internet Explorer your active window

Move the pointer over an image you would like to copy into your word
processed document and right click

= To see the quick menu

Saew Prbars &y,
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From the quick menu, select [Copy]
o Tocopy the selected image to the Windows Clipboard
= If [Copy] is greyed out, this means that you cannot copy this image

From the Taskbar, select [Microsoft Word]
o Tomake Microsoft Word your active window

Ensure the insertion point is on a new line, after the last line of your

document

Ribbon [Home] - click the [Paste] button .
‘I

= 1o paste the copied image into the document at the current . =

insertion point

Click below the image
o Toensure that it is no longer selected

[Save] the word processing document
o Toupdate it with the changes you have made
[Close] Microsoft Word



U=atud information abowt 15370 music from the Intermet

1970's Disco

Curing the 1570°s, Disco music began 1o develop Inthe US4 and around Europe-
Blusic of this kind was guite fast, usually played at 120 BPM (b=ats per minute},

Disca musichecama even more :pupu|ll‘lFl.irt|'m filem Saturday Night Fewer.

Two festures of disca music were a very strong bass part and a strongaccent an
the 2nd snd 4th beats of the bar, Disco music often made use of riffs (repeated
patterns of notes} on the bass guitar, geitar or keybaards,

Hany bands during the 1979% used a hern section a5 part of the band, This was
theterm used for 2 section of brass instruments, such a2 trambengs. trumpets
and saxoephones. Some of these horn sections played very complex musiz and
filling patterns,

Quitars in disco musicwere playedwith & clean rather than distorted sound.
Oitharinstrumants usedwere the slectric plana, #lectric quitar, bass guitar and
drum kit, Qccasionally, 3 string section was algaincduded.

Capyright@courtesy of Bridgat Riley Shudia
Viinged Curve, 1965, by Eridget Riley

All content on this pagetaken from www bbc co uklschools/gossbilesize web

pages




Exercise 5 Prepare and Print

This Exercise will teach you about the options available for printing web
pages. The print setup can be adjusted for paper size, orientation and
margins; before previewing the pages, to see the effect of any setup
changes. Next, print options, such as which parts of the web page to print,
and how many copies you require, can be selected

Prepare a web page for printing
In the Page Setup dialog box, the printed page orientation, paper size and
printed page margins can be adjusted to suit the web page being printing.

* |n Internet Explorer, find a web page you would like to print

« From the Command bar, click the drop down arrow to the right [ -y - \
of [Print] and select [Page Setup...] :
s The Page Setup dialog box cpens

Faper Ootiona
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| Prirt. Background Colors and Imeges
+| Enable Shericto-Fi
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In the Paper Options section, click the drop down arrow to the right of the
[Paper Size] field
o lTo select a paper size from the list

Select either [Portrait] or [Landscape]
= 1o select whether to print on the paper vertically or horizontally

Landscape

Portrait

In the Margin section, if necessary, adjust the [Top], [Bottom], [Left] and
[Right] margins for the paper
o [0 adjust the white space around the edge of the paper

Click [OK]
o loclose the Page Setup dialog box
o Toapply any changes to future printing



Preview a web page

Once the page setup has been adjusted, it is useful to preview how the web
page will print out. This enables you to make further adjustments, if

necessary, before sending the web page to the printer.

» From the Command bar, click the drop down arrow to the right of

Nl
the [Print] button, and select [Print Preview...] L

o The Print Preview window opens, displaying your current web page
The buttons on the Print Preview toolbar enable you to open the Printer

dialog box; to make further adjustments to the page setup; and to change
how the web page is displayed in the Preview window.

@? | =3 @ | |1 Page View |»]| Shiink To Fni“ |

« Moaove the pointer over each button in turn
o To display the tool tip, showing what each button is used for

The arrows at the bottom of the Preview window enable you to move back
and forwards between pages, if your web page is going to print on multiple
pages

Page 1 ofl

Either

« Click the [Print] button on the toolbar

s Toopen the Print dialog box
Or

¢ Click the [Close] button on the toolbar

= To close the Preview window and return to the web page



Choose web page print output options

The output options available when printing a web page are whether to print
the entire web page, specific pages or selected text; the number of copies
required; and the printer to send the output to.

o From the Command bar, click the drop down arrow to the right Pl

of the [Print] button and select [Print...] e
o Toopen the Print dialog box

» In the Select Printer section, select the printer to use

» In the Page Range section, select [All]
= To print the entire Web page

« In the Number of copies: field, if necessary, amend the number
o To select the number of copies you wish to print

s Select [Print]
= To print the web page with the selected print options

Hame
HP Destdet SM0Cuion Officepe i Microsoft aPS 1
HF Photosment C4200 seres (Copy 1} on Office-pe o PDFI93
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Erter sliFar a singhs page number of 3 sngle .1'1' 22 .3!'53'
pags mrge. For exemgle, 512
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¥ou will need fo know!

To print specific page(s)

» T the Page Range section, click the [Pages] radie button

» In the [Pages] field fype the page number or poge range you wish fo prind,
(The text below the [Pages:| field explains how to enter o poge range.}

Te print selected text

* Before apening the Print diclog box, click and drag over the part of the web
page yvou wish to prit

= In the [Page Range] section of the Print dialog box, click the [Selection]
radio borftan

Exercise 6 Close a web browsing application

Either

=  From the menu bar, select [File] [Exif]

Or

= Click the [Close] button. at the top right of the browser window
o To close the web browser application




Example 4 - Electronic Communication

iis Example will introduce you to the concepts and terms associated with e-
ail and other forms of electronic communication. You will learn the security
nsiderations that you should be aware of, in order to ensure your safety
tilst communicating over the Intemet. You will also learn some of the
eory associated with e-mail.




E-mail
and
Electronic Communication

2 is a short PowerPoint presentation in the Module 7 folder of your
ise files, to accompany this module. The slides are also reproduced in
rorkbook.



i E-mail

= What is e-mail?

= How are e-mail addresses made
up?

= aperson@aprovider.co.uk

Inderstand the term e-mail

lectronic mail allows you to send and receive text messages over the
ternel. E-mail messages can also carry altachments such as text files,
hotographs and audio and video clips.

2ather than posting your message in an envelope addressed to the recipient,
nessages are sent electronically from your computer to an e-mail address.
‘hey are then stored on an e-mail server, loocked after by an ‘Internet Service
rovider’ (ISP), until the recipient logs on to the Internet to download all
1essages for their e-mail address from their ISP.



Understand the make-up and structure of an e-mail address

An e-mail address is made up of several parts, for example:

apersonfaprovidaer.co.uk

aperson

Is the name that the recipient has chosen to be known by when

sending and receiving e-mails

@

This symbol is always placed between the user's name and the
rest of the e-mail address

aprovider

Is the name of the provider of the e-mail service.

When users send e-mails, they are routed through the e-mail
service provider and sent to the service provider of the recipient
of the e-mail.

The provider receives incoming e-mails addressed to the user
and stores these e-mails on a server until the user either
downloads them into their e-mail program (for example, Outlook
Express) or deletes them from the server. Users will be given a
specific amount of space on the provider's server in which to
store their e-mails, and must download or delete e-mails
regularly in order to keep within this limit.

.co.uk

Signifies that the service provider is a company within the UK.
Other endings for e-mail addresses include .com and .gov —
signifying either a large organisation or a government
organisation. Service providers from other countries will have
an abbreviation for their country at the end of the e-mail address
(for example .cy for Cyprus and .gr for Greece)




Electronic communication

Electronic communication

s Short message service |
(SMS)

= Voice over Internet Protocol
‘ (VolP)
» Instant messaging
(IM)
= Online communities
(Virtual communities)

In addition to e-mail, there are an increasing number of additional forms of

electronic communication available.

Understand the term short message service (SMS)

SMS is a means of sending short text messages between mobile phones. It
has become an increasingly popular form of communication. In some
schools, SMS is used as a means of communication with parents — for

example, to alert parents if pupils have unauthorised absence from school.

Understand the term Voice over Internet Protocol (VoIP)

VolP enables voice messages to be sent from computer to computer over the
Intemet. Using a headphone or USB handset, users can talk for free to their
VolP contacts, via programs such as Skype or Windows Live Messenger. |t
is possible to see which of your contacts are online and available at any time.



Understand the main benefits of instant messaging (IM)

Instant messaging programs, such as Windows Live Messenger, allow users
to send messages to their contacts, that will appear on the receiving
contact's desktop as soon as they are senl. IM is a form of online textual
conversation. Files can be transferred electronically to your IM contacts
during the course of an IM conversation. Some of the benefits of IM are:

» Real-time communication

* Knowing whether contacts are online

* Low cost

= The ability to transfer files

Understand the concept of an online (virtual) community

An online community can also be known as a virtual community. It is a group
which communicates and interacts either via e-mail or the Internet —using
text, voice or video. Some online communities are free, whilst others have a
subscription fee for their members. Examples of these communities are;
= Social networking websites
Groups of people input information about their interests and activities onto
a web site. This is made available to all their contacts on the social
network web site — and these contacts can interact with each other about
the information.
s |nternet forums
Members of Internet forums type information about a specific topic onto a
web site, and this information is made available to other forum members
for discussion — either on the web site or via e-mail.
« Chat rooms
Via either text, voice or video, users converse with each other in real-time
over the Internet
* Online computer games
Via the Internet, users can connect to interactive, multiplayer computer
games. This gives users the ability to play other users, rather than the
computer.



| :_L Security considerations

| = Fraudulent and unsolicited e-mails
| = Phishing and identity theft
‘ = Viruses

= Digital Signatures

Be aware of the possibility of receiving fraudulent and

unsolicited e-mail

In the same way that junk mail gets delivered to homes and businesses,
fraudulent and unsolicited e-mails can be delivered to e-mail addresses.
Whenever your e-mail address is given out, or advertised on web sites, or
other public places, this can give ‘spam’ e-mailers access to your address, to
include you in their mailings. Quite often, if you reply to these e-mails, this
leads to even more junk e-mails being sent to you.

Most e-mail programs have the capability of adding senders to your 'junk e-
maill list’ = thus deleting messages from these senders before you see them.
However, it can be difficult to completely stop these e-mails getting through.

Some companies and |ISPs are starting to offer software (at a price) to help

stop junk e-mails reaching you.



Understand the term phishing

Fhishing is sending an e-mail to a user pretending to be a legitimate
company, in an attempt to get you to divulge confidential personal
information such as passwords, credit card details and bank account
information. This information will then be used for identity theft. These e-
mails often contain a hyperlink, which appears to take you to a legitimate web
site in order to update this personal information. However, the web site is, in
fact, bogus and only set up to collect and steal your personal details.

Legitimate companies will not ask you to divulge personal, confidential

information via an e-mail.

Be aware of the danger of infecting the computer with a virus

Viruses can be contained within e-mail messages and aftachments. These
are computer programs that attack the computer in various ways — some
harmless, but annoying; others with the potential to destroy files or to render
the entire computer useless. Once your computer is infecied with a virus, the
virus is likely to send itself on to some or all of the addresses in your e-mail
address list.

Anti-virus software will trap’ and remove viruses before they can do any
damage. You should also be very wary of opening e-mails from

unrecognised senders.

Understand what a digital signature is

A digital signature can be purchased via the Internet and added to all e-mails
you send. You then send your digital signature to your contacts, so that,
when you send them e-mail messages (or other online transactions) in the
future, they know the message has really come from you and they can trust
its safety. You can leam more about digital signatures by searching for

“digital signatures” in your Intermet search engine and selecting a sile like

http://searchsecurity.techtarget.com/sDefinition/0, sid14 gci211953,00.html




e-mail theory

vi E-mail theory

s Advantages of e-mail systems
s E-mail recipients
= Network etiquette (netiguette)

» Considerations with file
attachments

Understand the advantages of e-mail systems

When an e-mail is sent, it arrives almost instantaneously at the ISP s e-mail
server, Consequently, an e-mail message can be delivered much more
quickly than conventional mail. E-mail messages are also cheap to send —
users only pay for the time they are connected to the Internet; and users with
a broadband connection will usually be permanently connected, with no
additional cost for sending and receiving e-mails,

Some users pick up their messages directly from an Internet web page, and
keep their messages stored on their service provider's server. These
messages can be accessed at any time, from any computer, anywhere in the
waorld, that has an Internet connection. To do this, the user needs to be
logged onto the Internet the entire time they are accessing their messages.
E-mail accounts, such as these, usually have limits on the amount of storage
space available to an individual user. making it important to keep up with
housekeeping on your e-mail account and delete any unnecessary
messages.



An alternative is to download your messages into an e-mail program. With
his method, once you have downloaded your messages, they are removed
rom your service provider's server and stored within your own filing system.
Nhen you wish to review these messages, you will need to have access to
your filing system. The amount of space available for storage of e-mails is
letermined either by the space available on the disc on which your filing

system is located, or by the space allocated by the network administrator on
3 networked filing system.

Understand the difference between the To:, Cc: and Bec:
Fields

Nhen entering the e-mail addresses of the recipient of e-mails, their
addresses are entered into one of three different address fields, according to
he relevance of the message to them.

TG This is the main recipient of the e-mail. This
recipient will be expected to act upon the content of
the e-mail

Ce: Cc recipients receive a copy of the e-mail for

interest. These recipients will not be expected to act
upon the content of the e-mail

Bce: Bce recipients receive a copy of the e-mail, but this
fact is not apparent to the other recipients. If the e-
mail is replied to by the other recipients, the Beo
recipients are not included in the reply




Understand the importance of network etiquette (netiquette)

Netiquette is ‘network etiquette’, and should be considered whenever you are
working with e-mails. The following lists the main netiquette points. These
points will be elaborated upon as relevant throughout the Module.

« If your Internet access is through a corporate account, check with your
employer about their policy regarding private e-mail

« Don't assume any Intermet communication is completely secure. "Never
put in a mail message anything you would not put on a postcard". Also,
independently verify any suspect mail, as addresses can be forged

» If you are forwarding or re-posting a message, don't change the original
wording

» If you are replying to a message, quote only the relevant parts

s Never send chain letters, they are forbidden on the Internet. Notify your
System Administrator if you receive one

« Do not send abusive or heated messages (flames). If you receive a flame,
it is best to ignore it

« Take care with addressing mail

= Always spell check messages to correct any spelling mistakes and typos

« Allow time for mail to be received, and replied to, keeping in mind time
differences around the world and ather people's busy schedules

+ If you want your mail to be read, don't make it too long unless the receiver
is expecting a verbose message. Over 100 lines is considered long

« Remember the Intemet is a global community, and other people’s values
and outlook on life may be different to your own. Be tolerant and careful
with slang or phrases that may not be understood in another country

e« Use mixed case, UPPER CASE LOOKS AS IF YOU'RE SHOUTING

« The mail subject header should be brief and should reflect the content of
the message

e Unsolicited e-mail advertising is unwelcome (and forbidden in many
countrnes).

« When attaching files, don't send any larger than about 50k



Be aware of the possible problems when sending file

attachments

A copy of any file you cen access on your PC can be sent as an e-mall
attachment, However, although attaching a file to an e-mail can be an
extramely guick and cosi-effective means of sending a file anywhere in the
word, it i mporant to be aware of the restrictions associated with
attachmenis, both when sending and receiving tham:

File size and Metwork Restrictions

Many people have restrichions on the size of files thal can be sent to their
Inbox. Somefimes this resiriction is sot by the ISP, someatimes by the
natwork administrator within an organisation. If you attempt to send a file
that is too large, it will usually be returmed Lo you by the recipient’s mail
system.

Somelfimes, this problem can be overcome by compressing the e before
attaching it to the e-mail.

File Types and Antl-virus Restrictions

As coverad on page 9, certain files have the potential to contain vinuses that
will attach to your computer as soon as the file is openad. Soma e-mail
systems ask you o check the validity of such files before opening them; other
systems block thesa potentially harmiful files compietely. Examples of such
files are .exe, bat and database files.

In order for recipients of attachmants 1o be able o view them, they must have
appropriate software on thesr PCs (for example, f you send a spreadshest,
recipienis must have access to a spreadsheel program on their PCs).



Example 5 - Using e-mail

This Example will teach you how to send and receive e-mails using
Microsoft Outlook. You will reply to, and forward e-mails, and will learn how
to attach files to e-mails.

You will also learn how to enhance the productivity of Outlook, by
customising the screen and other settings. Finally, you will be taught how to
use Outlook Help.
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Screen layout

This section gives an overview of the Outlook screen elements, most of
which are shown on the previous page. Detailed explanations about these
elements will be given where relevant throughout the Examples within this
Module.

Title Bar
Identifies the application and the name of your currently selected folder.

Quick Access Toolbar
Provides buttons for the most frequently used commands.

The Ribbon

Access to all Outlook commands.

The Ribbon includes the [File] tab, which enables you to create, open, save

and send files; as well as protecting, previewing and printing them. It is also
the place to set options for OQutiook. The Teatures contained within the [File]

tab are known as Backstage view.

“;?;.‘ The Quick Access toolbar and Ribbon are the components of the Office Fluent

I &

user interface. This will be described later in this Example.

Navigation Pane
Displays and provides quick access to your Cutlook folders. The folders can
be displayed in a list, or as icons at the bottom of the Navigation pane.

Favorites
Will list any folders you wish to be permanently displayed in the Navigation
pane.

Currently selected folder
Displays the contents of the folder currently selected in the Navigation pana.



Reading Pane

From the [View] tab, you can choose whether to display the Reading pane. If
displayed, it can be at the right or the bottom of the screen. It will preview the
selected item from the current folder.

To-Do Bar

From the [View] tab, you can choose whether to view the To-Do Bar. It
displays current appointments and tasks.

Inbox
Lists the e-mails you have received, shows details such as which messages

have been opened, date of receipt, which have attachments; priority of e-
mails.

Address Book

Contains names and e-mail addresses for your e-mail contacts.

The Status Bar
Displays information about items in the currently selected folder, or about the
progress of a task.

Insertion Point

When editing, a flashing ] beam shows where the next character will appear.

Scroll Bars
Shaded bars to the right and/or bottom of a window. To view different parts
of the window:
« Click the scroll bar arrows at top and bottom of scroll bar
o Tomove one line in any direction
» Click either side of the scroll box
o Tomove one screen in any direction
* Drag the scroll box
o o move to other parts of the window



The Ribbon and Quick Access toolbar

The Ribbon and the Quick access toclbar are located at the top of the
QOutlook window. They make up the "Office Fluent user interface” — the place

to find all the tasks and functionality needed to use Outlook effectively and
efficiently.

The interface, and other Outlook options, can be customized, as will be
shown in this section. However, this courseware will assume that default
settings are in place throughout.

The Quick
Access toolbar
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The Ribbon

The Ribbon gives access to all the relevant Outlook commands. It consists
of tabs, which contain groups of buttons to carry out Outlook commands.
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Each tab contains commands based around one type of Outlook task.
Each group within a tab contains a set of sub-tasks related to the tab.

The buttons in each set of sub-tasks either carry out a specific command, or

display a sub-menu of commands. A button is clicked once to use it.

Dialog box launchers

Some groups have a dialog box launcher at the bottom right of the group.
The dialog box associated with this group will be opened when the launcher
is clicked. For example, whilst creating an e-mail, clicking the [Basic Text]
group dialog box launcher will open the [Font] dialog box.
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Contextual tabs

Contextual tabs only appear when they are relevant for the task you are
carrying out. They contain the tools necessary to work with a selected
object, such as a table, a picture or a drawing. When one of these objects is
selected, the name of the contextual tools will appear in a differant colour

above the tabs, and the relevant contextual tabs will appear to the right of the
standard tabs.
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Restore, minimize the Ribbon

It is not possible to remove or hide the Ribbon, but it can be minimized, so
that only the Ribbon tabs appear on screen.

To minimize the Ribbon

« At the right of the Ribbon, click the [Minimize the Ribbon] button
e o hide the Ribbon groups and sub-tasks
o 1o view only the Ribbon tabs

FNa CHREN Feign Gl

While the Ribbon is minimized:
= (lick a tab heading

o |0 view the groups and sub-tasks for that heading
* Click the heading again

o T0 hide the groups and sub-tasks for that heading



To restore the Ribbon
« At the right of the Ribbon, click the [Expand the Ribbon] button
= Toview the Ribbon tabs, groups and sub-tasks

Keyboord cho

= [I:!r-lt & [F L]

= To minimize
the Rishan

The File tab

The [File] tab is known as 'Backstage view' in Office 2010, and is the place
for all email management tasks. It contains commands for opening, saving
and closing your documents. It also contains tabs to manage all the actions
that need to be carried out for documents, such as printing, sharing and
protecting them.
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The Quick Access toolbar

The Quick Access toolbar is intended to display the commands you use most
frequently. By default, it displays the [Save]. [Undo] and [Redo],

[Previous Item] and [Next ltem] buttons. You can customize the toolbar, in
order to add to it commands that you use regularly. These commands will
then be permanently on display, regardless of which Ribbon tab you have
selected.

Customize the Quick Access toolbar
« Click the drop down arrow to the right of the Quick Access toolbar
o Toview a list of the most common buttons that you may wish to add
o The buttons that are currently displayed on the Quick Access toolbar
will have a tick to their left
« Click a button that is not currently displayed
o To put a tick to the left of this button
- To display it in the Quick Access toolbar
« Click a button that is currently displayed
= To remove the tick from the left of this button
o« Toremove it from the Quick Access toolbar

Customize Quick Access Toolbar
Print

Save As i

v | Send/Receive All Folders i

Updake Folder |

Back |

Forward I

Delete |

W Unde |

Empty Deleted Rems i

| Find a Contact

More Commands,. 1

Show Below the Ribbon




If you wish to add further commands that are not shown in this list, the

[More Commands. .. ] button will open the Editor Options dialog box at the
Customize the Quick Access Toolbar screen. From here, you can select any
Outlook commands to add to the Quick Access toolbar.

g camarint tha theck Arceer T eotiar

The Quick Access toolbar drop down button also has the option to
[Show Below the Ribbon], in order to display the Quick Access toolbar below
the Ribbon.



Exercise 1 Open Microsoft Outlook

« From the Task Bar at the bottom of the screen, click the [Start] bution
« Select [All Programs] [Microsoft Office] [Microsoft Office Outlook]

o Microsoft Outlook will open

« Outlook may log on to your ISP to send and receive e-mails

Exercise 2 View the Inbox contents

e If necessary, at the bottom of the ==

Navigation pane, select [Mail]
s To view your Mail folders

+ In the Mavigation pane, click [Inbox]

.~ Inbox .
o Toview the Inbox in the right window

s To see a list of your current e-mails

= If the Reading pane is open, you will see part of the currently selected

e-mail at the bottom, or on the right, of the screen

Identify an e-mail as read, unread

All your e-mails will have an icon to the left of the e-mail details. The icon
indicates whether you have read the e-mail; and whether you have replied to
it or forwarded it:

An unread e-mail | !
|

Unread e-mails appear in bold type

An e-mail you have read = |
Read e-mails appear in normal type
An e-mail you have read and replied to Il i * \

An e-mail you have read and forwarded " |



Exercise 3 Open an e-mail

This Exercise will view one of the e-mails in your Inbox.

B = |
» Ensure the Inbox is selected in the Navigation Pane : ] Inbox
Either
+ Double click the e-mail you wish to read
Or

» Select the e-mail and press [Enter] on the keyboard

o Toopen this e-mail in a new window
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» The message header will show the following information:
s Who the e-mail is [From]
o The date the e-mail was [Sent]
= [To] whom the e-mail was sent
= Who received a [Cc] (carbon copy) - and [Bec] (blind carbon) if you
are the [Bce] recipient
o The [Subject] of the e-mail

» Use the scroll bar or [Page Up] [Page Down] keys on the keyboard
o To move through the document as you read it



Close an e-mail

» Press the [Close] button at the top right of the window !-m-@-@ﬂ@
o To finish reading the e-mail

a To close the e-mail window
o Toreturn to the Inbox



Exercise 4 Create an e-mail

This Exercise and the following one will create and send an e-mail.

« Ensure the Inbox is selected in the Navigation pane
« Ribbon [Home] [New], click the [New E-mail] button =
2 A new ‘Untitled’ e-mail window opens Wtk i

Enter an e-mail address

« Inthe [To:] field, type the full e-mail address of the recipient
The address must be absolutely comect, or the e-mail will not be delivered
to the recipient. On a netwaork, this can be an internal address for one of
yvour colleagues, as set up by the system administrator, or an external
address for a recipient elsewhere.

Hrainer Bith aining. plus com

Either

+ Press the [Tab] key on the keyboard

Or

» Click in the [Cc:] field
o Tomove to the [Ce:] field

= |If relevant, enter the e-mail addresses of those recipients who should
receive a copy of the e-mail

= If you enter more than one e-mail address in any field, separate each
address with a comma (,) or a semicolon (;), followed by a space

« If relevant, in the [Bec] field, enter the e-mail addresses of any recipients
who should receive a blind copy of the e-mail
o If the Bee field is not shown, and you need it, Ribbon

[Options] [Show Fields] — click the [Bee] button, to add it to [ E—'I

the message header : I



Enter a title in the Subject field

« Move to the [Subject] field
« Type the subject of your message

The Subject field will be shown in the Inbox when the recipient receives

your e-mail. Using a short, accurate description ensures that your

recipient will be aware of what your message is about and, hopefully, will

read your e-mail sooner rather than later.

« Move to the message window

=

o

To begin typing the text of the message

To access the formatting buttons on the Ribbon

Until the message window is selected, the formatting groups are
greyed out and, therefore, unavailable

* Type the message text

E-mails should be kept brief — long e-mails will take longer to send, and

are less likely to be read.

= The buttons within the various tabs of the Ribbon can be used to format

the text with tools such as:

Q

L&)

o

Font

Size

Bold, italic and underline

Colour changes

Layout

Bullets

Indents

lllustrations (including ClipArt and other drawing objects)

Alltfrough text formatting can be used to good effect in emails, be
aware that some e-mail recipients cannot view formatted text,
because of the structure of their e-mail system. Itermns such as those
listed above would not be seen by these recipients.

Mixed, rather than upper, case should be used for text, as upper case
is seen as shouting on the Internet.
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Exercise 5 Send an e-mail

« Click the [Send] button to the left of the message header
o If you are working online, this will immediately send the
message to the recipient
a  |f you are not currently online, this will move the message

to your Outbox




Exercise 6 Additional functionality when creating an e-mail

This Exercise will show you some of the features available when creating
e-mails,

It is possible to copy text from other sources, and other emails, into e-mails
you are creating, thus eliminating the need to retype text that already exists
electronically. In this Exercise, you will copy text from a Microsoft Word
document into the e-mail.

You will save a draft of your e-mail, enabling you to complete and send i
later. You will also spell check the completed message, before amending its
priority to 'low’ or ‘high’, so that the recipient will know how urgent it is when

they receive it.

« Ribbon [Home] [New], click [New E-mail] ]J
s To begin a new e-mail Newe

E-mail |

Use the address book to enter e-mail addresses

E-mail addresses can be selected from your address book — which contains
all the entries in your Contacts, rather than being typed in when you are
composing your message.

* At the left of the [To:] field, click the [To...] button ‘Eﬂ

= The Select Names dialog box opens

» Scroll through the names and select the first recipient of your message
If you type the initial letter of the recipient’s name in the [Search] field,
contacts beginning with this letter will be displayed at the fop of the
names field

# Click the [To -=] button

= To add this e-mail address to the [Message recipients:] field



Select the e-mail address of the next contact to receive this e-mail

Click either [To: -=], [Cc: -=] or [Bee: -=] at the bottom of the dialog box

= 10 add this contact to the appropriate field

= Double clicking an entry will enter it info whichever recipient field is
currently highlighted at the bottom of the dialog box

Continue in this way until all required recipients have been added to the

appropriate fields

Click [OK]

= Toclose the Select Names dialog box

o Toretumn to the e-mail you are composing

o Toautomatically enter the recipients’ name(s) in the appropriate fields
When entered from the address book, the contact's name (as stored
in Contacts), rather than their e-mail address, will be entered into the
header fields of your message.
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If you wish to view the e-mail address for any of the contacts you have
entered, move the mouse over the contact's name

e Toview the Contact Card, containing the name and e-mail address of
the contact

Type a subject for your e-mail



Copy text from another source

This will insert into the e-mail you are composing, some text from a Microsoft
Word document contained within your exercise files. The same process can
be used to cut or copy and paste, text from any files you have access to.

If you do not have access to Microsoft Word on your PC, open a document
you do have access to. Use the procedure below to copy and paste text from
that document into your e-mail.

* Leave the e-mail you are composing open on screen

« At the bottom left of the screen, select [Start] [All Programs] [Microsoft
Office] [Microsoft Office Word]
o Toopen Microsoft Word

« Ribbon [File] click the [Open] button I &5 Open
o loopen the Open dialog box

» MNavigate through the drives and folders in your filing system and select
your exercise file location

= From the list of folders in your exercise file location, double click
[Module 7]

= In the [Module 7] folder, select the document called “Minutes of Meeting”

= Click [Open]
o o bring the document onto the screen
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Minutes of meeting held last Thuisday
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= Under Point 3, highlight the sentence beginning “The meeting arranged
for Friday morning..."

* Ribbon [Home] [Clipboard] — click the [Copy] button
= To copy this sentence to the Windows clipboard

Paste the copied sentence into your e-mail
= From the Taskbar, click the e-mail you are composing
= To bring this window to the front of the screen
* Ensure the insertion point is at the right place in the message window
N

= Ribbon [Message] [Clipboard] — click the [Paste] button | j

= To pasle the copied sentence into your e-mail message | P



L ® [ e ——— =]
= —— . e N T st L B i igh
. - e - A e P imles ai
M bl -, i 93l
TR S L R bl =l e et o
I:rni'.mﬂm-.ll

it | Hewmirs o Lieem. Cn-Liiieng
Tl SHSE SRR R PN —
R

| |- = ChE)

'l-i_.l.

[ ——

Close the Microsoft Word document

¢« From the Taskbar, click the Microsoft Word document
o  To bring this document to the front of the screen

* Click the [Close] button at the top right on the title bar
o To close both this document and Microsoft Word




Save a draft of an e-mail

It is possible to save a draft of a message you are creating, so that you can
complete and send the message later. Any message saved in this way, will
be kept in the Drafts folder.

= If necessary, select the e-mail you are currently creating from the Taskbar
o Toopen this message on screen

Either

+ Ribbon [File] — click the [Sawve] button i Save
o To save the message to the Drafts folder

Or

» [Close] the email message without sending it

o To see a message asking if you wish to save the changes to the
document

« Click [Yes]

o To save the message to the Drafts folder

| !-'_‘n Outicok b autooaboolly saved o dralt of he resssge, Do o want o keep 17
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To finish creating a message that is in the Drafts folder, and in order to
practise some more of the functionality of Outlook:

* In the navigation pane, select the [Drafis] folder

« Open the partially completed e-mail from this felder



Use a spell-checking tool

It is important to spell check all e-mails before sending them, to ensure their

accuracy. The spell checker will highlight misspelled/unknown words, as well
as repeated words.

= Click at the beginning of the message

« Ribbon [Review] [Proofing] — click the [Spelling] button w .

= The Spelling and Grammar dialog box opens
: || Speing
o If there are no spelling errors in your e-mail, the message | -
“The spelling check is complete” will be displayed on screen.

The spell check will go through each word in the body of the message,
suggesting replacements if it does not recognise a word

« For each word, choose as follows:
o [lgnore Oncel/[lgnore All] to leave the word/all instances of the word
as it is in your message
s [Change)/[Change All] to select one of the suggested changes
= [Add to Dictionary] to add the word to your dictionary for future use
o [AutoCorrect] to automatically correct this mistake in the future
= Tick the [Check grammar] field, to check the grammar as well as the
spelling
« |f a word is repeated - this will be shown, along with the option to delete
the repeated word

¢ Once the spelling check is complete, click [OK]
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Select message priority

Messages can be sent with Normal, High or Low Importance, to indicate to
the recipient how urgent they are.

A high priority message will appear in the Inbox with an exclamation mark to
its left.
A low priority message will appear in the Inbox with a down arrow to its left

If you do not select a priority, messages will be sent with Normal Importance.

From within the message
= Ribbon [Message] [Tags] — click the
[High Importance] or the [Low Importance] button

¥ High Importance

1

3 LowImportance

o Tochange the priority of the message
o  To highlight the selected button in the [Options] group

« [Send] the message =1



Exercise 7 Practice

» Create and send 2 more e-mails, using the following features that have

just been covered:

= Type in e-mail addresses

o Pick up e-mail addresses from the address book
e Format the e-mail text

o Spell check the e-mail

o Amend the priority of the e-mail

o Send the e-mail



Exercise 8 Insert a file attachment

A copy of any file you can access on your PC can be senl as an e-mail
attachment. In this exercise, you will send a message to yourself, containing
an attachment, which is stored with your exercise files.

« Create a new e-mail

» Type your e-mail address in the [To] field
« Fill in the [Subject] field

« Click in the message window

« Type the text of your message

« Ribbon [Message] [Include] — click the [Attach File] button . Q
o Toopen the Insert File window |

o Toview your filing system | File
« Select your exercise files location
« Within the exercise files location, select [Module 7]
« Select the file named [Minutes of Meeting]
 Click [Insert]
o To add an [Attached:] field under the [Subject] field in the e-mail
o Toshow this file in the [Attached:] field
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s To attach further files to this e-mail, follow the above process for each
attachment. All attachments will be shown in the [Attached:] field




= Click the [Send] button to the left of the message header

= Tosend the e-mail to yourself

You will need te know:
Remove a file attachment
To remove the attachmen?t from the e-mail before sending it:
» Click the attachment in the [Attached:] field
»  FPress the [Delete] key on the keyboard
o The attachment will be removed from the [Attackhed:] field

i Right click:

B[ Zrmove]



Exercise 9 Use the reply function

it is possible to reply to an e-mail by selecting it within the Inbox. or by
opening it in its own window. Either way, the [Reply] and [Reply to All]
buttons will be available.

« The [Reply] button | %
= Will reply only to the sender of the e-mail o —w

Reply Reply
&l

» The [Reply to All] button
o Will reply to the sender
= and will send a copy of your reply to everyone who was copied [Cc]| in
the original e-mail
o  but will not send a copy to anyone who received a blind copy [Bec] of
the original e-mail

Either, with the e-mail selected in the Inbox:

« Ribbon [Home] [Respond] — click the [Reply] or [Reply to All] button

Or, with the e-mail open on screen:

Ribbon [Message] [Respond] — click the [Reply] or [Reply All] button

= A message reply window will open, with the [To] and [Subject] fields
filled in, along with the [Cc] field if you have chosen [Reply All]. The
subject will be preceded by the letters “RE: "

o The original message will probably be shown in the Reply window
= Ensure thal the cursor is flashing at the top left of the Reply window
(If not, click at top left)
* Type your reply
= Toinsert your reply text above the original message
The original message will move down to make space as you lype

« Click the [Send] button to the left of the message header ‘——‘
o To send the reply

Send
s |f your nﬂginal message Is still open on screen, [CIGEE] it
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Exercise 10 Forward an e-mail

It is possible to forward an e-mail by selecting it within the Inbox, or by
opening it in its own window. Either way, the [Forward] button will be

available,

Either, with the e-mail selected in the Inbox:
« Ribbon [Home] [Respond] - click the [Forward] button

Or, with the e-mail open on screen:

» Ribbon [Message] [Respond] - click the [Forward] button
= Toopen a Forward message window containing the original message
- To see the original subject in the [Subject] field, preceded by the
letters "FW: "

« Fill in the [To] and [Cc] fields as required
« Click at the top left of the Forward window, above the original message
e Type the forwarding text

« Click the [Send] button to the left of the message header
o Tosend the e-mail
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= Look in the Inbox at the icons showing which messages have been
replied to and forwarded



Exercise 11 Save a file attachment

In a previous Exercise, you sent yourself an e-mail containing an attachment.
This e-mail and attachment will now be used to demonstrate working with
attachments. You will save the attachment to a location in your filing system,
and will open the attachment on screen.

Be aware that attachments you receive can contain viruses. Ensure
that your virus protection software is kept up-to-date, so that it can deal
with the latest viruses. It is not advisable to open attachments from
unrecognised recipients

« Check whether the e-mail you sent yourself containing the attachment is
shown in the Inbox

» [If the e-mail has not arrived yet, [Ribbon] Home] | %
| -
[Send/Receive] — click the [Send/Receive All Folders] —
Send/Haceiye
button | All Folders |

o Tosend any messages in your QOutbox
=« To receive any incoming messages

Sometimes, it takes a while for messages to be received from the service
provider; therefore it may be necessary lo press [Send/Receive] several
times before the message arrives in your Inbox

Any messages with attachments will be shown with a paperclip in the
Attachment column to next to the message details.

| Jo Trainer =
Minkes of Chiss Club Mesting. (8 )|
4 Jo Trainer Whed 135:54
HomEW ok
) Chris Learner 13/12/2010
Minutes of Meeting 1
|

{ ‘i Chiis Learnas 13/12/2010
| Chess Club Mesating




Double click your message with the attachment
= To open that message

o Tosee the [Altach:] field in the header, giving details of the
attachment
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Save the attachment

The file will be saved from within the e-mail. Once you have opened the file,
it is also possible to save it within the software application you are using to
view it.

= Right click the attachment Breview
o To open the quick menu of options available for i i::: e :
this attachment B osave
*+ Select [Save As] from the guick menu %;' i
o Toopen the Save Attachment dialog box 43 Loy
» In the currently selected [File name:] field, type an . » ¥

appropriate name for the document
= Navigate through the drives and folders within your filing system
o 10 selecl a suitable location in which to save the document
e Click the [Save] button
o To save the file in the selected folder
o To save the document with no link to the attachment you were sent
with your e-mail
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Open the attachment

You can preview the attachment in your message window, or open it in the

programme with which it was created.

To preview the attachment in the message window:
» Select the attachment
o To preview the file

You may see a message about only previewing files from trustworthy

Sources

To open the attachment in Microsoft Word:

* Double click the attachment - .
| Right clich:

o Toopen the attachment in its original format on screen | = [Open)

Once the attachment has been opened, the full functionality of the software
program, in which you are editing it, is available to you. Conseguently, you
can make and save any changes you require here. There is no link between

your document and the original, held by the person who sent it to you.

—;—T‘— You may like fo know:
y 8

If yvou are sent an attachment in a format that is not recognised on your PC, a
draleg bax will cpen asking yvou to select the program with which fo apen this
attachment. If vou have appropriate software, select this. If not, you will not

be able to open this attachment at this time.



—xercise 12 Preview, print a message

slthough e-mail helps to cut down on the amount of paper we need to use,

here are times when it is helpful or necessary to print out e-mail messages.

t is possible to print an e-mail by selecting it within the Inbox, or by opening it

n its own window. Either way, the [Print] button will be available.

’review a message

t is useful to preview messages before printing them, to ensure that they will

print successfully.

With an e-mail selected in the Inbox, or open on screen:

Ribbon [File] = click the [Print] button

s Toopen the Print dialog box

= To preview the e-mail on screen

At the bottom of the dialog box, use the left and right arrows

s To move between the pages of the document

{1 ofl »
s o see how the document would currently print out
At the bottom right of the dialog box, use the size buttons
o To adjust how many pages are shown at a time in the T =
, Errl
preview




Print a message

In the Printer section of the Print dialog box:
= Select the appropriate printer from the drop down list

If you need to amend printing options, such as number of copies, or which
pages to print:
* Click the [Print Options] button
o To view the options available when printing in Qutlook
= Ensure [Number of pages:] is set to [All]
The alternative is to print Even or Odd pages
= Use the arrows to the right of [Number of copies:]
o To select how many copies of the e-mail you wish to print
= In the Page range section, select [All]
o To print the entire e-mail
= To print particular page ranges, type these ranges in the [Pages] field
The text beneath this field explains the format to enter page ranges into
the field
= Any attachments can be printed on the default printer by ticking the
[Print attached files] field

Either:
e Click the [Print] button from within the Print options box
Or
= Click the [Print] button in the Print dialog box
o To print the e-mail with the currently selected print options
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Exercise 13 Enhancing productivity

This Exercise will teach you how to customise Outlock and your e-mails, to
work more efficiently

Reply with, without original message

When replying to an e-mail, the original e-mail usually appears at the bottom
of the reply window. It is possible to amend the setup of Microsoft Outlook so

that it does not include the original message when replying.

= Ribbon [File] click the [Options] button
= To open the Options dialog box

:] Options

= |n the left pane, select [Mail]
= To view the options for the Mail section
= Scroll down to the Replies and forwards section
Click the drop down arrow to the right of the [When replying to a
message] field
= 10 see the options available for the original message text when
replying to a message
« Select the option you wish to use for your messages
= Click [OK]
o lo close the Outlook options dialog box
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Vou may like te know:

To omit the original message from just your current e-mail, without amending

the setup for future e-mails, simply highlight and delete the original message

within the reply window before sending the message.

Flag an e-mail

Messages can be flagged from within the Inbox or when they are open on

screen.

Either, with the message selected in your Inbox:
*» Ribbon [Home] [Tags] — click the [Follow Up] button
Or, with the message open on screen:
» Ribbon [Message] [Tags] — click the [Follow Up] button
o lToview the follow up options
Either
+ Select one of the follow up date options
o To indicate that you wish to follow up this message
by this date
Or
e Click the [Add Reminder] option
= To open the Custom dialog box, in order to set a
reminder for this item
 Click [OK]
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o To close the Custom dialog box once you have set the reminder

L‘uslnm

folow LD, wou Can mark the to-do item

‘T Blag fo:

Start dete: | 24 Febeiany 2011

Folow i

e

W&mam&mmtfmmmmm hfter you
complete,

] [&] &

4

Pue dat=: | 24 Feboosry 2011
1 e
| o Beminder;
22 Februsry 2011 =] w0

e




A flagged message will have a flag in the Flag column in the Inbox

Amange By: Date Mewest on top —
4 Jo Trainer Fri14/D1 @
Minutes of Chess Club Meeting &+ @

—d Jo Trainer Wed 1201
Hamawarl

ge Chris Learner 1322010
Minutes of Meeting L=k

i Chris Learner 131 3/2010
=i Club Mesgling

= (Click the flag
= 10 mark it complete

Remove a flag mark from an e-mail

Either, with the message selected in the Inbox:

= Right click the flag and select [Clear Flag]
Or, with the message open on screen:

= Ribbon [Message] [Tags] — click the [Follow Up] button ¥ Follow Up -
and select [Clear Flag]
= To remove the flag from the message




mdars an €-mai as unredqa, read

Unread messages appear in bold type, with a closed envelope icon. Read
messages appear in normal type, with an open envelope icon. The status of
messages can be amended, so that a read message appears to be unread,
and vice versa.

Mark a message as unread

* In the Inbox, click once on the message you have read

o Toselect that message

* Ribbon [Home] [Tags] — click the [Unread/Read] button Right click:
o 10 put the message in bold type e
= Tochange the icon to a closed envelope

If you have replied to or forwarded the message, the icon will not

change, although the text will be put in bold

Mark a message as read

e In the Inbox, click once on the message you wish to amend

o To select that message
 Ribbon [ Home] [Tags] — click the [Unread/Read] button e
ight elick:
= To put the message in normal type » [Mark as Read|

o o change the icon to an open envelope



Add, remove message inbox headings

It is possible to amend the headings displayed in the Inbox, such as Sender,
Subject, Date received.

« Ribbon [ View] [Current View] — click the [View Settings] button

o To view the Advanced View Settings dialog box for the current view
e« Click the [Columns...] button

s To view the Show Columns dialog box

o The columns currently displayed in your Inbox are in the right pane
o The columns available are in the left pane

e Select a column in the left pane and click the [Add->] button | [_Add> |
o Toadd this column to the Inbox

 Select a column in the right pane and click the i-_HRHmuEﬂ
[<-Remove] button

o Toremove this column from the Inbox

e Select a column in the right pane and click the | Movelp | | r-h:wnrm _]|
[Move Up] or [Move Down] buttons
o To alter the order of the headings in the Inbox
Columns at the fop of the pane will be at the left of the Inbox
o Click [OK]
o To close the Show Columns dialog box
« Click [OK]

- To close the Advanced View Settings dialog box
= Toview your amended Inbox headings
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Exercise 14 Use available Help functions

 Click the [Microsoft Outlook Help] button at the right of the Ribbon E
. To view the Qutiook Help dialog box
o If your computer is online, you will view Office Online help, in addition
to the help contained with the Outlook program

- [F1]

View a help topic

The Help dialog box opens with a selection of topics.
» Click one of the topics
o Toview sub-menus of help available concerning the topic you have
selected
« Click a sub-menu
= Toview sub-categories of help concerning the sub-menu you have
selected
= Select further sub-categories, as relevant
o Until you view the help text for the topic you have selected
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Some of words in the help text may be In a different colour

Click these words

o Toview an explanation of the words

Click the words again
o 10 hide their explanation

Click [+ Show All] at the top of a help topic
o Toview all the explanations in this topic

Once you have shown all the explanations for a topic, click [- Hide All]

o 10 hide the explanations




ne Help Toolbar burTons

The following buttons are displayed across the top of the Help dialog box:

e —

« [Back]
= Go back to the previous screen
= [Forward]
= Return to the screen you were viewing before you clicked [Back]
« [Stop]
s Stop a help page uploading to the Help dialog box
» [Refresh]
- Refresh an online help page with the latest information available
« [Home]
s Return to the initial Help screen
o« [Print]
= Open the Print dialog box, in order to print all or part of the current
Help topic
+ [Change Font Size]
o Make the font size in the Help dialog box larger or smaller
» [Show Table of Contents]
- View the Help Table of Contents to the left of the Help dialog box
= When the Table of Contents is showing, the icon will change to an
open book. Click this, to hide the Table of Contents
* [Keep on Top]
- Toggle between keeping the Help dialog box on top of your Outlook
screen, whilst you are working, and not keeping it on top



Table of Contents

The Table of Contents contains headings for the complete Help manual.

« |fthe Table of Contents is not showing, click the E
[Show Table of Contents] button at the top of the Help dialog box
o Toview the Table of Contents to the left of the Help dialog box

» Select one of the headings with a book icon to its left
o To view the help topics available for that heading

» GSelect a help topic with a question mark to its left

o Toview the help text for that topic
14“ - . = A diwm, - - o B

i = L | i Ll R it BN o i g |
Timte o E ikl PPk e ettt ot
o w "3 I
e 1 xR Bl oy
| L b B R P B o e e o T

Erfrtung mizemed weids Gueesd g

- SaN1Fj 285y =l Chpinmi [T
= Wariirp v 3 ST TR
= * pSuny Seor

Bl nrm MO mpimaicrs

¥ —y = Sl L
- Crumde

S
Lt vy ey
e ———

pafhicE 2 oy

A TMebrirs Sworewds | wdaypre | ma gpha

Erpty I oF fonwand an e-mdll maseags

et LE- et i L B T Fi\.‘-* L e R Y 1 Pl AN
L e a AR L L T TRTR T

|| g S o i
H Sirdlily $MHT W ST8 B S8 4 S g e ormabiy e o enn el

i s st e ([

“r n - D O Al ey i e kv e TR Es

T ST SN e L TR R P o s pedm i B
T

f Pl Wil i fweeree B Yoo ol Bod SmE b TG EEl |

| | row i v el e Lhia sl I
e pere By el mI0 |

| s i g !
NG | S A O 5 i Hl"ﬂhl' b the serider o gthsr FOTIRETINE |

| =5-9Hl--llr—-l-lun_1-h—ﬁr
ke e S 0. YA LR R g e LT TP T PP TSt —" P ——

i 'ETF:'*H“T'_I Pl by dmonse e Ty el CeFres Toa 00 BB BT dme
; S e ¥

* Click the [Hide Table of Contents] button Ly
= Toclose the Table of Contents to the left of the Help dialog box




Search

The Search field is below the toolbar buttons.
= Type the name of the help topic you wish to view and press [Enter]
o Toview a list of the help topics that match the text you entered into
the Search field
= Select the most appropriate entry from the list
o Toview the help text for that topic
= Click the [Back] button on the toolbar
o Toreturn to the list of help topics
o To be able to select a different topic from the list
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Context-sensitive help

The [Help] button appears at the top right of dialog boxes,
= Click the [Help] button in a dialog box

= 1o view help on topics specifically relating to that dialog box



Exercise 15 Close an e-mail application

When you have finished working with Outlook, it is good practice to close the
program, so that it does not impact unnecessarly on your computer's
perfonmance.

« Ribbon [File] = click the [Exit] buttan B Eat |
o  Toclose Oulloak. i

Egvigorg ghorizuf:
o [As] -+ [F4]

Aematively, cicking the [Clese] button at the top right of
the screen will close Outlook.

¥
i



Example 6 - E-mail management

This Example will show you how to manage your e-mails within Microsoft
Outloock.

You will look for e-mails by searching and sorting within the Inbox.

After this, you will create additional e-mail folders and move existing e-mails
to these folders.

You will learn how to delete e-mails from your Inbox folders into the Deleted
ltems folder, and restore them to the Inbox. You will also learn how to empty
the Deleted Items folder, to permanently remove e-mails from Outlook.

You will work with your Contacts folder, to add and delete contacts; and will
create a distribution list, to ease sending e-mails to lists of contacts.



Exercise 1 Look for e-mails

This Exercise will show you how to search for e-mails by selected criteria,
and how to sort your e-mails.

Search for an e-mail

This will search for a message in your Inbox, containing the text you type in
the Search field.

s Select your Inbox
= Toview the messages in your Inbox
* Inthe Search field at the top of the Inbox, type some text that you know is
in one of your e-mails
o As you type, Outlook will probably begin searching for e-mails
containing this text

Search Inbox (Cirl=E =

= If Outlook does not begin searching, press the [Search] button 0O

o To search for e-mails containing this text

= Any messages meeting the search criteria will be displayed in the
Inbox (Search Results) window

‘meeting _ T I
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o Tradmeel | 1L i0E Fri 1401 \
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@; You may like to know:
%
' Scope of search
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—earch by specitic Tielas

= Ribbon [Search] [Refine] — click one of the buttons in the Refine group
and type an appropriate word or phrase for this field in the Search field
s 10 filler the search based on this particular field
s  Your search criteria will be displayed in the Search field

* Click more of the buttons in the Refine group and type words or phrases
related to these fields
s  If you wish to add further search fields

e

|=| Q “ 2 Thiz Week ~ ¥ Flagged
= 5___-, Sent To = ¥ Importanmt
From Subject Has Categorized
Attachments . =4 Unread 4P More *

Refine
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e Click the [Close Search] button to the right of the Search field
o To remove the search results from the folder pane
o To see all your e-mails in the folder pane



Sort e-mails

» Ensure your Inbox is selected
= Ribbon [View] [Arrangement] — click the down arrow to the right of the
group of arrangement icons
- Toview the fields the Inbox can currently be sorted by
= Select [From]
= To sort the e-mails in the Inbox by sender
= Select other icons, such as [Subject], [Size] or [Date]
= To sort the e-mails in the Inbox by the selected field

| |1ﬂ- l. o n - - - —
Sab Date ! From Wi To
m_ 3
IS Catagories ¥ Fiag Start Date ¥ Flag: Dye Date
~rrangemeant

ﬂ?{ You may like to know:
. The Inbox can alse be sorted using the column headings. The procedure To
follow depends on the lavout of your Outlook window.

It your Inbox header is similar fo this:

h Inbon (Clri=E e
I Arrange By: Date Mewest on top i
«  Click the [Arrange By:] heading ——
o Te view the fields to sort by
o Click the heading to the right of the [Arrange By:] column
o Toreverse the order of the e-mails according to their sort field
I¥ vour Inbox header is similar to this:
[ ——r — P
! ¥ Y i) From fubjed Received |Size  Categornes WV

e Click the header of the column you wish to sort by
e Click the same column header again

o To reverse the order of the e-mails according to this column




Exercise 2 Work with e-mail folders

In order to organise your messages and make it easier to keep track of them,
it is possible to create as many mail folders as you require. Messages can
then be moved from the Inbox into a relevant folder,

Messages in folders can be sorted into different orders — for example, by
name of sender, subject of message, date message received, whether or not

messages have attachments.

It is also possible to search either your current folder or all folders to find a

particular message.

Create an e-mail folder

» |n the Navigation pane, select the Inbox
* Ribbon [Folder] [New] — click the [New Folder ] button o g
o To open the Create New Folder dialog box it
ge [Mew Falder., ]
* In the [Name:] field, type “Training” - ————
o  To name your new folder
* Inthe [Select where to place the folder:] field, ensure that the highlight is
on [Inbox]
o So that your new folder will be created as a subfolder of the Inbox
» Click [OK]
= To create your new folder as a subfolder of the Inbox

o To view your new folder in the folder list

*» Repeat the above procedure to create another new subfolder within the
inbox
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You may like to know:

IF vou cannot see the subfolders underneath your Inbox, click the white
triangle to the left of the Inbox. This will list the subfolders. When the
subfolders are showing, clicking on the black triangle to the left of the Inbox

hides the subfolders.

Delete an e-mail folder

When you choose to delete an e- mail folder, the folder is deleted and its
contents are moved to the Deleted ltems folder. Working with the Deleted
Items folder will be covered later in this Module.

= |nthe Navigation pane, select the folder you wish to delete
« Ribbon [Folder] [Actions] — click the [Delete folder] button | 4 pejste Folder

o Toview a message asking if you wish to delete the
folder and move its contents to the Deleted Items folder

Microiar ODuslack 000 ] e L ,_:r 3
I

l Erp prgmare you wand W oelede the Blds “Traeing " sng move s af e conbents i the Deletesd i Pokder 7 i
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| Right elick:
« Click [Yes], if you wish to delete the folder « [Delete Folder]

« Click [No], if you do not wish to delete the folder T



Move e-mails to an e-mail folder

+ |n the Navigation pane, select the Inbox

+ Select one of the messages in your Inbox

e —

« Ribbon [Home] Move] — click the [Move] button | -

o Toview a list of your most recently used folders | ;ﬁ

If the [Training] folder is shown in this list:
« Select the [Training] folder
o To move the selected message to the [Training] folder

Right click
» [Mizve]
If the [Training folder is not shown: !—_
« Click the [Other folder...] button iy |
o To view the Move ltems dialog box e,

« In the Move Items dialog box, select the [Training] folder
* Click [OK]

s To move the selected message to the Training folder
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« In the Navigation pane, select the Training folder
o To see that the message has been moved here



Exercise 3 Deleted items

This Exercise will work with the Deleted ltems folder.

VWhen a message is deleted, it is moved to the Deleted Items folder. Iltems

can be restored from the Deleted ltems folder.

The Deleted ltems folder should be regularly emptied, as items in this folder
take up space in your filing system.

Delete an e-mail

When an e-mail message is no longer required, it should be deleted, in order

to keep the Inbox (and other mail folders) manageable and up-to-date.

It is possible to delete a message by selecting it within its folder, or by
opening it in its own window. Either way, the [Delete] bution will be available
in the Delete group on the Ribban.

With the message selected in its folder x

» Ribbon [Home] [Delete] — click the [Delete] button o
EIELE

With the message open in its own window: |

» Ribbon [Message] [Delete] — click the [Delete] button

o o move the selected message to the Deleted Items folder

Restore a deleted e-mail

« [n the Navigation pane, select the Deleted Items folder

« Select the message you wish to restore

» Ribbon [Home] Move] — click the [Move] button 'y
= Toview a list of your most recently used folders o

s Select a folder from the list, or click [Other folder...] and selecta
folder from the Move ltems dialog box
= 1o move the selected message to the [Training] folder
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Empty the deleted items folder

The option to [Empty "Deleted Iltems" Folder] will only be available if there is
at least one item in the Deleted ltems folder.

= |n the Navigation pane, select the Deleted ltems folder
+ Ribbon [Folder] [Clean Up] — click the [Empty Folder] button
o A warning message may appear, fo confirm that you wish to delete
the items from this folder. If so, click [Yes], to permanently delete the
contents of the Deleted ltems folder
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Exercise 4 Contacts

Your Contacts folder contains entries for all your individual contacts, as well
as any contact groups you have created.

For each contact, you can save e-mail addresses, as well as a lot of business
and personal information about each individual.

A contact group contains a number of individual contacts to whom you
regularly send e-mails. This avoids the need to individually select each
member of the group each time you are sending an e-mail to this list of
contacts.

Your Contacts folder is usually the main address book for Outlook. When
your address book is opened to add recipients to an e-mail, any contact
groups you have created, and all Contacts who have e-mail addresses, will
be displayed within the Address Book.

View contacts

* In the Navigation pane, click the E_I B
[Contacts] button '
o To view your contacts and contact groups

————

——— rr e = |

"EIL"




ACdQ a conTacT

This will add a contact to your Contacts folder.

e Rbbon [Home] [New] — click [New Contact] button 3:1
s Toopen an Untitled - Contact window e

= Type the contact's name in the [Full Name.. ] field b

e Inturn, press [Tab] on the keyboard to move to and complete the
[Company] and [Job title:] fields as relevant

= Continue through the fields in the dialog box, entering any fields you

require
» Ribbon [Contact] [Actions] — click the [Save & Close] button ' H
= To add this Contact to your Contacts folder | save &
(B
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Delete contact details from an address book

« Select the contact you wish to delete —‘
* Ribbon [Home] [Delete] — click the [Delete] button x

Crelet
s Todelete this contact from the address book i



Update an address book from incoming e-mail

Contacts can also be added from e-mails you have received.

In the Navigation pane, ensure your Mail is I ) wait
selected —
+= [n the Navigation pane, select your Inbox

e Click one of the messages in your Inbox
* In the Reading pane, move the pointer over the Sender's name and right
click
= From the quick menu, select [Add to Outlook Contacts]
o Toopena Contact dialog box containing the name and e-mail
address of the Sender

[ X

Capy

EE |
—_I'I
.
—_— —
(:_E Add to Qutlook Cﬂnlatts____.
L

Look Up Qutlook Contact
Coptad Card

o Complete any further fields, as required
o Click [Save & Close]

Save B

= To add this contact to your Contacts folder Close




Create a distribution list

In Outlook, a distribution list is known as a Contact Group. A contact group
contains the names of a list of contacls to whom you regularly send the same
e-mails. When you need to send an e-mail to a list of contacts contained
within a contact group, you enter the contact group name in the [To:] field,
rather than entering the individual contacts’ names.

« In the Navigation pane, select Contacts

= Ribbon [Home] [New] — click the [New Contact Group] button | ga |
= Toopen an Untitled — Contact Group window Iew contact |
Group |

* In the [Name:] field, type a meaningful name for your list

-
Wi e o iy B iy By oy




Add group members

Existing contacts can be added to a group from your Contacts folder. A new
member can be added to the group; or a new member can be added to the

group and also to your Contacts folder.

Add an existing contact
« Ribbon [Contact Group] [Members] — click the [Add % i B2 5
Ak J s

Members] button

= Toview a sub-menu of options
+ Select [From Outlook Contacts]
= Toview the Select Members: Contacts dialog box
Either
« |In turn, double click each contact you wish to add to the group
Or
e In turn, click each contact
« Click [Members->]
= To add the selected contact to the Members group
« Click [OK] at the bottom of the Select Members: Contacts dialog box
o o add the members to the group
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Ribbon [Contact Group] [Members] — click the 51.4 _- P _‘a'

[Add Members] button and select [New E-mail Wi i e E-"|
" e
= To open the Add New Member dialog box {: 3 |

Fill in the details for this Contact
Tick the [Add to Contacts] field
o If you wish to add this member to your Contacts

Click [OK] e =
= 1o add this Contact to Yyour group | —3’-'3 ::__
Evwinne = [ ompmme |

Pl by | LSk ik I bt iy e [

i Candacin
| |
omplete the group
b |
Ribbon [Contact Group] [Actions] = click the [Save & Close] |
e
button ;I\'-;E:q. |

e Toadd this new contact group to your Contacts

au may like to know:

Vhen you send an e-mail to a contact group, the name of the group will appear
r vour [To:] field, but the individual contacts’ names, as stored in your
ontacts, will appear when the mail is received by the recipients.

f you click the [+] sign fo the left of the contact group name in the [To.] field,
he group recipients will be displayed in the [To:] field, instead of the group.



Update a contact group

When updating a contact group, new members can be added and members
can be removed from the group.

Add a group member
* |In your Contacts folder, double click the relevant group
o 1o open the contact group
e Ribbon [Contact Group] [Members] - as you did when creating | &3, 1

the group, use the [Add Members] button ‘ add
Nembers = |

s Toadd members to the contact group

« Ribbon [Contact Group] [Actions] - click the [Save and Close] button
o 1o save the contact group with the amended members

Remove a group member

When you remove a member from a contact group, this does not affect their
entry in your Contacts folder.

+ |In Contacts, double click the relevant group
o To open the contact group
« Select the member to be removed | &E |
* Ribbon [Contact Group] [Members] — click the [Remove Member] i
kit | Memb er |
o Toremove this contact from the group
+ Ribbon [Contact Group] [Actions] — click the [Save and Close] button
o To save the contact group with the amended members

Ensure that you do not click the [Delete Group] button in the [Actions] group
by mistake — as this will delete the entire distribution list!



Exercise 5 Close an e-mail application

When you have finished working with Outiook, It is good practice 1o close the
program, so that it does not impact unnecessarly on your computer's

performance.

» Ribbon [File] - click the [Exit] button 5 it
o Toclose Ouliook.

| Eaybeard gharizest: :
|-Lm|+:ﬂ1 I

Altematively. clicking the [Close] button at the top right of E_E@
the screen will close Outlook.



