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“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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! During the duration of the Revelstoke Adult LiteyaDutreach Project, | continued in on my positisrthe
program coordinator of the Volunteer Literacy TutgrProgram.

4




1 %! & & $

% 3 & &
% ) $
& 5
(
% 7
&0 $ < =%
/ < =& (
& & % ) &'
(0 < = &
& % & $
5 % & &
$ 11 &$
% O &
& ( 1 &
%
$ & $
1 & $ &
% & <$ 1 =&
$
% E $ % F
& $
%
0 &
$ & B
$ %
@% & $ B
$ %
7%

%

% There are many different definitions of literacyhis project defines literacy as “how people ustiend and use
information. It is how they read, write, and usentners and communication technology (computers, ghiax,
email, internet). People communicate and use irdidion with every group of people they meet: at watkhome,
and in their community.” (Definition from the NWHiteracy Council) As such, we feel the term “laey skills” as
encompasses the nine essential skills — readingdegument use, numeracy, writing, oral commuigoatworking
with others, thinking skills, computer use and amndus learning- outlined by Human Resource andaboc
Development Canada. For more information abowgetskills, please see:
http://www.hrsdc.gc.ca/en/hip/hrp/essential_sléksential _skills_index.shtml

A




8% G 1
%

>% $ &
%
& $ $
&
$ 7996 :
/0 &0
$ &
% 0 &0
$ %
%
) O &
&
&
$
$
% $ (
% +
0
2 &! &
$
B %:;
0%
5 I %
! Jo;t 10# ! & 1
%
$ % )
<
$
)0! # &
% &'# &S8; &0
<
I & %79;% ) $
0 &
$ $ %)
< =% &$
$ (

&

799H%

7996% &

%

C+ $

&

% :

& & &$
&
| &% (
(/

&% &' # T4

%




$ %

&& )

_— i~~~ ~—

%

:2) # & @4,

% 3 &

J
%=": & @81
% 1
# $ &
%
&
$
#
$ %
%

® When talking to potential participants and wheweatising an event, | deliberately shied away frasing the term
“literacy”. It has been my experience that peapke more likely to take part in an event or worksbo project if
the focus in learning and what skills they will gaather than on literacy which implies a skillSicie
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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.




Searching the Internet

Subject Page

What is the Internet

How to Open the Internet Explorer
Layout of a Web Page

How to Search the Internet

Using Google

Moving Around a Web Page

Toolbar commands

© © N o g Bk~ Dd PR

Tools for Web Searches
10. Dealing with Pop Up Ads

11. Glossary of Computer Terms

10
12
15
16
17
20
21
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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
guick 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 ..




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:

a index - Microsoft Internet Explorer

=13l x|
Fie Edt View Favorites Tools Help | i
Q- © - 1A B B Owes Jyom B0 o - M Golc- | O
Address |@ http: fwww.geodties, com/saralensann/ j Gn
2ly | WwaEoO! ceociTiEs
e Welco ,J _
Revelstoke Senior
- - . - -
Citizens' Association
& [ [ [ [ap meemet i

1!&51341' | @ = ] (0] * | O] mbox-Migosoft...| || Seniors Website ... |[&] index - Microso... |3 C1\Documents an...| 8] miro to the Inter.. | [ [0 =] @ @RI B 10:50aM

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

You can change the home page on your personal computer.

>/



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 )

e £ B <

My Computer Internet FreePrimePD.., FileFormatC,..
Explorer va.0

» 2
!
My Documents  Micosoft  TALSSBCjun...

Office Outl...

T M

My Network Picasa2
Place

e 4l

Recyde Bin  Adobe Reader
7.0

Current ABE
DB

I
nd.‘
Microsoft Computer
Office W... Literacy

istart| | @ ] W] (0] > | | O] inbox - Microsoft Qutiook | &1 Okaniagan Callege -Mir... |[#] Intro to the Internet ..

2. Click once on the Start button. A menu should come up.
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Simone Paimer

g Ty 3. Now find Internet icon on the Start

& Internet Explorer

menu. Move your mouse over the
Internet icon so that it becomes selected .
Click once to open the Internet.

L
.

= 5! My Computer
@ Microsoft Office Word 2003

Q My Network Places

L) -
Student Database (=] TV P

B e soee o 4. Now the Internet should open to the

[58] roor e 005 | @y SetProsram Acmse Senior’'s Centre home page.

Lg Calculator ejcomectlo s

@ I\Z‘Icilcurgsoftofﬁce PowerPaint ‘::é LSRR
9) Help and Support
$lmn If you have problems doing this, ask the
Sl Instructor for help.

e — b |_ ZHE:::rantagE Productivity

@ Log Off @| Shut Down

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 é

ATEPT

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

Title bar
Menu bar

4
>
Tool bar [ 2
>

Address bar

a Google - Microsoft Internet Explorer == ﬂ
Fle Edit View Favorites Tools Help | &
- . P = T ™ = = = ;
0= 0 NG = e Ol s AR el § owe
Address I@ http: ffwww . google.ca/ ﬂ Go

Web Images Groups

Google

Mews Maps

iGoogle | Sign in j‘

Canada

Scholar more »

Google Search I

I'm Feeling Lucky |

Advanced Search
Preferences
Language Tools

1. Title Bar

Search: ' theweb O pages from Canada

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 .

a Google - Microsoft Internet Explorer
—> .
Clicking
on each of the items (File, Edit, View,
Favorites, Tools, and Help) will drop
down a menu that contains.

Edit View Fawvorites

Tools

Help

a Google - Microsoft Internet Explorer

File Edit Tools Help

Mew (3
Ctrl+0

View Favorites

Open...
Edit with Microsoft Office Word
Save ChrH+-5

Save As...

Page Setup...
Print...
Print Preview...

Ctrl+P

>t

Send *
Import and Export. ..

Properties
Work Offline
Cloze




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.

@Back - \ﬂ Ig ;| | j“ll Search ili_r:.’:Favnrites {‘"

32w JE D ‘Gnuglei(}v

4. The Address Toolbar

| Address Iﬂj http: /fwww.google.ca/

The Address toolbar shows the address of the website you are viewing.
A web address is typically composed of four parts :

>



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. WWwW
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)




Practice Exercise

What is the Senior’'s Centre web address?

http://

*A Web Address is also known as a URL

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.
4. Then press Enter on the keyboard or click on the word Go on

Enter the following address: www.theweathernetwork.com

the right side of the Address Bar.
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You should see a screen like this one

Help

File Edit View Favorites Tools

; The Weather Network - Your Source for Weather Forecasts and Current Conditions - Microsoft Internet Explorer

Qe - - [x] [B]

) seweh 5 cravontes 4| - Ll - | E

| Coogle ||Clrrevelstoke weathe

Address [&] http: /fwww. theweathemetwork.com/

CITY weearatd

[sercn T

Wednesday, 5 Dec 2007 |

Data Attribution
N Alberts

Home | Site Map | Contact Us | Help /

A

your emsil

Earn AIR MILES eward miles

_ WeatherCen
“e_mber? Sign in.

.Weather H British Columbia
Watches and A Menitobe
Warnings O bew Brunswick
Weather Maps A Newfoundland / O
Satellite & Radar Labrader
Maph W Horthwest Termitories [m]
Lightning Maps HH tiove Scotic )
[ D Hunavis it

¥ - EA Ontario i
RISt s Ny Wl Princs Egward
Weather Cameras . Island
Conversions Ol Cucbec — When you coll
Sun, Moon and I Saskstchewsn
Seasons 3 vukon @ reward m
Snow Report ; choice

[—

12i5/2007 1314 EST

Travel

Attractions

Flight Tracker Top Searched Cities [+ FESTECRIS 3 Ctiawa, ON BN Thunder Bay, ON
Airport Forecast HX Caigary, AB EH Hamilton, ON ¥ Quében City, OC ¥ Toronto, OM
Travel EH Charististown, PEl B London, ON X Regins, 5K B Vancouver, BC

Il Egmonton, AB

Information A Moncton, NB 3 Saskstoon, SK EA victoris, BC

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!)

/3 Google - Microsoft Internet Explorer
File Edit WView Favorites Tools Help

@Back > ﬂ ﬂ ;\||/'7 ) search T_'_‘.-\‘T;"Favonbes &—&(| - 7 ] - - ﬁ E

Address |@'_I http: {fwww.google.caf

jGo

iGoogle | Sign in :I‘

Google

Canada

Web Images Groups News Maps Scholar more »
Advanced

Google Search I I'm Feeling Lucky |

Search: © the web  pages from Canada

Google.ca offered in: Frangais

Advertising Programs - Business Solutions - About Google - Go to Google.com

Make Google Your Homepages!

©2007 Gozgle
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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.

a senior centres - Google Search - Microsoft Internet Explorer A=) jl
File Edit WView Favorites Tools Help | .

o
@Back i \ﬂ IELI /' Search ‘:'}( Favorites {:‘§| Ty '-5 - __.| ﬁ E ‘GDUS[C v () settings=

Address |@j http:/fwww.google.cafsearch?hl=en&g=senior +centresBmeta= j Go

-

Signin =
Web Images Groups MNews WMaps Scholar more »

GOL)S[e Isenlorcentres Search | 4dvenced Szarch

Search- @ the web " pages from Canada

Web esults 1- 10 of about 250,000 fer@.ﬁ seconds)
Ontario Senior Centres Listing Ponsored Links

Listing of Senior Centres in Ontario, Canada. Includes addresses phone numbers

www _senioryears com/seniorcentres-Ont html - 32k - Cached - Similar pages Meet Senior Friends
Find mature pals near you
[ oA Sentor Centres Ly Join now for free.
Listing of Senior Centres in Canada. Includes addresses, phone numbers and more when www. SeniorFriendFinder.com
possible.
www senioryears.com/seniorcentres_html - 17k - Cached - Similar pages Nursing Home Jobs
[ More results from www senioryears.com ] Help wanted! Search jobs in care G
facilities, nursing homes & more.
City OF SUITey - COmMmuUnIy RecTealion aces - senior centres - www_hcareers.ca
Senior Centres - Cloverdale Seniors - Fleetwood Seniors - Guildford Seniors ... Participating .
in your community centre is a great way to keep active. Seniors Canada
www._surrey.ca/.. /Recreation+Senices+and+Places/ Seniors links directory
Community+Recreation+Places/Senior+Centres/ - 40k - Cached - Similar pages View helpful links for Seniors

www.seniors.ca

Senior Centres

Information on senior centres in Coquitlam and Port Moody; including programs, semnvices,
locations, contact numbers.

tcpeer.citysoup.cal/Senior+Centres/ - 18k - Cached - Similar pages

Ottawa Senior Centres

Senior Centres and Drop-in Centres in the Ottawa Area. The Senior Centres provide many
senvices to seniors in their area and are a good place to find out ..
www_ottawaseniors.com/links/browse_php?cat=5 - 31k - Cached —S.m:w pages

Information London - Seniors
Social services information in London, Ontario. Including a senvices directory, meal calendars 4|

) FT T ®neme
ﬂ_ssmrt| | @ [=] @] (5] > | [O] mbox -Maosoft ou... | B tntro to the Tnteret.. | nﬂ_]mmﬁtq Micraso... | [ senior centres - G... 5] Mirosoft Excel - Hou.. | « B 1nisam

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.




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.

6. You should see another screen

/7 Canadian Senior Centres Listing - Microsoft Internet Explorer =k
Fie Edt View Favorites Tools Help | a

Qo - © - 1) B (] Do Loromam @] 3 2 - I oG i | @it

Address |@ hittp: {fwww.senioryears. com fseniorcentres, himl k

T

. .

anadian ¥

M Senior 3 Vears |

Choose the province you are interested in:
Senior Centres in Alberta

Senior Centres in British Columbia

Senior Centres in Ontario

Senior Centres in Manitoba

Scroll Bar

Senior Centres in Nova Scotia

Senior Centres and Clubs in P.E.I

Seniors Centres in Calgary 2
Seniors Centres and clubs in Calgary, listed by Genealogy

area. From the Calgary Community Network
Association. M

Home/Garden T
[T T[4 mternet Z

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.
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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! | 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.

] Google - Muurosoft Internet Explorer =
Fle Edt View Favorites Tools Help |
- ) e S . AFeT R & = / :
@BEA_J T \ﬂ RELI .l\| ‘ P | Search . Favorites %E‘ e il - _l ﬁ @ CD.JSIE' '@Sethr

Address |’g Mtq:l:,f,fv\-w\.\'.google‘caf j

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
Iﬂ Stop stops a webpage from loading

2 refresh | reloads a page. Useful when the page
appears frozen or stuck
 Home takes you back to your home page.

B Search 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

= 7 Favorites

[

— Print

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.
NI NG LT L N R IR e R e st ] g e ] e i S || ——EE
Addr@htﬁ::ﬂwww.epimnous.comf I d d 50

[

#/ rtead - subscribe read « subseribe

video

site map

christmas

the ultimate
christmas
guide
MAKE YOUR SPIRITS
BRIGHT WITH DELICIOUS

MENUS & RECIPES,
GIFTS & TREATS »

!ents =-mail address | |

znd Mobile Terms and Conditions

ENTER YOUR VIDEC IN

epicurious Holiday

Mot & member? To save, fate,
and share recipss

video contest

= T e No Purchass Necassary
dg@® O O Ok

= ADVERTISING

[ ] L d .
D) . el
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Recipes &Menus ~ | Adicles&Guides ~ | Communify v | resources ]
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signin i ey
= ﬁ F’. R&Cim Flash: get weekly recipes & food features
. |

i Tasting Notes: receive monthly wine reviews & news
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onstituts to its User Ag . Privacy Policy,

(GET STARTED »
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San Francisco Chef Creates Winter

the epi-log: latest blog posts december 11, 2007 b -
5| - /T

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.

4t
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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.

7 Google - Microsoft Internet Explorer

Flle Edit View Favori ites  Tools Help
@Eack il T ﬂ IEL‘ ;\‘ ‘ /:“Sear:h \\_"‘T‘L(I'Favonbes {f&| e ] - - ﬁ E |GGJg|E |Gl

Address |f§k http: ffwww.google.ca/

Google

Canada

Web |mages Groups Mews Maps Scholar more »

Google Search I I'm Feeling Lucky I

Search: ' the web & pages from Canada

Google ca offered in: Francais

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.

Try it Now
Type Shakespeare sonnets into the blank box.

How many results did you get?

Now try typing “Shakespeare sonnets”.

Use the + symbol (it means and) or and

AND or + means "l 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 London + Big Ben into the Google search engine.

How many results did you get?




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

i| Phaser 8400

Color Printer

You can add AOL’ for Broadband to any |j
high-speed cable or DSL connectionl” |

‘Works with and enhances kny basic
high-speed connection
Built-In protection for you and your family
Thee bast on-dermand and exclusive
programming online

45 B

T Ticklet 1 wnd Prraonaity Tests - ickbecomys T Ol

Take this free test!

Workfs Tnstest color jarinter
For undor U000 =0,

$999 s

This Week's 7
on the Interne
Released APRIL 14

Song

of coffee,

* Scionce Proves |t Dnnkng Causes
» Teen Gils Beware: Papular Boys Do THIS
® Logk \What Was Feund in
B | » Strange Space Dbject Mystery Despans
=1 »Did You Ses What Bush Dared o Wear?
I Youw Gob This E-Nil Scam, Dalele I

CheapCanbbesn cf

Stang Ayge Cave

wekn.con - Micrenft Imdernnt Enpharer

Rates are at Hist

| =
ﬁ @ Get cas
s your b
3] 55

‘l') HomeLeanCenter.com

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. | 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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To change to

Mail Classic
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.

This is the subject line. It

tells what your email is about

\

This is who the email is from|

This is who the emaiil is to

(your address)

This is the body (where you
write your letter)
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Send

A 2 $!

This is the body of the email

Hi
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N How to Save A Webpage to My Favorites
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