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1 During the duration of the Revelstoke Adult Literacy Outreach Project, I continued in on my position as the 
program coordinator of the Volunteer Literacy Tutoring Program.   

“Literacies are built-in…built-in to the people relations and how work actually gets 
done, not bolted-on as a skills or activity separated from people, work and power.” 
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2 There are many different definitions of  literacy.  This project defines literacy as “how people understand and use 
information. It is how they read, write, and use numbers and communication technology (computers, phone, fax, 
email, internet). People communicate and use information with every group of people they meet: at work, at home, 
and in their community.”  (Definition from the NWT Literacy Council)  As such, we feel the term “literacy skills” as 
encompasses the nine essential skills – reading text, document use, numeracy, writing, oral communication, working 
with others, thinking skills, computer use and continuous learning- outlined by Human Resource and Social 
Development Canada.  For more information about these skills, please see:  
http://www.hrsdc.gc.ca/en/hip/hrp/essential_skills/essential_skills_index.shtml  
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3 When talking to potential participants and when advertising an event, I deliberately shied away from using the term 
“literacy”.  It has been my experience that people are more likely to take part in an event or workshop or project if 
the focus in learning and what skills they will gain rather than on literacy which implies a skills deficit.  
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Internet Basics  
 

Welcome to the course.  There will be two instructors, George and Simone, 
to help you.  Feel free to ask questions.   
 

 

 

To be comfortable using the Internet you will need to first be comfortable 
using a mouse.  You should know how to: 
 

·  double click 
·  move your mouse where you want it to go 
·  click and drag items 
 
If you don’t feel comfortable doing this, don’t worry help is available.  
Ask George or Simone to get the mouse exercise program for you.  

 
At the end of this tutorial, you will be able to: 

·  Open the Internet 
·  Know the different parts of a web page 
·  Understand how toolbars and menus work  
·  Move around a Web site 
·  Use Google to do a simple search 

 
Please feel free to come back to the Senior’s Centre to practice your skills. 
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Searching the Internet 
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What is the Internet?  

The Internet  is a network of computers spanning the 
globe.  
 
Often called the World  Wide Web, the Internet provides a 
quick and easy exchange of information. 

What is an Internet Browser?  

An Internet Browser  is a software program that enables you to view Web 
pages on your computer. Browsers connect computers to the Internet, and 
allow people to “surf the Web.” 
Internet  Explorer  is one of the browsers most commonly used. There are 

other browsers available as well, including Netscape .  

 

The computers in the Senior’s Centre use Internet  Explorer.  

 

 

 

 

 

This is the icon for Netscape  This is the icon for Internet Explorer. 

Web Sites  

A site or area on the World Wide Web that is accessed by its own Internet 
address is called a Web site .  
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Web Page 

A web page is like a page in a book.  Websites often have several pages 
that you can access by clicking on links.  A Web site can be a collection of 
related Web pages . Each Web site contains a home page  and may also 
contain additional pages.  

Different computers will have different home pages.  Here at the Senior’s 
Centre the home page is set to:____________________.   

 

 

 

 

 

 

 

 

 

 

 

 

You will see this page whenever you open the Internet Explorer.   

You can change the home page on your personal computer.  
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Opening the program – Internet Explorer  
 
There are two ways to start the Internet Explorer  program. We will try 
both: 
 
The Long Route – Through the Start Menu 
 
1. Go to the Start button on the bottom right corner of your desktop.  (See 

the picture )  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click once on the Start  button.  A menu should come up.   
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3. Now find Internet icon on the Start 
menu.  Move your mouse over the 
Internet icon so that it becomes selected .  
Click once  to open the Internet.  
 

4. Now the Internet should open to the 
Senior’s Centre home page. 

 

 

If you have problems doing this, ask the 
Instructor for help. 
 
 

 

 

The Short Route – Double Click on the Internet Expl orer Icon 

 

1. Go to your desktop screen.  Find the Internet Explorer Icon. 
 

2. Double click  on the icon   
 

 

The Internet Explorer program should open. The first page you see is the 
Senior’s Centre home page. 

Now you know two ways to open the Internet!  It is good to know both as 
sometimes the Internet Explorer is not found on the desktop. 
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Let ‘s look at the layout of a Web Page : 

 

 

 

 

1. Title Bar 

The name of the Web site or title of the page you are viewing is found 
on the top left hand corner of your screen. This Title Bar  does not 
take you anywhere, but it always lets you know where you are.  
What does the title bar on the Senior’s Centre home page say? 
________________________________________________ 

2. Menu Bar 

Underneath the Title Bar are other bars that can be used for moving 
around the Internet. One of the most useful bars is the Menu Bar .  
 
 
 
Clicking 
on each of the items (File, Edit, View, 
Favorites, Tools, and Help) will drop 
down a menu that contains. 
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Have a look at the options in each menu. Some will be similar to Microsoft 
Word; others will be specific to working online.  
 
Practice Exercise 
Find the following menus. The first one is done for you.  
 
Menu Command 
File Print 
 Add a Favourite 
 Internet Options 
 Select All 
 Work Offline 
 Toolbars 
 
 
 

3. Tool Bar  

The toolbar contains icons with short cuts for commands for surfing 
the net. We will look at what the tool bar does once we start surfing 
the net.  

 

 

4. The Address Toolbar  

The Address  toolbar  shows the address of the website you are viewing.    
A web address is typically composed of four parts :  
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For example, the address http://www.google.ca is made up of the 
following areas: 

1. http://  
This Web server uses Hypertext Transfer Protocol (HTTP). This is the 
most common protocol on the Internet.  

2. www  
This site is on the World Wide Web.  

3. google  
The Web server and site maintainer.  

4. ca  
This tells us it is a site in Canada.  

 
Endings of web pages tells us a bit about the page. Some common endings 
to web addresses are: 

·  com  (commercial)  

·  edu (educational institution)  

·  gov  (government)     (in Canada, gc is the extension for 
government.) 

·  net  (network)  

·  org  (organization)  

 

You might also see addresses that add a country code as the last part of 
the address such as:  

·  ca (Canada)  

·  uk (United Kingdom)  

·  fr  (France)  

·  us (United States of America)  

·  au (Australia) 
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Practice Exercise 
What is the Senior’s Centre web address? 

http://________________________________ 

 

 

 

How to Search the Internet 

There are a number of ways to get to a website: 

1.  Typing the address 

If you know the address of a page you want to visit, type the URL in 
the Address  Bar .  

 
Practice Exercise 

1. Go to the address  bar. Click once to highlight the address. (It 
should turn blue). 

2. Hit the Delete key on your keyboard. 
3. Enter the following address:  www.theweathernetwork.com  
4. Then press Enter  on the keyboard or  click on the word Go on 

the right side of the Address  Bar . 

 
 
 
 
 
 
 
 
 
 
 
 

*A Web Address is also known as a URL 
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You should see a screen like this one 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
To find out Revelstoke’s weather go to the City Search box. 
 
In the box where it says “Enter city”, type Revelstoke  and hit the Enter  
key on your keyboard. 
 
This will open a new page that tells you about Revelstoke’s weather. 
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2. Search the Internet  

If you don’t know the address of the webpage, but want to learn more about 
a topic or find a particular website, you will need to do a search. 
There are several handy search engines out there that will locate 
information for you.  Two of the mostly commonly used are: 

·  www.google.com   
·  www.yahoo.com  

Today we will use Google.  We will do a keyword search .  This is where 
you put the topic that you are searching for into a search engine.  
Practice Exercise 

1. Type www.google.ca into the address  bar.  

(www.google.ca is a Canadian version of the search engine.  
www.google.com will search US sites first) 

2. Hit the Enter  key or Go on the toolbar. (These keys are like the gas 
pedal on a car, if you don’t hit them, you won’t move to the page you 
want.) 

You should see the following webpage.  (If you spell Google wrong, you will 
go to another web page!) 
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3. Now you will want to enter your topic in the blank box.  Click on the 
box and type senior centres.    

4. Hit the Enter or Go. 

Google will give you a list of all the sites it has found. 

 

Google says it has found 250,000 web pages related to senior centres! 

Each site listed is a link to a webpage.  Here Google will show 10 of the 
sites it has found per page.  

5. Click once on the link that says “Canadian Senior Centres Listing.  
Hit the Enter or Go key. 
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6. You should see another screen 

 

Each of the underline parts contains a link to another webpage. 

7. Pick any link, click on it.  You should go to a new page. 

Notice that when you put your mouse on the blue underlined part, it turns 
to a hand .  This tells you that there is a link  to another page.  This helps  
you figure out what is a link and what is not. 

 

Scroll Bar 



 

4A� ���������	
��
�����
���

���
�����	����
�����
����� 
��
������� 


 

Moving Around on the Webpage  

Sometimes there is more information on the webpage than what can fit 
on your computer screen.  There are three ways  to move up & down a 
page.  Give each one a quick try. 

1. Roll the little ball on your mouse.  
2. Use the arrow  keys  on your 

keyboard.  You can also use the Pg 
Up and PgDn keys. (Ask an 
instructor to show you where these 
are) 

3. Use the scroll bar  (see the picture).  
You will have to click and drag your 
mouse. 

 

Help! I Want to Go Back to a Page!  

There is an easy way to go back to a previous page.   
1. Go to your toolbar  
2. Hit the Back  button.  This will take you to the last page you visited.  
 

 
The Back  Icon  keeps a list of the last  nine  Web sites  you have visited 
during the current session. 
 
 A session  is the time  period  from when you open or start your browser 
program to when you close it. 
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Other Toolbar commands 
 

Icon  What is It Does  

 
stops a webpage from loading 

 
reloads a page.  Useful when the page 
appears frozen or stuck 

 
takes you back to your home page. 
 

 
Takes you to a search engine. 
 

 
Allows you to save a webpage address so 
you don’t have to look for it when you want 
to visit that page again. 

 
Prints a copy of the webpage 

 
 
Practice Exercise – Another web search 

1. Go back to the Google  home page using the Back Icon or type  
www.google.ca. 

2. Now type in the word Epicurious  in the search field.   
3. Find the Epicurious Web page  (www.epicurious.com ) on the list of 

search results.  
4. Click on the Epicurious  Web link.  You should be directed to the 

Epicurious Web site. This is a free recipe web site.  

On this website you can find recipes, print recipes, set up a recipe box, 
get monthly newsletters and shop.   
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5. This website has its own search engine built in.  Find the recipe 
search  field and type in a recipe (e.g. chocolate cake). Press Enter.  
Click on a recipe title that looks interesting.  You will be directed to a 
recipe.   

 

6. Scroll down to the bottom of the page to read the reviews by people 
who have tried the recipe.  It usually only shows the first three 
reviews. To read more reviews click on the More Reviews  link.  

 
Refining Your Web Searches 
You noticed in the practice activity where you searched for Senior Centres, 
Google came up with a huge number of web pages.  Luckily, there are 
some ways to limit your searches so you can find the information you need 
faster and with less effort. 
 
In the next few pages we will learn some more ways to do Internet 
searches. 
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A  Few Tips and Tools for Web Surfing 

A. Limit your search to Canadian sites only .  This is helpful if you are 
looking for specific Canadian information. 

To Do This: 

1. Go to www.google.ca  
2. Select the pages from Canada  option by clicking on the circle. 

 
 
 

 
 
 

 
 

 

 

3. Enter your search topic and hit enter  or go. 

(you will get some US sites, but using this tool does narrow your search) 
 

B. Use phrases  

We have learned how to do a keyword search.  The best way to do a 
keyword search is using a phrase.  Phrases are combinations of two or 
more words that must be found in the documents you're searching for in 
the EXACT order shown.��
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There are two ways to do this: 

·  Use quotation marks  when typing in a topic. E.g.  “ Shakespeare 
sonnets” This tells Google to search for all pages with those two 
words in that order. 

 

·  Use the + symbol  (it means and) or and  

AND or + means "I want only documents that contain both/all words." 
For example, the search "London" AND "Big Ben" would return only 
documents that contained all two keywords or phrases.  
 

Try it Now 
Type Shakespeare sonnets into the blank box.  
 
How many results did you get?______________ 
 
Now try typing “Shakespeare sonnets”. 
  
How many results did you get?______________ 

Try it Now 
Type London + Big Ben into the Google search engine.  
 
How many results did you get?______________ 
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 Those Annoying Pop Up Ads 
Often pesky little window called pop up ads  will appear when you go to 
certain web sites.  This a form of advertising 

 
 

Picture from 
http://en.wikipedia
.org/wiki/Image:P

op-up_ads.jpg 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
The best thing to do is to close these ads by clicking on the X in the top 
right hand corner.   

 

 

 

Congratulations!   
You have reached the end of the lesson.  I hope you have enjoyed it.  
Please ask questions if something was not clear to you and come back 
to practice your new skills 
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This is the  body (where you 

write your letter) 

This is the subject line.  It 

tells what your email is about 

This is who the email is from. 

This is who the email is to 

(your address) 
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