Basic Computer Terms used in this Guide

Using your mouse (eg. is for a right handed RIGHT click — press here.
Person):

LEFT click — press here. —
Usually one press is a click. Sometimes you
need to press, hold it down and DRAG
something across from one window to
another

CURSOR — This is the arrow SCROLL- Your mouse may
that follows where you are have a wheel that you can
pointing your mouse. use to move the screen

display up or down.
The cursor will change \
L\\\ when you are hovering
over a field that you can {I_Tj
enter text in or an image

or box you can selectand “”
move

ENTER —Some
keyboards have
more than one,
but they do the
same thing. Some
keyboards call it
RETURN.




Basic Internet functions and terms

There are a number of programs that are used to access the Internet. The 2 most
common ones are CHROME (which is a ‘Google’ product), and INTERNET EXPLORER
(which is a ‘Microsoft’ product). They are identified with the following icons:

Chrome ‘. Internet Explorer (IE) fQ

Each work the same way, but operate a little differently when you need to set up
shortcuts or do any other maintenance work.

An internet page address is called a ‘URL’ (Uniform This is called the ‘address
Resource Locator) bar"’.
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Bookmarks or Favourites

A BOOKMARK or a FAVOURITE is a term used when you save a web address so you
can access it at any time.

Saved bookmarks are usually displayed at the top of your Internet program screen,
but you may need to set this up to see it
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With the Bookmark bar showing (Chrome)

With no Bookmark bar showing (Chrome)
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Setting it up to display will depend on whether you are using Chrome or Internet
Explorer



Bookmarks or Favourites - Chrome
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T ﬁ\ In Chrome, select the Tools button

New window Ctrl+

SEARCH... f = New incognito windew  Ctrl+Shift=
ENRICH YOUR LIFf == : lick ‘Bookmarks’
Downloads Ctrl+) C IC BOO a r S
Bockmark this page... Ctrl+D Bookmarks 3 I
_ _ Zoom - 100% o2
|58 Show bookmarks bar Ctrl+Shift=B . ¢ ’
Then Click ‘Show bookmarks b
~pe Bockmark manager Ctrl+Shift+C Cast e n IC OW OO a r S a r
A ast..
Import bookmarks and settings... -
Find... Ctri+F
Facebook More tools 3
Google Images
Edit Cut Copy Paste
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Exit Ctrl+Shift=Q

Your Bookmarks should now be
displayed
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Bookmarks or Favourites - Chrome

To save a bookmark in Chrome, go to the webpage you want to keep a
shortcut to, then LEFT CLICK the star icon
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Angela Home Find Friends

The NAME Field will be highlighted for you to give
it a different name if you wish.

; Bookmark
Marme: | Free Local Classifieds Ads from all over Aus |

Folder. Bookmarks bar

The FOLDER field will indicate where it will be
saved to. Use the ‘DROP DOWN’ (click the down
arrow), to display the options you have to save it.

Remaove

To get your bookmarks on all your devices,
sign in to Chrome,

Click ‘Bookmarks bar’, and the click Done



Bookmarks or Favourites - Chrome

Your new bookmark should now be on the bookmarks bar

New Tab
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Any time you want to revisit that bookmark, simply LEFT CLICK on it and the
website will be displayed

There are only so many bookmarks you can display on the bar. If you have too

many, you will see >> at the end of your bookmark bar. Click on >> to display those
bookmarks.

You can also set up folders for your bookmarks rather than having them on the

bookmarks bar. Follow the options you have when you select the Star icon to save
the bookmark.

To delete a bookmark, RIGHT CLICK on it, and select ‘Delete’
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| ] RIGHT CLICK at the top of the IE
Command Bar
nternet explorer Manage History Status bar Wi n d OW
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Click ‘Favourites bar’

Trend Micro Security Toolbar

Your Favourites should now be
displayed
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Bookmarks or Favourites — Internet Explorer A

To save a favourite in IE, go to the webpage you want to keep a shortcut to,

then CLICK the star icon
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RIGHT CLICK on it and

LEFT CLICK on the There are only so many favourites you can display
option you want

on the bar. If you have too many, you will see >> at
-‘L the end of your favourites bar. Click on >> to
g@y,’ — display those favourites.
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K rather than having them on the favourites bar.
New ol Follow the options you have when you select the
\ Star icon to save the favourite.
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Cache, Cookies and Browsing History

Webpages will automatically save data in the memory of your internet program.

Sometimes, this is because you have agreed to save your password or name/address
details which websites will then use and default/display that data for you to save
you having to retype things.

Sometimes this memory gets full and you may experience slow performance when
browsing around the internet or sometimes pages will not display correctly. If you
opt for websites to save passwords etc., you should also know how to control this,
and know how to clear out the data to make your internet browsing quicker.



Clearing the Cache - Chrome

(e |

/ In Chrome, select the Tools button

hvon Australia [l Favourites ™ My Drive - Google [ Latitude] New tab

New window

SEARCH... f =

Mew incognito window  Ctr

ENRICH YOUR LIFE  ooumess

Then ‘More tools’

Bookmarks
Then ‘Clear b ing data’
Get Involved News Contact Us . e n e a r rOWS | n g ata
nint...
Cast...
Find...
Save page as. Ctrl+5 Mare tools
Add to desktop.. . .
Edit Copy Paste Clear browsing data X
Clear browsing data...  Ctrl+Shift=Del X
Evtensi Settings
t — .
snsiens Help » Clear the following items from  the beginnilg of time -
Task manager Sh
Exit Ctrl+Shift+Q Browsing history
Developer tools Ctrl+Shift+ 3,407 items

Download history
None

Cached images and files
366 MB

O
O

Cookies and other site data
This will sign you out of most websites

Passwords
124 passwords

Autofill form data
5 addresses, 3,189 other suggestions

Hosted app data
2 apps (Cloud Print, Web Store)

Media licenses
You may lose access to premium content from some sites

CANCEL CLEAR BROWSING DATA

@ Some settings that may reflect browsing habits will not be cleared. Learn
maore

O O O o o



Clearing the Cache — Internet Explorer

P :
Lﬂ%< In Internet Explorer, select the Settings

Print » button

File 4

Zoom (100%) 3
:b search
Safety 3

anage History Then llnternet OptiOﬂS'

Add site to Start menu
H Facebod View downloads Ctrl+)

Manage add-ons

© F12 Developer Tocls Then Settings under ‘Browsing History’
Go to pinned sites

T Compatibility View settings then delete
Internet Options M ] ‘

L
N

Report website problems

DATING Internet OptiOI"IS General |Secur|ty | Privacy I Content I Connections | Programs I Advancedl
About Internet Explorer Home page Delete Browsing History S5
l/? To create home page tabs, type each address on its own line.
U http://go.microsaft.com/fwlink/p,/7Linkld=619797&p  » D Preserve Favorites website Hata
4 Keep cookies and temporary Intgrnet files that enable your favorite
websites to retain preferences afjd display faster.
[ Use current ] [ Use default ] [ Use new tab |

Startup Temporary Internet files and website files
©) Start with tabs from the last session Si:iiie;gofwebpages, images, andimedia that are saved for faster
@ Start with home page '

Cookies and website data

Tabs Files or databases stored on your fomputer by websites to save

Change how webpages are displayed in tabs. preferences or improve website pefformance.

Browsing history D History
List of websites you have visited.

Delete temporary files, history, cookies, saved passwords, and w
form information.

) ) [ pownload History
Delete brow: histor it
[C]pelete browsing history on exd List of files you have downloaded.

[ Delete... J [ Settings ]
Appearance D Form data
Saved information that you have typled into forms,

Colors ] [ Languages ] [ Fonts ] [ Accessibility ]
[ Passwords
Saved passwords that are automaticgly filled in when you sign in
[ oK ] [ Cancel ] [ Apply ] to & website you've previously visited)

[7] Tracking Protection, ActiveX Filtdring and Do Not Track
A list of websites exduded from filtering, data used by Tracking
Protection to detect where sites might putomatically be sharing details
about your visit, and exceptions to Dwtﬁad{ requests.

About deleting browsing history [ Delete ] [ Cancel ]
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