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Rights, Copyrights, Trade & Service Marks

Copyright © 2015 Adult Life Training, Inc. All rights reserved worldwide.

The “We Recycle Lives” slogan, “Heart in Chasing Arrows” symbol, and “Basic Training in Com-
puter Science” are trademarks of Adult Life Training, Inc. Other trademarks are the property of their respec-
tive owners. For use information please contact customer service, Adult Life Training, Incorporated, at: in-
fo@alt-fw.org.

Copyrights, trademarks, and service marks may be claimed by various entities. By way of example,
but not by way of limitation, the word “Windows” when used in reference to a computer program is claimed
by Microsoft Corporation. Sun Microsystems and other entities might also claim rights in one way or the
other. We are not in a legal position to know with certainty who really owns what, with the exception of our
own marks and copy, and representations made in materials shipped with programs referenced herein. It is
our best and sincere intention to give proper credit to all to whom credit is due.

LibreOffice is community-driven and developed software, and is a project of the not-for-profit orga-
nization, The Document Foundation. It is developed by users who, just like you, believe in the principles of
Free Software and in sharing their work with the world in non-restrictive ways. At the core of these princi-
ples are the four essential freedoms and the tenets of The Document Foundation's Next Decade Manifesto
can be read at https://www.documentfoundation.org/assets/tdf/pdf/tdf_manifesto.pdf.

Microsoft Office is a copyrighted work owned by Microsoft Corporation.

Linux is a copyrighted work owned by Linus Torvalds. Its source code is freely available to every-
one under the GNU General Public License. Free BSD is a copyrighted work owned by the Regents of the
University of California and distributed under the GNU General Public License. Both are available for free
within terms which the general public usually meets. They also contain a standard “XWindows” graphical
user interface (GUI) that is very similar to the for-profit “IBM OS/2,” “Apple Macintosh,” and “Microsoft
Windows” GUIs. When we mean Microsoft Windows we will expressly say so. When we say “windows”
we mean the graphical user interface in general, across all platforms. The GNU General Public License is
available as a separate document from http://www.gnu.org/copyleft/gpl.html.

“Microsoft Windows” in its various forms (XP, Vista, Windows 7, Windows 10) is a copyrighted
work owned by Microsoft Corporation.

“Apple Macintosh” in its various forms (OS/7, OS/9, OS/x, and so on) is a copyrighted work owned
by Apple Computer Corp.

Other trademarks, copyrights, and service marks are the property of their respective owners.

Notice of racially non-discriminatory policy

The Adult Life Training, Inc. school admits students of any race, color, and national origin and eth-
nic origin to all the rights, privileges, programs, and activities generally accorded or made available to stu-
dents at the school. It does not discriminate on the basis of race, color, national origin, and ethnic origin in
administration of its educational policies, admission policies, scholarship and loan programs, and athletic or
other school-administered programs."
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It is our sincere hope that any organization benefiting from the free use of our materials will follow
the same social philosophy of non-discrimination and open access to all.

Foreword

This book is written to help you, the beginning computer user, build your first computer job skills.
This book is designed to be used as a step-by-step guide during your practice time outside of class. In class
we use BOTH Linux and Microsoft Windows and you will notice most things work the same with very few
differences. This text is written specifically to fit the Microsoft-type systems because at this point in time
they are still the kind you are most likely to encounter at home or in the library.

We have come a long way from where we started more than a decade ago. We have helped a few
thousand people and in this revision we have applied that experience to update this text accordingly.

You can use this book to add to your computer self-help collection. I hope this helps!

John Nash, President
Adult Life Training, Inc.
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Disclaimer

By using this manual you indicate that you understand and agree that this manual is not to be con-
strued as professional advice. Seek the appropriate professional practitioner for professional advice.
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Goals for this module

This is a beginner level module to help someone who has no experience with Web Browser use or
Internet Search. The module is intended to be generic enough to apply to most existing Web Browsers in-
cluding Google Chrome, Chromium, Opera, FireFox, Safari, and Microsoft Edge. Microsoft Internet Ex-
plorer is at its end of life and will be replaced by Edge when Microsoft launches Windows 10 this fall.

When you have successfully completed this module, you should be able to:

Explain what a web browser is compared to a file browser.

Identify the web browsers on the computer you are using.

Open a web browser.

Browse to a specific page by clicking its bookmark or favorite.

Browse to a specific web site by typing the URL into the browser's address box.
Read what is on the web page.

Browse to a link on the web page by clicking the link.

Browse back to the previous page.

Browse forward to the next page.

. Enter and change form data on a web page and send it by clicking the Submit button.

. Search for specific information using the web browser's search box and address box. Know the dif-
ference between the search box which belongs to the web browser and boxes that appear on web
pages.

12. Browse to the Indiana Career Connect web site and do one job search.

13. Print one job posting.

14. Copy / Paste between the web browser and a text editor or word processor.

15. Understand what JavaScript is and how to control it (Google Chrome).

16. Understand why viruses can be easily installed on your computer without your knowledge or con-

sent through JavaScript and how to protect yourself.

17. Close the web browser.

e~ ARG o

—_ O

Prerequisites

This class is intended to teach by instruction and practice how to use a web browser. Before taking
this class you should have mastered the beginner class material, Working Computers.

Background

Most information is now communicated through the Internet. Human readable information, such as
job postings, is viewed by using a web browser. There are several makers of web browsers, and their prod-
ucts are similar but not identical. Using a web browser for communications is necessary in the modern
world and lack of this important skill affects employment, finances / banking, work, entertainment, and
most other areas of life. People who do not have Internet access or who cannot use it effectively are ex-
cluded from most contemporary communications and usually represent a liability to their employer.

© Copyright 2015 Adult Life Training, Inc. All rights reserved, worldwide.
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The web browser

A web browser is a software program, an “App” (short for application), used to view information on
pages of web sites. A web browser looks and works similar to a file browser, but file browsers are for work -
ing on files (copy, paste, cut, delete, undelete) while web browsers are for looking at prepared media of
some kind. Examples of media are written words, pictures, music, and videos.

Identify the web browser

The four most common web browsers are Chrome, FireFox, Safari, Opera, and Internet Explorer. In-
ternet Explorer (IE for short) is being replaced by the new Microsoft web browser 'Edge’, in Windows 10. A
sample of the symbols used to represent these web browsers is shown below:

People also search for

ol “ 1

Google Mozilla Opera Next  Apple Safari
Chrome Firefox

Open a web browser

You open a web browser as you open any program in a computer: you click its symbol! The symbols
can be found several places: on the menu, on the task bar, or even on the desktop. Just look and see where
the symbol is, then click it to begin! An example of the web browser icons on the task bar and on the menu

are show below:

[= Life at a alance Plav and exol

- > o O

M Games . A -
Google Chrome Mozilla Firefoox Project Spartan

s Get started
- Google Chrome
& Google Chrome : Then click the '
= Mail =d

® App that you

want to start
@ (
&‘ LW U g =

Music OneMote Search

H
> Health & Fitness

I
= InSider HUb Q

| Click the START
O e button to open
the menu

© Copyright 2015 Adult Life Training, Inc. All rights reserved, worldwide.
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Can you identify the web browsers that belong to these task bar icons?

Bookmarks & Favorites

Bookmarks or Favorites are two different names for the same thing: they save the details of the web
page URL so you can go there again quickly. You can save a web page to your bookmarks by pressing Con-
trol — D. There is usually an icon on the web browser that does the same thing. A box will pop up asking
where to place the bookmark, you tell it, click OK, and it is saved. Thereafter all you need do to go to you
favorite web pages is click their bookmark.

Adult Life Training, Inc. | A recognized 501(c)(3) Public Charity providing computer job skills training

'.-:,',AdultLifeTraining.Inu: x W ¥

o & [ altfworg/public/ Bookmarks or Favorites

i Apps % Bookmarks Daily Bible Readi /v ALTi Time Clock ¢ FAMILY [ FB Ef G+ Twitter (] Hartman [ Live [[HL

\\Z‘a' @ Adult Life Training, Inc. ¥ 1

Home | AboutUs | Minutes | Computer Classes | Partners | Articulations | Resources | 501(C)(

*/\\) Adult Life Training, Inc. ey

A recognized 301(c)(3) Public Charity providing computer job skills training since 2004

The URL & the address box

If you have not saved the web page to which you wish to browse as a bookmark, then you can type
its URL directly into the URL Box and press ENTER to go there. You must type the URL exactly or the
browser will try to guess what you really mean. An example of a URL is http://www.alt-fw.org. A picture
of FireFox with the URL Box highlighted in red is shown below:

/¥y Adult Life Training, Inc. | A.. % | + - X
alt-fw.org/public/ EJd C Search wB O 3 & O =
| Daily Bible Reading B INTax G+ Twitter # GO I} LuCl [ phpMyAdmin Live Nash Printers banks () Residential Code - Fort..,
U RL Box es | Pariners | Ariculations | Resources | 501(c)3)Info | Staff | Privacy Policy | Contact | g
Archives
Donate
'\ Adult Life Trammg, Inc. e oo
J A recognized 301{e)(3) Public Charity providing computer job skills training since 2004 ==3 ﬂﬂ_-‘@@ renives elect Category e

© Copyright 2015 Adult Life Training, Inc. All rights reserved, worldwide.
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Reading the web page

The read the web page, you treat it mostly like a book. The titles and such are usually at the top, with
headlines occasionally separating the text. Often there are pictures or movies. This picture below shows the
new Edge browser on the Adult Life Training Home Page.

& Adult Life Training, Inc. [ A X | =+ — x
(] | alt-fw.org/put M <% B A ©
) alt & AlTiTimeClock & AT {) APl banks @ DailyBibleReading &) F2 @& G- & cp P INTax Live 63 Lucl Mash &3 phpMyAdmin v

Home | AboutUs | Minutes | Computer Classes | Pariners | Ariculations Resources | 501(C)(3) Info Staff | Privacy Policy | Contact |

/\ Archives
L LS ] Donate
v Adult Life Training, Inc. At e -
“ A recognized 301(c)(3) Public Charity providing computer job skills training since 2004 R wsa = ] fman] Ichives et LAlegary
WELCOME WHAT WE DO FUNDING OPPORTUNITIES MINUTES — ADVISORY BOARD DOWNLOAD CLASS MANUALS
TIME CLOCK
Thank-you Aetnal o
(D July 13, 2015, by John Nash ¢ announcement
The promised donation from Aetna Inc. has arrived! We can now start "
collecting bids for the two 36" screens and associated hardware, which Company E-Mail
will hopefully be installed this week so they are ready when computer W|N S
Be the first of your friends to like Classessartnextweek ystem
this
m.ﬂra Indiana Career Connect
aetna o Update 7123/15 Orderedthe  nliana Uplink CS3 System
e SCreens using
smile.amazon.com. Hopefully Find us on
n Google+
HIPAA _SQCUi’I’[y we will get a donation back from g - Google Plus
Checklist Amazon through their Smile
eset com/H PAA Secur i Checklst : philanthropy program. If you ir oy b
Download Free HIPPA Security buy from Amazon, please do friends are following
Guide 10-Boint HIPAA Checklist use THIS LINK to reach
By ESET®

Amazon, and a percentage of [ X

=2 O [1 ®m @ AduitLife Training, I... @

Notice the page title is at the top, some pictures or ads on the sides, and an article in the middle. To
move up or down on the page you roll the mouse wheel or use the slider bar at the right side. If you have a
touch screen computer you can move the page with your finger (touch it and drag your finger where you
want the page to go!).

© Copyright 2015 Adult Life Training, Inc. All rights reserved, worldwide.
Page 8 of 15




Adult Life Training, Inc. CS17.0 Internet Search

Links; Forward and Back Arrows

Links or Anchors, are how web pages share a connection to additional information that you might
find of interest. In the picture of the Edge browser on the Adult Life Training home page http://alt-fw.org,
there were several “links” on the right side. If you point at this with the mouse and click, or tap them with
your finger, your web browser will go to that new page. Below are links for Company E-Mail, WIN System,
and Indiana Career Connect web sites.

Search
Ye can now start i
| hardware, which BUIIIIJHHF E-Mail
when computer
WIN System
Indiana Career Connect

snsorderedtne  |ndiana Uplink CS3 System
ng

on.com. Hopefully Google+ Find us on
a donation back from - Google Plus
‘ough their Smile

y program. If you £ NN 2 pecple are following John D

Mash. Sign Up to see who your
mazon, please do friends are following.

INK to reach

If you decide that you do not want to see the new information you can go back to the previous page
by clicking or tapping the Back Arrow. The browser will go back one page each time you tap Back. If you
go too far back, simply tap the Forward arrow.

Y Life Training, Inc. | A X = &

C_) alt-fw.org/public
v, AlTiTime Clock &%, AT () API

Forward & Home | AboutUs |

Back Arrows

a
7% Adult I

A recogmized 301{c)(3) B
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Filling in forms, Searching

You already have been filling in computer forms when you type in the user name and password to
log into the computer. You can search for specific information using the web browser's search box or in
Windows 10 the new Cortana search box that is down beside the Start button.

Type your question
in this bo You can even

Cortana SPEAK to it
O el Will Answer on your device

In a web browser you can just type your question right into the URL box and the web browser will
do its best to find what you want. You can also go to a Search web site, such as Google.com, and type your

question into the box on its web page.
3 Google - Mozilla Firefox
Ele Edit Wiew History Bookmarks Tools Help

EJ Google x | &
€ | 9 | @ https:/jwww.google.com/?gws_rd=ssl ¥ Search Y a ¥+ # =
[ Most Visited ¥ Linux Mint Community Forums Blog | [BNews™

You can type your :
question in this box Gmail Images  Iii m

oAQle

Google Search I'm Feeling Lucky

© Copyright 2015 Adult Life Training, Inc. All rights reserved, worldwide.
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Practical use

Time for some practical experience. Follow your instructor's directions and browse to the Indiana
Career Connect web site: http://indianaCareerConnect.com. Do one job search.

© #& O https://www.indianacareerconnect.com/vosnet/Default.aspx
[ ssh1 [ ssh0 [ DailyBible Reading JJ INTax #& GD @& APL /&, ALTI /&, ALTiTimeClock / FAMILY g FB (B G+ » | 1

span

Lisername
SIGN IN »
Password

Mot stered?  Forgot Usemame/Password?

INDIVIDUALS ' EMPLOYERS
Individuals FIND A CAREER FIND A CANDIDATE

3 Find a Career

O Create a Resumé Search for a Job

' Explore a Career Enter a keyword and/or city or ZIP code and radius to search for jobs in
=

Research the Job Market JoIN AT

—
Employers
Find a Candidate 805 2SI

Post a Job
Research Candidate Trends
General Labor Market Information

=1
[e=
[==eT)
[

Other Resources

rnuth Sen

Online Learning and Skill Development
WorkOne

Indiana Labor Statistics

Protect Yourself | Indiana Policies
Copyright € 19898-2015, Geographic Solutions. Inc. All Rights Reserved. Powered by Geographic Solutions Virtual OneStop®. | Privacy | Disclaimer | Text Theme
mmmgwmmemwmmrmﬂbmmmm Call our TTY number: 1-800-445-1312.
An Equal Opportunity Emplover/Program. This site is best viewed using these setfings for your system and software.
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f _§# Indiana Career Connect x\_

+« » O # [ https://www.indianacareerconnect.com/jobbanks/joblist.asp?session=ji
' Apps [ ssh1 [7 ssh0 [ DailyBible Reading J INTax @& GD & API v, ALTI » (] Other

£ Home =F Repisteror Signin & Services for Individuals & Services for Employers

about the job.
WARNING: Always be on the lookout for job scams! Learn more on how to protect your

indfunu{ﬂBEEH'mnrrl:ﬂ.r-nm

= My Individual Workspace @ For help click the questi
i D Your search found more than 500 jobs. Listed below are the 500 most recent, representir
Lt 3,009 position(s), that matched your search criteria. Change your search criteria.
How We Can Help You  » © Rasgyits View: Summary | Detailed ESI Jo
' To sort on any column, click a column title. & wi ;
Directory of Services _— ntl
L, Date Last Job Title Employer Location Salary
O — Modified
& Quick Menu
12/0272015 | 2016 1L Summer FAEGRE Fort Wayne, IN
Ak Seapc 114500 AM | Associate Position BAKER
s [} DANIELS
Resume Builder LLE
b,
T ————— 12/02/2015 Community Service Community  Decatur, IM $10.00 per
2 Services for Individuals 114500 AM | Specialist and Family hour
Services, Inc (minimumnm)
C Senvi
R " 12/02/2015 Janitors Caravan Roanoke, IN $9.00 to
11:45:00 AN iliti
Job Seeker Services ¥ ;a‘_::_:gtéisment $1G.UUHEE;
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Printing

Internet Search

Print one job posting to the LAB printer. Most browsers have a printer icon, or you can use a menu
on the browser or just type Control — P. Select the lab printer from the drop down combo list box and click

Print.
r

|+ Indiana Career Connect x

« & 9 & (4 https://www.indianacareerconnect.com =

® GD & API A&, ALTI » (O] Other bookmarks

-

Appointment Center

Jab Order Number:

Assistance Center Job Title:
s Job Duration:
L&c';II'Hj Center
Type of Job:

Full or Part Time:

Job Position(s):

Date Job Order Created:
Date Job Order Last Update;
Last Day Job Order Availabl
Source:

Site:

Work At Home

Employer Information

Employer Name:
Company Size:

Type of Employer:
Other Local Job Listings:

All Job Listings:

© Copyright 2015 Adult Life Training, Inc. All rights reserved, worldwide.
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Staff Provided Services Job Information

8606727

Community Service Specialist
Over 150 Days

Regular

Full Time (30 Hours or More)
1

Print
General | Page Setup || Job | Image Quality
Printer Location Status
O Print toFile
B Door3 192.168.1.110
—

8 EPSONStylus-CX4800 John-Browns-MacBook-Air

L]

B OFFICE ready to print

—

. rRM135 Room 135

—

Range Copies
© All Pages Copies:

Reverse

® cancel & Print
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Copy and paste

Open a text editor. Copy some text from the web browser and paste it into the text editor. Use the
Copy Paste icons on the tool bars, or use Control-C to copy and Control-V to paste.

CUuT COPY

File Edit View Insert Format Table Tools Wintw !cl\

L -o-0 o {8 & s Y OB-& = -

El [DefauItSt;.rIe - [LiberaticrnSerif - [12 > a a > = = _; % %E
== = Paste

= £ 1 L L J.E 4 J.3 L 4 L 1o L J.E

Select Text to copy,
then click COPY

This-is-the-day-which-the-LORD fhath-made:-let-us-rejoice-and be-gl ad-in-it!y

JavaScript

Javascript is a computer language often added to web pages to make them more visitor friendly. It is
used to do things such as fill in boxes for you or check your answers before you submit a web page. How-
ever it is a powerful computer language and can also be used to download and install viruses.

One way to be safer is to turn off javascript in general, and only turn it on for web pages where you
are sure no one has broken in and installed bad software. Google Chrome has a very convenient feature
where you just click a button at the end of the URL box to turn javascript on for the web site you are cur-

rently looking at.

Window controls

Time for some review! Under your instructor's direction demonstrate your ability to Move, Resize,
Hide, Restore, Maximize, UnMaximize the Browser window. Then close the web browser.

© Copyright 2015 Adult Life Training, Inc. All rights reserved, worldwide.
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Certification Test for CS 7.0 Internet Search

[ ] Explain what a web browser is compared to a file browser.

[ ] Identify the web browsers on the computer you are using.

[ ] Open a web browser.

[ ] Browse to a specific web site by typing the URL into the browser's address box.
5. [ ] Adult Life Training, Inc. http://alt-fw.org

6. [ ] WIN System training http://ingov.wincshost.com/

7. [ ] Indiana Career Connect job search https://www.indianacareerconnect.com/
[

9.

1

1

Sl o e

] Browse to the following specific pages by clicking their bookmarks:
[ ] Adult Life Training, Inc.
0. [ ] WIN System training
1. [ ] Indiana Career Connect job search
12. [ ] Browse to Google.com.
13. [ ] Enter and change form data on a web page and send it by clicking the Submit button.
14. [ ] Search for a topic of the instructor's choosing.
15. [ ] Read what is on the web page.
16. [ ] Browse to a link on the web page by clicking the link.

17. [ ] Browse back to the previous page.

18. [ ] Browse forward to the next page.

19. [ ] Search for specific information using the web browser's search box and address box.
20. [ ] Know the difference between the search box which belongs to the web browser
and boxes that appear on web pages.

21. [ ] Browse to the Indiana Career Connect web site and do one job search.

22. [ ] Print one job posting.

23. [ ] Copy / Paste between the web browser and a text editor or word processor.

24. [ ] Understand what JavaScript is and how to control it (Google Chrome).

25. [ ] Understand why viruses can be easily installed on your computer without your knowl-

edge or consent through JavaScript and how to protect yourself.
26. [ ] Close the web browser.

Name :

Street:

City, State, Zip:

Phone: Todays Date:

Instructor:

Please give this page and your sign to the instructor so that a certificate may be produced for you.
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