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COMPUTER ESSENTIALS

The Processor

Every computer has a processor inside it. The processor also known as the Central Processing
Unit (CPU) is the ‘brain’ of the computer. It determines the speed at which program instructions

are carried out by the computer.

The speed of the CPU is measured in gigahertz (GHz). The higher the
GHz the faster the computer will execute program instructions.

1GHz is equal to 1 billion cycles per second. Each computer instruction
requires a fixed number of cycles, so the speed of the CPU determines
how many instructions per second the microprocessor can execute.

Random Access Memory

The Random Access Memory (RAM) is made up of small memory chips that form a memory
module. These modules are installed in the RAM slots on the motherboard of your computer.

Computer programs are stored in a disk which is
referred to as the hard disk. Typically hard disks are
located inside the computer. When you want to use a
program such as a word processor, you instruct the
computer to load this program. In a matter of seconds
the computer reads the program from the disk and
starts loading (copying) it into the RAM.

The more RAM your computer has, the more data can
be loaded from the hard drive into the RAM, which can
effectively speed up your computer. In fact, adding
RAM can be more beneficial to your computer's
performance than upgrading the processor. Nowadays,
4GB RAM is a standard on all computers.

If the computer’s power supply is cut off, the information held in the RAM is lost. For this
reason, data stored in RAM, which is required for future use, has to be stored on secondary
storage devices such as USB (Universal Serial Bus) flash drives and hard disks.

Storage Devices

As indicated in the previous section, the internal memory (RAM) is E_ :E
temporary, and therefore information has to be stored on permanent media
(hard-disks or USB flash drives) referred to as secondary or backing

storage.

[=]
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Storage devices and media include: internal hard disks, external hard disks, network drives,
CDs, DVDs, Blu-Ray Discs, USB flash drives, memory cards and online file storage. To use any
type of disk, the computer has to be equipped with the appropriate disk drives.

Units of Storage

Before going into more details about the types of storage devices, it is important to understand
the basics about computer storage.
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1. Bit - short for Binary Digit, is the smallest unit of information on the computer. A single
bit can hold only one of two values: 0 or 1. More meaningful information is obtained by
combining consecutive bits into larger units. A group of eight bits (e.g. 1011 0010) make
up one byte.

2. Byte (B) - is the amount of storage needed to store one character (e.g. a, ¢, +, =, %,
8). So, for instance, a computer with 32,000 bytes of memory can store up to 32,000
characters in its memory. Large amounts of memory are indicated in terms of kilobytes,
megabytes and gigabytes.

3. Kilobyte (KB) - is equivalent to 1024 bytes.

4. Megabyte (MB) - (1024 KB) is equivalent to 1024x1024 bytes (or 1,048,576B). Five
hundred (500) pages of double-spaced text occupy about 1MB of space.

5. Gigabytes (GB) - (1024 MB) is equivalent to 1024x1024x1024 bytes (or
1,073,741,824B). Hard-disks (discussed later) have storage capacities measured in
terms of GB (320GB and more).

6. Terabyte (TB) - (1024 GB) is equivalent to 1024x1024x1024%x1024 bytes (or
1,099,511,627,776B).
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E

How big
is a byte?

1 Petabyte

More than 13 years
of HD video content

1 Terabyte

2,000 copies of the
Encyclopedia Britannica

1 Gigabyte

One short film

lﬁ 1 Megabyte

A minute of music

1 Kilobyte

A few lines of text many factors, such as the compre

Types of Storage Media

= Internal hard disk - is typically found inside the computer.
It contains all program folders and files. It also stores data
files i.e. document, spreadsheet, presentation files etc. Hard
disks can hold very large amounts of data (200-320GB).

The hard disk is constructed of rigid magnetic disks sealed in
a protective case. Data is recorded magnetically onto
concentric circular tracks, each one divided into a number of
sectors.
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= External hard disk - is similar to an internal hard disk in function. External hard disks
are portable disks that connect to the computer via through the USB port.

* Network drive - is typically a shared disk that is accessed by several
computers connected to a network. Typically a network drive stores data files
that are shared amongst several users.

= CD (Compact Disc) - is a portable device used to store data files. CD-RW disks can be
erased and written to over and over again. CD-RW disks have storage capacities up to
700MB.

= DVD (Digital Versatile Disk) - disk is similar to CD-RW but this can store much more
data than the CD. DVDs have storage capacities which range from 4.7GB to 17GB. Typically
these disks are used for full-length movies, advanced multimedia games and interactive
encyclopaedias.

= Blu-Ray Disc - is similar to CD and DVD. Blu-ray discs were developed for recording and
playing back high-definition (HD) video and for storing large amounts of data. Blu-ray disc
can hold up to 25 GB of data. Dual-layer Blu-ray discs will be able to store 50 GB of data.
That is equivalent to 4 hours of HDTV.

= USB flash drive - consists of a small printed circuit board protected inside
a plastic, metal or rubber case. The USB connector is often protected by a
removable cap. USB flash drives are small and easy to carry around. They
can store large amounts of data (up to 256GB). USB flash drives connect to the computer
through USB ports.

= Memory card - is a compact disk used to store digital data. Memory cards
are typically used with digital cameras, smartphones etc.

It is important to copy data files present on the hard-disk onto a secondary storage medium
(e.g. USB flash drive, CD-RW or DVD-RW) in case the hard-disk fails. This process is known as
data backup. You should backup your files regularly.

It is also recommended that you make two/three backups of all data files. One copy should be
kept away from the computer room - off-site storage.

In recent years, some users are making use of online file storage (e.g. OneDrive, Google
Drive and Dropbox) available through Internet to store data files. These can be easily accessed
from any computer connected to Internet. Such storage is particularly useful to share data files
with friends or colleagues.
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Viewing available Space on a Storage Device

. . &~ Local Disk (C:) Properties :
To view the available space on a USB flash
diSk, hard disk etc.: | Security | Previous Versions | Quota
General | Tools Hardware | Sharing
1. Navigate to the USB flash disk or _
hard disk in Computer window. -
2. Right-click the disk. Type: Local Disk
File system: NTFS
3. Click Properties. The Properties Il Used space: 119,369,527.296 bytes 111GB
_d|a|_09 box is dlsplayed. Free space B Free space: 128.973,135.572 bytes 120 GB
indicates the available space on the
selected storage device. Capacity: 248,342.663,168 bytes 231GB

4. Click OK button.

Drive C: Disk Cleanup

Compress this drive to save disk space

| Allow files on this drive to have contents indexed in addition to file
properties

[ OK l | Cancel | Apply

Input / Output Ports

Computers have different input/output ports i.e. slots where cables connect peripherals
connect to the computer.

Typically all computers will have these ports:

= USB (Universal Serial Bus) port - is a slot in the computer that
supports fast transfer data rates. USB flash disks, digital cameras, @

= HDMI (High-Definition Multimedia Interface) port - is a slot on the
computer that supports the transfer of audio and video data through a
single cable. A computer with an HDMI port can be connected to an
external monitor or HDTV (High-Definition Television) with one cable,
supporting high-definition video and audio.

mice, keyboards etc. can be connected to the computer via the USB

port.
» Network port - is used to connect the computer to a network or a *
modem.

» FireWire port - is a slot that connects digital video cameras to the
computer. FireWire supports faster transfer data rates than USB ports. ===

[=] % [m]
[=]
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WORKSHEET 1

1 Mention two differences between RAM and ROM:

Difference 1:

Difference 2:

[ 2 marks ]
2. Select the correct answer:
Which of the following is referred to as “read and write” memory?
A. RAM
B. CPU
C. ROM
The processing speed of a CPU is measured in ...
A. Gigabytes (Gb)

B. Gigahertz (GHz)
C. Megabytes (MB)

By increasing one of the following, the computer performs faster. Which one

A. ROM
B. RAM

C. Weight of PC [ 3 marks ]

3. Tick the items which really affect computer performance:

a. CPU speed.

b. | Type of printer installed.

C. RAM size.

d. | Size of monitor.

e. Number of applications running.

f. | Size of computer case.

UU0doud

g. | Install a 5.1 speaker surround system.

[3 marks]
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4. Fill in the blanks with following storage devices

Memory card, Hard Disk, Online Storage, DVD,

a)

b)

Its storage capacity 1s between 4.7GB and 17GB.
It uses Digital Optical Recording to store data.

This is a portable storage device.
It 15 often used instead of a CD-RW or floppy disk.

This is the main memory of a computer system.
It 15 of type volatile.

This 1s used inside mobile phones. MP3 players and
digital cameras to store digital data.

This 15 considered as the main backing storage of a
computer.

A service that provides users with a system
for the backup and storage of computer files.

USB Flash Drive, RAM

[6 marks]

5. a) Match each phrase with its definition as in the example shown in bold [4 marks]

Phrase Definition
is a portable storage device. which can be
A |RAM P oras =
used instead of a floppy disk or a CD.
uses Digital Optical Recording to store data.
B | Memory card Its capacity varies between 4.7GB and

17GB.

C | Hard Disk

1s volatile storage that holds the program and
data that the CPU would be processing.

D |DVD B

1s a storage used to store digital data. They
are typically used with digital cameras.

E | USB flash drive 1s the large storage area within a computer.

b) One advantage of online file storage is the ability to share files. Write another benefit.

[2]
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6. Which input/output port is normally used in the following scenarios. [4 marks]
HDMI USB Firewire Network
a. - is a slot that connects digital video-cameras to the

computer. This port supports faster data transfer than USB ports.

b. - is a slot in the computer that supports fast transfer

data rates. Pen-drives, digital cameras, mice and keyboards can be
connected to the computer via this port.

C. - lets you connect any digital audio and video

source, to any digital audio and video display device with a single cable.

d. - is used to connect the computer to a network or a
modem.

7. Put the following units of measurement into the correct order of size. [5 marks]
Megabyte Bit Smallest
Terabyte
Byte
Gigabyte
Kilobyte v
Bit Largest

8. Match the following with the correct answer. The first one has been done for you: [5 marks]

1 bit A is equal to 1024 MB
278 B | is equal to 1024 x 1024 bytes
1KB C T is a single Unit of information, 1 OR 0
1GB D [ is equal 2048 GB
2 bytes E [ is equal to 1024 bytes
1 MEB F | is equal to 16 bits

-10-
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10.

Below is a description of a Central Processing Unit and its functions. Fill in the blanks
using the following words/phrases. [6 marks]

Operating system, applications, processing, brain, GHz, Main Memory

The CPU is the single most important item of all the hardware within the system and is

labelled as the of the computer. It is responsible for the

running of the (e.g. Microsoft Windows) as well as your

It performs all the

within the computer. It also accesses and uses the called

RAM (Random Access Memory) available in your computer. In may ways, the CPU controls

the overall speed of your computer which is measured in

State whether the following statements are TRUE or FALSE [10 marks]

TRUE or
STATEMENT EALSE

(i) Blue Ray can hold up to 25 GB of data.

(i) Memory cards are often used in devices such
as digital cameras and music players.

(ili) GBis a larger storage unit than TB.

(iv) Google Drive is an example of online file
storage.

(v) A film stored on DVD would be around 50
Kilobytes in size

(vi) To check available space on a storage
device, right click the device and click
properties.

(vii) HDMI support the transfer of video data only.

(viii) A network drive allows you to store your data
centrally. It is normally backed-up daily.

(ix) USB stands for Universal Standard Bus.

(X) Fire-wire is a very slow method for
transferring digital content.

-11 -
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File / Folder Compression

File compression is the process of reducing the size of a data file

to the smallest size possible. Compressed files take up
less storage space and can be transferred to other computers
more quickly than uncompressed files. You can work with
compressed files and folders in the same way that you work
with uncompressed files and folders. You can also combine
several files into a single compressed folder. This makes it
easier to share a group of files.

Typically compressed files are organised in a folder ending with

the extension .ZIP (MS Windows) or .SIT, or .HQX (Macintosh).

A folder containing compressed files is also known as an archive folder.

Compressing Files in Folders

To compress files in a folder on a drive:

1. Locate the file or folder that you want to compress.
2. Right-click the file or folder. A short-cut menu will be displayed.
3. Point to Send to.
4. C(Click Compressed (zipped) folder. A new compressed folder is created in the same
location.
To rename it, right-click the folder, click Rename, and then type the new name.
Note that:

= Some types of files, like JPEG pictures, are already highly compressed. If you compress
several JPEG pictures into a folder, the total size of the folder will be about the same
as the original collection of pictures.

= If you have already created a compressed folder and you want to add a new file or
folder to it, drag the files that you want to add to the compressed folder.

Extracting Compressed Files

To extract compressed files from a location on a drive:
1. Locate the compressed folder that you want to extract files or folders from.

2. Do one of the following:

To extract a single file or folder, double-click the compressed folder to open it. Then,
drag the file or folder from the compressed folder to a new location.

To extract the entire contents of the compressed folder, right-click the folder, click
Extract All, and then follow the instructions.

-12 -
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Malware

Malware (malicious software) is a program designed to secretly enter
and damage a computer system. Malware includes:

= A computer virus is a piece of program designed and written to
make additional copies of itself and spread from location to
location, typically without user knowledge or permission. Viruses
are written by programmers with malicious intent to annoy computer users.

= Worms are similar to viruses in that they make copies of themselves, but differ in that
they need not attach to particular files or sectors at all. Once a worm is executed, it
seeks other systems - rather than parts of systems - to infect, then copy its code to
them. Typically worms slow down computer systems.

= Trojan horses secretly place illegal, destructive instructions in the middle of a
computer program. Once the program is run, the Trojan horse becomes active. Trojans
do not replicate themselves like other viruses.

= Spyware is a program that secretly installs itself on computers and collects information
about users without their knowledge. Spyware programs can collect various types of
personal information, such as Internet surfing habits and sites that have been visited.
They can also interfere with user control of the computer in other ways, such as
installing additional software and redirecting Web browser activity. Spyware is known
to change computer settings, resulting in slow connection speeds, different home
pages, and/or loss of Internet or functionality of other programs.

Two sources of viral infections are:

*» Sharing infected files over the intranet i.e. the internal computer network of an
organisation.
» Downloading infected files from Internet sites.

You should be careful with program or file downloads from the Web. Files available on bulletin
boards or public newsgroups may be infected. Software updates e.g. drivers, multimedia
players, should be downloaded from the manufacturer's official website. It is important to
update your anti-virus program to prevent against malware.

Using Antivirus Software

Anti-virus software is a program which protects the computer system against most viruses.
Typically, such programs detect the presence of viruses in a computer and in most cases
remove (or disinfect) any files infected by viruses.

Different users may have different anti-virus programs. You can follow these generic steps to
scan specific drives, folders and files for viruses.

Click Start button.

Highlight All Programs.

Highlight the antivirus program. A submenu will be displayed.
Select the appropriate scanning option.

Follow any other steps.

npuUNE

-13-
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Unfortunately, new viruses are being developed all the time. Thus, if the anti-virus program is
not updated on a regular basis it will not be able to detect new virus types and variants. When
you install an update, new entries are added to the software's virus definitions database so
that suspect files can be recognised and dealt with. Most anti-virus programs are updated
automatically when you connect your computer to Internet.

-14 -
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WORKSHEET 2

1 Look at the following picture.

' * School Data 2010
e F =ty bope

Microsaft Office Access Applic. .

execlile98765gdftuuvid
E 123,507 KE
Morvie Chi

e Sfi] = ?isﬂehsi.ment Sheets

Sl | Microsaft Excel Worksheet

1 Programming Concepts
1,626 KB

Projects 2009
104 KB
fdobe acrobat Document

= Energy conversions
|G:| 10 KB
Microsoft PowerPoint Prasent..

© O

Indicate, by writing the label number, which is the

1) Presentation file 1v)  Spreadsheet file
11) Compressed file V) Video file
i)  Database file vi)  Portable document format file
[ 6 marks]
2. File Compression is a desirable feature in a computer system.
i) Give 2 reasons why a user may want to compress a file or folder.
a)
b)
[ 4 marks]

ii) Write the name of a utility program that can be used to compress or un-compress a file

or a folder.

[1 mark]

The following question deals with issues of malware and security

3 a). Underline the correct answer

A common way of infecting your computer with a virus is by?

A. Connecting it to old computers
B. Opening email attachments

C. Saving a file in a pen-drive

-15-
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What is the best way of protecting your computer from getting a virus?

A. Install a new hard drive.
B. Install anti-virus software.
C. Remove dust from the computer to keep it clean.

[2 marks]

b) Malware (malicious software) 1s a program designed to secretly enter and damage a

computer system. Malware includes: Firuses, Worms, Trojan hovses and Spyware.

Mention 2 characteristics of each one of them.

Viruses 1)
1)
Worms 1)

Trojan horses | 1)
i1)

Spyware 1)
i1)

c) List 4 different ways how to combat the possibility of malware.

a)

b)

d)

[4 marks]

-16 -




ONLINE ESSENTIALS

WEB BROWSING CONCEPTS

The Internet

Many people use the terms Internet and World Wide Web interchangeably, but in fact
the two terms are not the same.

The Internet, short for ‘International networking,’ consists of thousands of computer
networks that connect millions of computers around the world. The Internet refers to
the hardware and software that provides different communications services between
computer networks. The Internet is also referred to as the ‘Net’, ‘Information
Superhighway’ and ‘cyberspace’.

World Wide Web

The World Wide Web (WWW, W3 or the ‘Web’) is a way of accessing information
over the Internet. It is an information-sharing model that is built on top of the Internet.

The Web is just one of the ways that information can be disseminated over the Internet.
The Internet (not the Web), is also used for electronic mail, file transfer protocol, Usenet
newsgroups and instant messaging. So the Web is just a one part of the Internet.

The Web consists of the text and pictures that you view on your computer. It
encompasses all the Internet screens that appear on your computer. Over the years,
these screens have evolved from heavily based text screens to graphical screens with
pictures, sounds and video files. Such displays are commonly referred to as Web pages.

Uniform Resource Locator & Hyperlinks

The Uniform Resource Locator (URL) is a standard address that tells your browser
how to locate a file or other resource on the Web. This is also known as an Internet
address or Web address. Every Web page is assigned an address e.g:

http://www.skola.edu.mt
The URL contains all the useful information about the site that you are looking for. From

the URL it is possible to know what type of organisation has put up the site, and an
indication of where the organisation is based.
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The URL of a Web page is made up of 3 distinct components:

Domain Name Filename

' l !

http://www.skola.edu.mt/courses/ecdl.html

T T

Service Protocol Folder on Server

1. Service Protocol - Thousands of computers on Internet communicate with
each other by sending packets of data back and forth. The diversity and
multitude of computers on Internet dictate a standard procedure or protocol
(set of rules) for the reading of Web pages. http:// is the language used by the
web browser to request Web pages from a Web server.

2. Domain Name - This identifies the name of the organisation where the
information is stored. ‘mt’ indicates that the web site is registered IN Malta.
‘edu’ shows that skola is an educational website.

The following table shows some geographical domains:

Domain Domain

at Austria fr France

au Australia gr Greece

ca Canada ie Ireland

ch Switzerland jp Japan

de Germany mt Malta

dk Denmark nz New Zealand
it Italy uk United Kingdom

The following table shows the types of organisations that may be found on

Internet:
com Commercial organisation
edu/ac Educational institution
gov Government body or department
net Networking organisation
org Non-profit making organisation (unions or charities)

3. Folder & Filename (the File Path) - This shows the location of the Web page
on the Internet server and the name of the document that is being requested.
The file ‘ecdl’ ends with the extension ‘.html’ - short for hypertext markup
language.

-18 -
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Some examples of URLs include:

Ministry of Education http://www.education.gov.mt/
University of Malta http://www.um.edu.mt
Government of Malta http://www.gov.mt

NATO http://www.nato.int

Web page - is the basic unit of the WWW. Web pages are hypermedia documents
or screen displays containing all sorts of data ranging from text files and sound (audio)
files to graphic images and any other sort of data stored in a computer file.

Unlike regular documents, Web pages contain coloured text and graphics, which can
link to other Web pages.

For example, a Web page about Malta may contain the following coloured text -
‘Beaches’. When you position the pointer over this text, the pointer changes to a pointing
finger. Clicking the mouse over this text will take you to another web page displaying
information and small pictures (called thumbnails) of popular beaches in Malta. When
you click on a thumbnail you will be taken to another Web page displaying an enlarged
view of the small picture. The beaches page may also contain the following coloured
text ‘Transport in Malta’. Clicking the mouse over this text will take you to a Web page
with information about transport in Malta.

As you move from one Web page to the next, you may be jumping from one computer
to another on the Internet. The coloured text and graphics which take you from one
Web page to the next are known as hyperlinks.

Hyperlinks are text or images available on Web pages which make connections to:
= other sections on the same Web page.

= a different Web page.

Hyperlinks may be used to download files or launch an application, video or sound.

Web Browsers

The Web browser is a program used to locate and display Web pages. The three most
popular browsers are Microsoft Internet Explorer, Mozilla Firefox and Google Chrome.
These can be downloaded for free from Internet. These browsers can display graphics
as well as text. In addition, these can present multimedia information, including sound
and video, though they may require plug-ins for some formats.

-19-



Online Essentials ICT Year 9 Notes

The Web server is a computer connected to the Internet that makes Web pages
available to other computers. Web servers store and deliver files over the Internet in
response to requests from web browsers. Any computer can be turned into a Web server
by installing server software and connecting the machine to the Internet.

Internet Activities

Some typical uses of Internet include:

= Information Searching - Many people use the World Wide Web to search for
information of all sorts. Typically they input keywords in a search engine such as
Google or Bing to locate web pages with the information they require.

= Shopping - Nowadays more and more people are buying and selling
goods/services through Internet. This online trading is often referred to as
electronic commerce or e-commerce. Online buyers use credit cards to purchase
books, clothes, electronic devices, cinema tickets etc. Amazon and eBay are two
popular online shops.

= E-commerce - Computer networks are gradually replacing our shopping habits.
Nowadays more and more people are buying and selling goods/services through
Internet. This online trading is often referred to as electronic commerce or e-
commerce. Online buyers use credit cards to purchase goods/services.

= Learning - Many students use the World Wide Web to locate information that
will help them with their studies at school, university etc. Some students follow
courses through Internet. E-learning is a form of learning or education through
the use of computers connected to Internet. It includes text, video, audio,
animation and virtual environments.

Typical benefits associated with e-learning include:

o Flexible learning time - Students and adults can work through and study
a course at any time of the day. E-learning is particularly useful for people
who work or have family commitments.

o Flexible learning location - Students and adults can work through and
study a course from any location even whilst being abroad.

o Multimedia learning experience — Typically e-learning includes text, video,
audio and animations which facilitate learning.

= Publishing - Nowadays many people are setting up their blogs. A blog, short
for web log, is a type of website usually maintained by an individual with regular
entries of commentary, descriptions of events, or other material such as graphics
or video. The latest entry is always displayed at the top of the Web page.

Many blogs provide commentary or news on a particular subject; others function
as more personal online diaries. A typical blog combines text, images, and links
to other blogs, Web pages, and other media related to its topic. The ability for
readers to leave comments in an interactive format is an important part of many
blogs.

= Banking - Nowadays many banks enable their customers to perform electronic

banking (e-banking) transactions through Internet. Users do not need to go to
the bank to transfer funds, pay bills, view and check their bank accounts etc.

-20-
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The advantages associated with e-banking include:

o The banking services are available 24 hours a day seven days a week.
There are no banking hours.

o No commuting time - You will not need to go to the bank and therefore
avoid queues.

= Government Services - Nowadays many government departments offer
services to the community through the use of ICTs. Locally, the government
portal that gives access to all information and services provided by government
departments is available at www.gov.mt. Everyday many people seek
information about services offered by government departments. They also make
Internet payments for various services such as examination fees, car licences,
income tax payments etc. Government services offered through Internet are
referred to as e-government.

= Entertainment - Many people listen to radio and follow streaming of television
programmes on the Internet. A lot of youngsters and adults play online games.
Some of these are single-player games whilst others involve several players.

= Communication - Many people use the Internet for communication purposes
including electronic mail (e-mail), instant messaging (IM) and Voice over IP.
Social media websites such as Facebook and LinkedIn facilitate communication
between friends/relatives and people with common interests.

Protecting Yourself Online

If you decide to shop on the Internet,
protect yourself by dealing with secure
sites. Browsers display security warnings
when you are about to enter a secure site.
You can tell when you have a secure
connection by looking at the URL. Secure
sites have URLs starting with “https:” not
“http://".

Before entering your username and
password in any screen, you should
routinely check that the web address of the
page displayed in the browser begins with
“https://”.

Be cautious with email messages asking you to send your username and password.
Reputable organisations will never ask for these details and other personal information
(e.g. financial details) to be sent by email or phone.

It is important to sign out/log off and close all browser windows when you are done with
your online shopping, e-banking etc.

-21-
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Encryption

Encryption is the translation of data into a secret code. A secret E E
key or password is required to translate (decrypt) the secret code u .

back to readable data. Encryption is used to safeguard confidential

data as this as being transmitted over the Internet.

Public-key encryption is one type of computer encryption system. E
This uses a public key known to everyone and a private or secret

key known only to the recipient of the message. When John wants

to send a secure message to Jane, he uses Jane’s public key to encrypt the message.
Jane then uses her private key to decrypt it.

Data You Send to Us
@ AR B Our server:
Your \-\_ \;vwv.vl.cohn-
Computer You ~._ family.com

request our
Public Key

We decrypt
your data

Yo : using our
The encrypted data is S
encr;]pt\sen\t over the internet: RRVEIS:ROY

yourdata | 7GapGRARIUQ3495Y34B 4
using our  Q3TL49IY50035HU2L43HAL
Public Key  RTYOP04U8543543Q59KJJG

@

Secure Web Sites

A secure (protected) Web site is a site that can only display its content if the user types
in @ username and a password. Many organisations restrict access to sections of their
Web sites.

The URL of a secure website starts with “https://” not “http://”. The browser will also
show the padlock symbol:

",'ﬁi _@tp@'w'-»-.um.edu.mt.-" ogin/ £ '(Eh o X ‘

When users try to access secure web sites, the browser prompts for a username and a
password. The Web sites will be displayed if the correct username and password are
entered.
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Digital Certificates

Internet users are often concerned about online purchases. Normally payments for
online purchases are made by a credit-card. Here are some important facts that you
should know before submitting your credit number:

= Information travelling between your computer and a server can be routed
through many computer systems.

= Any one of these computer systems can capture and misuse your information.
Each of these computers can eavesdrop and make copies of your information.

= An intermediary computer could even deceive you and exchange information
with you by representing itself as your intended destination.

If you decide to shop or do banking on the Internet,
protect yourself by dealing with secure sites. Browsers
display security warnings when you are about to enter
a secure site. You can tell when you have a secure
connection by looking at the URL. Secure sites have
URLs starting with “https:” not “http://".

A secure Web site has a digital certificate confirming
that it is secure and genuine. It ensures that no other
Web site can assume the identity of the original secure
site. When you are sending personal information over
the Internet, you should check the certificate of the Web site you are using to ensure
that it will protect your personally identifiable information.

Digital certificates are issued by a certificate authority. When you visit a secure Web
site, the site automatically sends you its digital certificate. Digital certificates are used
by organisations involved in online monetary transactions. The certificates ensure that
credit card details will not be intercepted as these travel from the buyer’s computer to
the web server. Digital certificates can be viewed by double-clicking on the padlock icon
in the Web browser.

Controlling Internet Use

Parents should supervise Internet use by their children and teenagers. Software may
be used
= to limit web browsing to "kids websites"; and

n n

= to block particular categories of web content such as "Pornography", "Drugs",
and so on. File downloads may also be disabled.
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WEB BROWSING

Opening & Closing the Web Browser

As indicated earlier the Web browser is a program used to locate and display Web pages.
The most popular browsers are Microsoft Edge and Google Chrome. However,
throughout this course we will be using Microsoft Internet Explorer.

To start MS Internet Explorer:

1. Click Start button.
2. Click All Programs.
3. Click Internet Explorer. The following screen will be displayed:

Note that:
= You may also open MS Internet Explorer by clicking Internet @
=

Explorer icon in the Windows task bar.

=  When you start MS Internet Explorer, this will display a specific Web page. The
first page displayed when you start up your browser is called the home page.

_ =R
9(—:)‘ http://skola.edu.mt/ p - R O x HSkola P ‘ ‘ {m i‘f @

'Schools'Together®

elearning Resources Curriculum Areas College Websites Webmall

i

OV

{__,__
—

elearning Services

« Older
@ CMelLD
’ Summer Courses - Extension of Date
eLearning G June 22, 2012 ) 0 Comments
The deadline for the elearni
e s _ v
«____Fi . = evtended tn 3Nth Tune
Plkay AR RmElT L £ —-rr:]—| 3

To close the web browser, click Close button.
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Entering URLs & Displaying Web Pages

To enter a URL:
1. Type the URL in the address field e.g. http://www.google.com.mt

(€ ®

2. Press ENTER key.

4| http;//www.googlecommty O ~ & X‘

Refreshing Web Pages

Sometimes the content of a Web page (news page) may be updated during your online
session. Your browser downloads the page once but it will not automatically reload the
page when this has been changed. The refresh facility forces the browser to download
the latest version of the page.

To reload a Web page, click Refresh button.

Stopping Web Pages from Downloading

The downloading of some Web pages from Web servers to your computer may take
considerable time. There may be several reasons for this:

1. Web pages that are heavy loaded with images, sounds and movies are larger
in terms of memory compared to text based Web pages. Accordingly these
pages take considerable time to transmit from Web servers to your computer.

2. The Web server may be slow.

3. The modem and link to the Web server may be slow.

You can stop a transfer whenever the loading process takes longer than expected
by clicking the Stop button in the web page address

Activating Hyperlinks

Links or hyperlinks are words or pictures in a Web , ~\.\ Ck here L]

page that can connect to another Web page. Links are

usually underlined or in a different colour than the
regular text in the Web page. Another way to find out
if a piece of text or picture is a link, by placing the
cursor over it. If it is a link, the cursor will change to
a pointing hand.

To navigate a website:

1. Position the mouse pointer over the hyperlink. The pointer will change into a
pointing hand. Also the URL location of the link appears in the status message
area at the bottom-left of the window.
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2. Click once on the highlighted text, image, or icon. This transfers page content
from a server location to your computer.

Note that:

= Sometimes the page specified by a link may not be available. Such links are
often referred to as dead links. The error window shown on the following page
will be displayed.

= By default, links you have previously visited (referred to as followed links) are
shown in a different colour compared to links (or unfollowed links) that you
have not visited.

=N Eeh =
6 ‘@ httor//wwwe.. O v & X |[ @ skola| @ Min.. | @ 1.

g ii Internet Explorer cannot display the webpage

m

What you can try:

[ Diagnose Connection Problems

(» More information
a = javascriptexpandCollapse(infoBlockID'....

—

Opening Web Pages

To display a Web page in a new browser window: Open
1. Position the pointer on a hyperlink. Open in new tab
2. Right-click the mouse. This will display a pop- Open in new window
up menu. Save target as...
3. Click Open in new window. Print target
Note that:
Copy shortcut

=  You can also open a hyperlink and display
the Web page in a new browser window by
pressing SHIFT key whilst clicking on the A E-mail with Windows Live

link. a},, Translate with Bing

= Your screen will display two browser All Accelerators y
windows, one containing the first Web page

and the second containing the second Web Add to favorites..

page. Free YouTube Download
= Typically you can switch between different Free YouTube to MP3 Converter
browser windows by clicking the appropriate Send to OneNote

browser window button on the task bar.

Properties
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To display a Web page in a new tab:

1. Repeat steps 1-2 as above.
2. Click Open in new tab.

Note that:

=  Your screen will display one browser window with two web pages in separate
tab panes. Tabs enable you to switch between web pages within the same
browser window. There are some features associated with tab browsing such
as bookmarking all web pages.

')‘@ hitps://www.educationgovmty O ~ @ B & X‘ (3 skola (2 Ministry of Educ..
Tab panes

Opening & Closing Tabs

To open a browser tab:

Click the New Tab button on the address bar. This will create a new tab in the
same browser window.

New Tab

Q() L http://skola.edumt/ !',O ~- R (3 skola (C’
= e

A

l

Close Tab

To close a browser tab:

Click the New Tab button on the address bar. This will create a new tab in the
same browser window.

To switch between tabs:

Click on the browser tab to view.

Navigating Backwards & Forwards

You can navigate backwards and forwards between previously visited web pages:

1. Click Back button or ALT+ € keys to display the previous page in
the history list.

2. Click Forward button ALT+=>» keys to display the next page in the history list.
This button is available only after you have used Back button or a history menu
item.
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Navigating to the Home Page

You can navigate to the home page of MS Internet Explorer by clicking the Home |7
button. LI/

Note that:

= Alternatively you can press ALT+M keys to display the browser’s home page.

Displaying Previously Visited URLs

MS Internet Explorer offers several facilities to re-display previously visited Web pages.
To display previously visited URLs using the address bar:

1. Click the drop down arrow to the right of the address bar. A list of previously
visited URLs will be displayed.

Q- - ' \% https.//www.education.gov.mt/ ,CG aRoX

2. Click the address of the Web page you wish to visit.

‘\% hitp://www.caruna.edu.mt/ OD~0X ‘
http://www.education.gov.mt/ Shift + Enter
http://www.educ.gov.mt/
http://www.google.com.mt/
http://www.skola.edu.mt/

http://www.timesofmalta.com/

MS Internet Explorer automatically saves previously visited Web pages in a list known
as the history list. The history list contains shortcuts to pages you viewed during
browsing sessions. The list allows you to quickly return to the pages you have recently
visited.

To access the history list and display previously visited Web pages:

1. Click Favourites button. The Favourites pane appears along the left side
of the browser window. X

2. Click the History tab. This contains links to Web sites and pages visited in the

previous days and weeks.

Click a week or day.

Click a website folder to display individual pages.

Click the Web page icon to display page.

LA ol o
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@ Add to favorites |~

Favarites Feeds Histary

lView By Date hd

7513 Weeks Ago
4 2 Weeks Ago
4| Last Week

4 Monday

4 Tuesday

4 Wednesday
i Thursday

4 Friday

“ bov (www.bov.com)

Computer

google (www.google.com.mt)
“ | skola (skola.edumt)

timesofmalta (www.timesofmalta.com)
um (www.um.edu.mt)

vodafone (www.vodafone.com.mt)

Turn on Suggested Sites...

Completing Web-based Forms

In recent years Web pages have become highly interactive. Nowadays, Web pages do
not only display information. Users are purchasing goods and services through the Web.
Users are applying for courses through the Web etc.

Web-based forms are one way how users may interact with the Web. Online forms are
the equivalent of printed forms. They are so convenient because users can complete
and submit these forms quickly.

Web based forms may contain:

Text fields - These are blank boxes where you type in textual information.

Menu fields - These provide you with a choice to make in the form of a menu
that “appears” when you click on it.

Check boxes - These are used when you have a choice to make. You can choose
as many check boxes as you want.

Radio buttons - These are also used when you have a choice to make. Unlike
check boxes, you can only choose the one you want. They are circular.

Submit or Reset buttons - These allow you to clear your form (reset) or to
submit your form. What happens to the data after you “submit” depends on how
the Web page has been set up.
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First Name:l Last Mame: I < Text Field
Language &Cnntent:|Eninsh—United States j
ZIP/Fostal Cude:l Gender:l— vI
Industry: | [Select Industry] j
Title: < Menu field
Specialization:
Feaple Gearch Listing: igtréizgttliféfChemlcalsfFDrest Products
Computers/Electronics —
Construction
Consumer Goods
Education (includes students)
Energyfhining
Finance/lnsurance/Feal Estate e
[T Entertainment T Business I Shopping
I Home &Family [T Computers & Technology T Sports & Outdoors Check
" Health [ Personal Finance [T Travel Boxes
™ Music [T Srrall Business [T Sweepstakes & Free Stuff
| Submit This Form 4 Button

To submit a web-based form:

1. Complete the web-based form.
2. Click the Submit button.

To reset a web-based form, click the Reset button.

Using an Online Translation Tool

The Internet has free translation tools (e.g. Bing Translator and Google Translate) that
will help you read through web pages in languages you do not know.

. Type www.bing.com/translator in the address bar.

Press Enter key.

. To translate text, copy and paste the text in the left pane.

To translate a web page, copy and paste the URL of the page in the left pane.
In the Translate from: field choose the language to translate from.

In the Translate to: field choose the language to translate to.

Click Translate button.

oUhA WNH
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%% hitpy w.bing.com/translator/

mo . ¢ ”Skﬂla

5%| Bing Transl...

-’:f’ < E} - [= 080 ~ Page~ Safety v Tools~ ‘.@" ﬁ f @ @ r-:a g

biNng

TRANSLATOR FORPHONE FORPC FOR WEBMASTERS FOR BING BAR
Translate from:  Italian (Auto-Detected) A4
Translate to:  English - .)

HELP

ASSEN - L'ultima volta era stata il 10 oftobre 2010. Oggi finalmente, dopo 44 gare e
quasi mille giorni di digiuno, sofferenze, critiche, errori, diagnosi di bollitura e inviti a
ritirarsi, Walentino Ressi & tornato a vincere, per la 106ma volta in carriera. Sulla pista che
ama (gui al TT Circuit aveva gia trionfato sette volte), il Dottore s'inventa una gara
fantastica, da padrone assoluto che parte bene quarto, studia brevemente |a situazione,
sorpassa chirurgico prima Bradl, poi Marguez, poi Pedrosa al sesto giro e domina i
successivi venti con una fuga perfetta e implacabile. Scene di altri tempi per dire che il
grande campione, dopo sei gare di rodaggio sulla Yamaha, & tomato

ASSEN - the last time was the October 10, 2010. Now finally, after 44 matches and
almost a thousand days of fasting, suffering, criticism, errors, diagnosing boiling and
invitations to retreat, Valentino Rossi came back to win, to 108ma time in his career. On
the track he loves {here at TT Circuit had already triumphed seven times), the doctor will
invents a fantastic race, from absolute master that part well, studying briefly the situation
first surgical Bradl surpasses, then Marquez, then the sixth lap and Pedrosa dominates
the next twenty with a perfect escape and relentless. Scenes of bygone days to say that
the great champion, after running six races on Yamaha, is back

Enter text or webpage URL Clear All Rate this translation: v

Setting the Browser Home Page

Your home page is displayed each time you start Internet Explorer or when you click
Home button.

You can set the browser’s home page as follows:

1.
2. Click the Tools button.

Navigate to the webpage you want to set as the home page.

o

Click Internet options. The Internet Options dialog box is displayed.
In the General tab, do one of the following:

To set the current webpage as the home page, click Use current.
To reset the home page, click Use default.
To set a blank home page, click Use blank.

R =

General | security | Privacy | Content | Connections | Programs | Advanced|

Internet Options

Home page
/" To create home page tabs, type each address on its own line.

L] )
b http://www.um.edu.mt/itservices -

’ Use current H Use default ” Use blank

5. Click OK.
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Allowing & Blocking Pop-ups

A pop-up is a small web browser window that appears on top of the website you are
viewing. Pop-up windows often open as soon as you visit a website and are usually
created by advertisers.

MS Internet Explorer has a Pop-up Blocker feature that lets you limit or block most pop-
ups. You can choose the level of blocking you prefer, from blocking all pop-up windows
to allowing the pop-ups that you want to see. When Pop-up Blocker is turned on, the
Information bar displays a message saying "Pop-up blocked. To see this pop-up or
additional options click here."

By default, the Pop-up Blocker is turned on in MS Internet Explorer. To turn the pop-up
blocker off:

1. Click the Tools button.
2. Click Internet options. The Internet options dialog box is displayed.
3. Click the Privacy tab.
4. In the Pop-up Blocker section, untick the Turn on Pop-up Blocker.
5. Click OK button.
Internet Options @
General | Security | Privacy | Content | Connections | Programs | Advanced

Settings

Select a setting for the Internet zone.

Pop-up Blocker

| Turn on Pop-up Blocker Settings

InPrivate

/| Disable toolbars and extensions when InPrivate Browsing starts

oK ] | Cancel
Note that:

» To turn on the pop-up blocker again, repeat steps 1-3 as above and tick Turn
on Pop-up Blocker and click OK button.

Allowing & Blocking Cookies E E

Cookies are text files that save information regarding particular .
websites. They may save information, shopping cart contents, or user E
preferences.
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When a Web browser requests a Web page from a Web server, the latter can store a
piece of text on the user’'s computer. The text is sent back to the server each time the
browser requests a page from that server.

The main purpose of cookies is to identify users and possibly prepare customised Web
pages for them. When you enter a Web site using cookies, you may be asked to fill out
a form providing such information as your name and interests. This information is
packaged into a cookie and sent to your Web browser which stores it for later use. The
next time you go to the same Web site, your browser will send the cookie to the Web
server. The server can use this information to present you with custom Web pages. So,
for example, instead of seeing just a generic welcome page you might see a welcome
page with your name on it.

Many websites require that you enable cookies in order for the website to be properly
viewed. To enable cookies:

1. Click Tools button.
2. Click Internet Options. The Internet Options dialog box.
3. Click the Privacy tab.

Internet Options @
General | Security | Privacy |C0ntent| Connections | Programs | Ad\ranced|

Settings

Select a setting for the Internet zone.
Medium

- Blocks third-party cookies that do not have a compact

privacy policy
- Blocks third-party cookies that save information that can

o be used to contact you without your explicit consent
- Restricts first-party cookies that save information that
can be used to contact you without your implicit consent
| Sites | | Import | | Advanced | Default

4. Set the slider to Medium. This should be enough to enable cookies.

If you want to enable cookies for a particular site, click Sites button. In Address
of website: field type the URL. Click Allow button to enable cookies for that
site.

5. Click OK button to close the Per Site Privacy Actions dialog box.
6. Click OK button to close the Internet Options dialog box.
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Per Site Privacy Actions @

Manage Sites

B_ You can specify which websites are always or never allowed to use cookies,
) regardless oftheir privacy policy.

Type the exact address of the website you wantto manage, and then click Allow or
Block.

To remove a site from the list of managed sites, selectthe name ofthe website and
click the Remove button.

Address of website:

www.cnn.com| Block

Managed websites:

Domain Setting Remoaove

To block cookies for a site:

1. Repeat steps 1-4 as above.

2. If you want to block cookies for a particular site, click Sites button. In Address
of website: field type the URL. Click Block button.

3. Repeat steps 5-6 as above.

Using Help

To use the available Help functions in Internet Explorer:

1. Press F1 key. The Windows Help and Support window will be displayed.
. In the Search Help field, type in the keyword to find e.g. cookies.

. Click the topic to display. Help text will.

. Close the help window.

P WN

-34-



Online Essentials ICT Year 9 Notes

= x|
@@ @@mﬂﬁskgpﬁomv

||Search Help P|

Getting started with Internet Explorer 9

Windows Internet Explorer 9 has a streamlined look and many In this article

new features that speed up your web browsing s Use the new browser

experience. controls

() Go to the Windows website to watch a video about e Pinsites to the taskbar

what's changed in Internet Explorer 9. (2:25) e Search in the Address bar
e Use Download Manager

Use the new browser controls e Work with tabs

The first thing you'll notice when you open # Protect your information

Internet Explorer 9 is the simplified design. You can find while you browse

most command bar functions, like Print or Zoom, when e Information that doesn't

you click the Tools button {C:r}, and your favorites and slow you down

feeds appear in Favorites Center when you click the
Favorites button i:?

Add to faverites | ¥ |

Favorites | Feeds | History |
n Favorites Bar

@ amazon.com Online Shopping for Electronics, ...

Image hosting, free photo sharing & video sh...

B Ve JEN  NEE-ial Cibn Vo

< | 1 | b

43 More support options
€ Online Help ~

Displaying & Hiding Toolbars

By default Internet Explorer does not display toolbars. To display or hide built-in
toolbars:

1. Right-click anywhere in the tab bar. A short-cut menu will be displayed.
2. Click the toolbar to display/hide.
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ents

@ Ministry of Educatio... %

Menu bar

Favorites bar
Command bar
Status bar

Expat Shield Toolbar

Contact FAQ pdfforge Toolbar

Lock the toolbars

Restore
Move
Size
Minimize
Maximize

Close

Show tabs on a separate row

A A K

Alt+F4

Deleting the Browsing History

MS Internet Explorer automatically saves previously visited Web pages in a list known
as the history list. The history list contains shortcuts to pages you viewed during
browsing sessions. The list allows you to quickly return to the pages you have recently

visited.

To access the history list and display previously visited Web pages:

1. Click Favourites button. The Favourites pane appears along the left side [T
Lt

of the browser window.

2. Click the History tab. This contains links to Web sites and pages visited in the
previous days and weeks.

3. Click a week or day.

4. Click a website folder to display individual pages.
5. Click the Web page icon to display page.

@ Add to favorites | T

| Favorites Feeds History |

[View By Date VI
i 3 Weeks Ago

: :ij' 2 Weeks Ago

| :11_' Last Week

iii_' Monday

Tuesday
::' Wednesday
1l Thursday
& Friday
. bov (www.bov.com)
Computer

. google (www.google.com.mt)

- timesofmalta (www.timesofmalta.com)

B
B
¥ skola (skola.edu.mt)
-
L um (www.um.edu.mt)
B

. vodafone (www.vodafone.com.mt)

Turn on Suggested Sites...
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To delete specific websites from the history list:

1. Repeat steps 1-3 as above.
2. Right-click the website folder to delete.
3. C(lick Delete.

To delete all browsing history:

1. Click Tools button.
2. Point to Safety.

3. Click Delete Browsing History... The Delete Browsing History dialog box is

displayed.
4. Tick the History check box.
5. Click Delete button.

Note that:

=  Deleting your browsing history does not delete your list of favourites or

subscribed feeds.

Delete Browsing History

V| Temporary Internet files

faster viewing.

v | Cookies

such as login information.
| History
List of websites you have visited.

Download History
List of files you have downloaded.

Form data

Passwords

details about your visit.

| Preserve Favorites website data
Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

=

Copies of webpages, images, and media that are saved for

Files stored on your computer by websites to save preferences

Saved information that you have typed into forms.

Saved passwords that are automatically filled in when you sign
in to a website you've previously visited.

ActiveX Filtering and Tracking Protection data
A list of websites excluded from filtering, and data used by Tracking
Protection to detect where websites might be automatically sharing

About deleting browsing

Delete ‘ [ Cancel

history
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Deleting Temporary Internet Files & Saved Form Data

Cache is a special folder on the hard disk that stores Web pages accessed by your
browser. The first time visit a Web page, your browser retrieves all content (text,
images, audio etc.) and a copy of these will be stored on the hard disk. The next time
you visit the same Web page, your browser checks if the last modified dates of the files
on the Internet are newer than the ones stored or cached. If the dates are the same,
your browser uses the files on your hard disk instead of downloading these again from
the Web server. Thus the cache speeds up browsing of Web pages. The files stored in
the cache are known as temporary Internet files.

The temporary Internet files are never deleted unless the cache is full. To delete these:

1. Click Tools button.

2. Point to Safety.

3. C(Click Delete Browsing History... The Delete Browsing History dialog box is
displayed.

Tick the Temporary Internet files check box.

Click Delete button.

A o

Delete Browsing History @

¥| Preserve Favorites website data
Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

v | Temporary Internet files
Copies of webpages, images, and media that are saved for
faster viewing.

To delete saved information that you have typed in web forms:

1. Repeat steps 1-3 as above.
2. Tick Form data.
3. Click Delete button.

Adding & Deleting Bookmarks

The bookmarks, referred to as Favourites in MS Internet Explorer enable you to store
the URLs of Web pages that you frequently visit. It is a list of URLs of frequently visited
Web pages. Through the favourites list you can return to a Web page without having to
remember and retype its URL. Once you add a URL to the favourite list, the item stays
until you remove it or edit the list.

To add a URL to your list of favourite Web pages:

1. Go to the page that you want to add to your favourites list.
2. Click Favourites button. A short-cut menu is displayed.
3. Click Add to favourites button.

Add to favorites |~

The Add a Favourite dialog box is displayed. You can replace the default name
of the Web page in the Name: field.
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Add a Favorite @

L Add a Favorite

Add this webpage as a favorite. To access your favorites, visitthe
Favorites Center.

Name: Ministry of Education and Employment
Create in: ITA? Favorites " New folder

| Add || cancel |

4. Click Add button.

Note that:

=  The title of the currently displayed Web page will be added to the Favourites
list. The Favourites menu grows as you add Web pages.

To delete a bookmark:
1. Click Favourites button. The Favourites tab in the pane displaying the list of
bookmarked Web pages appears.

2. Right-click the web page to delete from the Favourites list.
3. Click Delete in the shortcut menu.

Displaying Bookmarked Web Pages

To display a bookmarked web page:
1.

Click Favourites button. The Favourites tab in the pane displaying the list of
bookmarked Web pages appears.

2. Click the page to open. The browser will display the selected Web page.

Creating & Deleting Bookmark Folders

As your list of favourite pages grows, you can organise them by moving them into
folders. To create a folder in the favourites list:

1. Click Favourites button.
2. Click Add to favourites arrow. A drop-down menu is displayed.

Add to favorites | ™
Add to favorites... Ctrl+D
Add to Favorites bar

|:%5 Import and export..

Organize favorites...
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Type a name for your folder e.g. ECDL Links.
Press Enter key.
Click Close button.

NOW AW

Click Organise favourites.... The Organize Favourites dialog box is displayed.
Click New Folder button. A new folder icon is displayed in the list.

2| Organize Favorites

Favarites Bar

Microsoft Websites

MSN Websites

Websites for United States

Windows Live

Windows Live
Favorites Folder

Modified:
25/04/2011 16:48

MNew Folder J l Move. .

To delete a folder in the Favourites list:

1. Repeat steps 1-3 as above.
2. Select the name of the folder to delete.

3. Click Delete... button. The Delete Folder dialog box is displayed.

Delete Folder

Are you sure you want to permanently delete this folder?

ﬁ ECDL Links
‘ Date created; 01/07/2012 11:10

Click Yes button to confirm.
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Adding Web Pages to Bookmark Folders

To add a Web page to a particular folder in the Favourites list:

PWhNH

Go to the Web page that you want to add to your Favourites list.

Click Favourites button.

Click Add to favourites arrow. A drop-down menu is displayed.

In the drop-down menu, click Add to favourites... again. The Add a Favourite
dialog box is displayed.

Add a Favorite @

Add a Favorite

Add this webpage as a favorite. To access your favorites, visitthe
Favorites Center.

Name: ECDL Malta

Create in; ) ECDL Links v| New folder

| Add || cancel |

Click the drop-down arrow in the Create in: field. This will display the available
Favourite folders.

Click the folder where the web page will be added.

Click Add button.

Downloading Files from a Web Page

You can download text files, image files, sound files, video files, and software from a
Web page as follows:

1. Right-click the file to download.
2. Click Save target as... The Save As dialog box will be displayed.
3. Browse to the disk/folder where the file will be saved.
4. Type the name of the File in the File name: field.
5. Click Save button.
Note that:

Files downloaded from Web pages may be infected with a virus. It is important
that you use anti-virus software to scan all files downloaded from the Web. If
the files are safe you can proceed with opening these.

To save an image:

2.
3.
4.

Right-click the image.

Click Save picture as... The Save Picture dialog box will be displayed.
Browse to the disk/folder where the file will be saved.

Type the name of the File in the File name: field.

Click Save button.
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Copying Text, Images & URLs

You can copy text, images and URLs from a web page to a document or email.

To copy text from a web page to a document/e-mail:

Select the text you want to copy.

Right-click over the highlighted text.

Click Copy.

Paste the information into the document/e-mail you are working on.

hWwhpE

To copy an image from a web page to a document:

1. Right-click the image to copy
2. Click Copy.
3. Paste the image into the document/e-mail you are working on.

To copy a URL to a document:

1. Right click the hyperlink text.
2. Click Copy Shortcut.
3. Paste the URL into the document/e-mail you are working on.

Previewing Web Pages

When printing a Web page, MS Internet Explorer formats content according to the size
of the printed page. The Print command rearranges the page layout (text is word-
wrapped and graphics are repositioned) to fit in the paper.

To preview the appearance of a printed Web page:

1. Click the Tools button. A drop-down menu will be displayed.
2. Point to Print.
3. Click Print preview... The Print Preview dialog box is displayed.
4. Select the appropriate option.
5. Click Close button to close the Print Preview screen.
Option ‘ Button To do this
Print @1 Set printing options and print the page
Portrait Print the page vertically (portrait orientation).
r Print the page horizontally (landscape
Landscape orientation).
e Change paper size, orientation, or margins, and
Page Setup “ add headers or footers.
Turn headers or Decide whether to print additional information
footers on or off El (such as the date, website address, or page
number) at the top or bottom of the page.
View full width Zoom the webpage to the width of the preview
screen.
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Option Button To do this

View full page Zoom the webpage to show the full webpage in
— the preview screen.

Show multiple ; ) . .

pages |1 Page View J View multiple pages on the preview screen

Change Print
Size

| Shrink To Fit = |

Stretch or shrink the page size to fill the printed
page.

Page number

Page |1_ of 2

Type the number of the page you want
displayed.

First page

N

Display the first page to be printed.

Previous page

Display the previous page to be printed.

Next

—>

Display the next page to be printed.

Last Page

>l

Display the last page to be printed.

@@ o | o

H

i
!

il ﬁi_;ligii

i Hil|

‘ = ‘ =] EJ 1Pageview v| Shrink To Fit v‘

Printing

You can also adjust the Page setup options before printing:

Point to Print.

Select the appropriate options.
Click Print button.

nhwNe

Click the Tools button. A drop-down menu will be displayed.

Click Print... The Print dialog box will be displayed.
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To print...

== Print

General Options

Select Printer

= PDFCreator
« Samsung SCX-4200 Series
= Send To OneNote 2010

4

Status: Offline
Location:
Comment:

Page Range
Q) All

Selection Current Page

Pages: 1

Enter either a single page number or a single

page range. For example, 5-12

=

1y

Printto file | Preferences |
| Find Printer... |
Mumber ofcopies: 1 =
Collate 3 3
1127 | 1)
Print l | Cancel | A

Entire Web page

‘ Do this

Tick the option All in the Page Range section.

Specific page(s)

Type the pages to print in the Pages: field.

Selected text

Tick the option Selection in the Page Range section.

Number of copies

Type in a number in the Number of copies: field.

-44 -



Online Essentials ICT Year 9 Notes

WEB-BASED INFORMATION

Search Engines

If you do not know the URL of a Web page, you can still search for it using the search
engines available on Internet. A search engine is a program that locates Web sites via
searches for keywords and phrases.

Typically, a search engines use a program known as a spider to fetch as many Web
pages as possible. Another program known as indexer, then reads these documents and
creates an index based on the words contained in each document. Therefore search
engines do not search the WWW in real time. Each search engine maintains a database
of information accumulated from the WWW.

When you use a search engine and submit a query, the database is searched to yield
Web pages that fit the search criteria. These are returned as a list of ‘hits’, rank ordered
according to criteria applied by the search engine. Different search engines maintain
different databases of information and apply different criteria to rank order the list of
potential sites.

There are several search engines on the Internet including:

Search Engine URL

Google http://www.google.com
Yahoo http://www.yahoo.com
Ask http://www.ask.com
Bing http://www.bing.com

Most search engine sites contain sub-headings called directory indexes to facilitate the
location of information on Internet. Directory indexes are used as a starting point for a
search, refining the search criteria at each step of the way.

Searching for Information

To select a specific search engine:

1. Type a word or phrase in the Address bar.
2. Click the arrow in the address bar.

G| ecd| O~
http:/Awww.ecdl.com.mt/ Shift + Enter

Google Suggestions

Turn on suggestions (send keystrokes to Google)

E] o Add

3. Select a search provider icon at the bottom of the expanded Address bar e.g.
Google.
4. Press Enter key.
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It is possible to look for information using the search facility available on the search
engine site. If you know exactly what you are looking for, type the word or phrase that
best describes the subject, click on ‘search’ button, and wait for the search engine to
come up with the results.

In some cases the search engine would list thousands of web pages related to the
subject you are searching for. This would make it next to impossible to go through all
the Web pages on the list. The following hints might help you select the appropriate
information from Internet:

» Read the ‘hints’ and ‘help’ for each search engine - these will explain how
the search tool works, and which commands can be used to attain more
accurate results.

= Use specific words instead of general ones - for example, searching for
‘constructivist education’ will have more specific results than a search for
‘education’.

= Use quotes around words that are part of a phrase - if you want the words
to be found in a specific order, it is important to enclose them in inverted
commas. Thus, if you want to find documents about Jean Piaget, type in ‘Jean
Piaget’. The former will produce a never-ending list of Web pages having
either Jean or Piaget or both.

= Use the '+’ (plus) for words that the search must contain - if you are
looking for Italian cars, you should search for +Italian+cars, which, means
that the documents retrieved will all have both the word ‘Italian’ and the word
‘cars’ in them.

= Use the *'-' (minus) for words that the search must not contain - if you
are looking for information about cars but these must not be Italian cars, you
should search for +cars-Italian. The results of this search would include a
list of documents about cars with no mention of Italian cars.

= Use Boolean operators AND, OR, AND NOT - These operators must appear
in capital letters and with a space on each side.

o AND - documents found must contain all words joined by this operator,
for example italian AND cars would list all Web pages about Italian cars.

o OR - documents found must contain at least one of the words joined by
OR, for example butterfly OR caterpillar would list all Web pages
containing either butterfly or caterpillar.

o AND NOT - documents found cannot contain the word that follows AND
NOT, for example English language AND NOT England would display
of all Web pages containing English language and not England.
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o f A ) M s
J/fwww.googlec.. O ~ & X || *§ Google T X {5}
Maps Play YouTube Mews Gmail Documents Calendar More -
Sign in
GO \_)gle
Google Search I'm Faeling Lucky
iGoogle Advertising Programs ~ Business Solutions  Privacy & Terms  +Google  About Google  Google commt  »

To search for specific information:

1. In the Search field: type the keywords.
2. Press ENTER key. The search engine will locate occurrences of the text in its

database of Web pages.
3. Examine the search results. These are usually presented as a list of links to
pages containing the text you requested. Click any link to display a Web page.

=N EER &>

TN
LILI

o~

*§| ecdl malta - Googl...

mages Maps Play YouTube News Gmail Documents Calendar More -

Google  ecaimats o |

m

Search About 140,000 results (0.18 seconds
| wes ECDL Malta
www.ecdl com. mi/
Images Welcome to ECDL Malta. The European Computer Driving Licence (ECDL) is the
" global standard in end-user computer skills carifiestions. ECDL consisis of s .
Viaps
ECDL /ICDL Advanced
Videos ECDL is a test of practical skills and ECDL Advanced is the logica
competencies and consists ... progression for Candidates who ...
News
Shopping Test Centres Contact Us
The following test centres have been Contact Us. The ECDL Office in
More sccredited to offer these ... Malts may be contacted as ...
Downloads EqualSkills
Shaw search tools Downloads. The syllabi are in FOF EqualZkills is specially developed to
format. You will need Adobe .. cater for those with no ...

More results from ecdl.com.mt »

4 m | b
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Searching Web Based Encyclopaedias & Dictionaries

You can access many encyclopaedias e.g. Wikipedia and dictionaries e.g. Dictionary.com
on Internet. The screens of encyclopaedias and dictionaries vary however all of them
will have a search field where you can type keywords to search.

To use Wikipedia:

1. In the address bar type www.wikipedia.org.
2. In the search field type the keyword e.g. ecdl.
3. Click search button.

|eod|| English j ;l

To use Dictionary.com:

1. In the address bar type www.dictionary.com.
2. In the search field type the keyword e.g. floods.
3. Click Search button.

Sign Up | Log In

Lo

Dictionary Thesaurus Word Dynamo Quotes Reference Translator Spanish

The Hot'Word | Daily Crossword | Word Games |  Crossword Sohver | Tools | Mobile mh’lra Apps...

Evaluating Online Information

The World Wide Web offers information
and data from all over the world. Anyone
can write a Web page. This means that
the Web has high quality information and
information of a dubious nature. It is
therefore important to critically evaluate
the online information.

= Purpose of online information - It is important to understand the purpose
of the site. Is it meant to present factual information? Is it presenting the
personal opinion of the author? Is it presenting information for entertainment
purposes? Is it presenting commercial, sales or marketing information?

= Credibility of online information - Who is the author of the web page? What
qualifications does this person have on this topic? Are there any references on
the web page to other credible pages? Is the information up to date?

= Target audience - Is the information intended for primary school children,
university students, adults etc.?
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Copyright

Computer users should be aware of the copyright issues with regards to software and
files such as graphics, text, audio and video. A copyright is the exclusive legal right
that prohibits copying of intellectual property without permission of the copyright holder.

Computer software is considered as intellectual property and is protected by the
copyright law.

The Internet and the World Wide Web present tremendous opportunities for sharing
information but it is important to remember that what is freely available does not imply
that it can be copied. Under copyright law, you cannot copy work/files unless you have
been given permission to do so.

Data Protection Legislation

< —_
S RN " -\*,
The ease with which computers can ] n ' sciLce
process, store and transfer data

(including personal data) has _3

necessitated some form of legislation to 2

protect the privacy of individuals.

Computer users dealing with personal g ! A”rm )
data will soon be required to treat this et '
data according to the legal framework = :

outlined in the Data Protection Act.

The Data Protection Act (2001) attempts to make provision for the protection of
individuals against the violation of their privacy and personal integrity by the processing
of personal data.

Data controllers (users having personal data on their computer) should ensure that:
= Personal data is processed fairly and lawfully;
= Personal data is always processed in accordance with good practice;

= Personal data is only collected for specific, explicitly stated and legitimate
purposes;

= Personal data is not processed for any purpose that is incompatible with that for
which the information is collected;

= Personal data that is processed is adequate and relevant in relation to the
purposes of the processing;

= No more personal data is processed than is necessary having regard to the
purposes of the processing;

= Personal data that is processed is correct and, if necessary, up to date;

= All reasonable measures are taken to complete, correct, block or erase data to
the extent that such data is incomplete or incorrect, having regard to the
purposes for which they are processed;

= Personal data is not kept for a period longer than is necessary, having regard to
the purposes for which they are processed.
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COMMUNICATION CONCEPTS

Online Communities

An online (virtual) community is a group of people
that communicate with each other using Internet e.qg.
email, internet social network service or instant
messages. They communicate for  social,
professional, educational or other purposes.

Many individuals use social networking websites
such Facebook to keep in touch with their friends and
seek ‘old’ friends. They set up an online profile,
describing their interests, and add links to other
profiles. Generally, users are able to post personal
information, including photographs, videos etc. Some
people join special interest groups on social
networking sites.

An Internet forum is also called a message board, discussion group, bulletin board or
web forum. An Internet forum usually allows all members to make posts and start new
topics.

Before a prospective member joins an Internet forum and makes posts to others, s/he
is usually required to register. The prospective member must usually agree to follow
certain online rules, sometimes called netiquette. When a member is approved by the
administrator or moderator of the Internet forum, the member usually chooses his or
her own user name and password. Sometimes, a password is supplied.

The separate conversations in an Internet forum are called threads. Threads are made
up of member-written posts. Internet forum members can usually edit their own posts,
start new topics, post in their choice of threads and edit their profile. A profile usually
lists optional information about each forum member such as the city they are located in
and their interests.

An Internet forum administrator or monitor may also participate in the forum. A forum
administrator can usually modify threads as well as move or delete threads if hecessary.
Administrators can also usually change software items in an Internet forum. Moderators
often help the administrator and moderate Internet forum members to make sure the
forum rules are being followed.

Chat rooms are virtual spaces on Internet where
individuals discuss topics in real time. Within a chat room,
there may be a moderator who monitors the content of
the conversation in order to prevent abuse.

Social networking, Internet forums and chat rooms
provide ways to learn, talk and socialize, however some
users abuse these systems. Children and teens must be
aware that they can meet irresponsible users and adults
who use chat rooms anonymously. Children must report
all bullying and harassment they may receive through
chat rooms. Children and teens must never give their

-50-



Online Essentials ICT Year 9 Notes

personal contact details, pictures etc unknown users. They must never meet a person
that they have met through a chat room or any other social networking. If they agree
to meet a person, they must be accompanied by a parent or an adult family member.
Parents need to be aware of who their children are talking to in chat rooms and social
networking sites.

Online computer games refer to any type of game that someone can play through
the Internet or over a computer network. Most of the time, online gaming refers to video
games played over the Internet, where multiple players are in different locations across
the world. Online gaming also refers to gambling over the Internet, through an online
casino.

Online gaming is growing in popularity for a variety of reasons. Gamers can easily find
opponents of a similar skill level when playing a game over the Internet. Players also
can compete in multiplayer games, where many players play an ongoing game in a
virtual world. Often times, participants can communicate with other gamers through
text chat sessions during online gaming or, sometimes, players can actually speak to
other players, using special audio hardware. Some online games charge a monthly fee
for access to the video game software.

Parents are encouraged to supervise closely what their children are doing on the
computer. Software can be installed on computers to monitor the sites visited by
children and teenagers. Parents are encouraged to agree with children on the duration
of time that their children spend on the computer.

Publishing & Sharing Content Online

You can publish and share content online through:

= A blog short for web log is a type of website usually maintained by an individual
with regular entries of commentary, descriptions of events, or other material
such as graphics or video. The latest entry is always displayed at the top of the
Web page.

Many blogs provide commentary or news on a particular subject; others
function as more personal online diaries. A typical blog combines text, images,
and links to other blogs, Web pages, and other media related to its topic. The
ability for readers to leave comments in an interactive format is an important
part of many blogs.

Examples of blogging software include Wordpress and Blogger.

= A microblog is a type of blog that lets users publish short text updates.
Microblogging is a web service that allows the subscriber to broadcast short
messages to other subscribers of the service. Microposts can be made public
on a web site and/or distributed to a private group of subscribers. Subscribers
can read microblog posts online or request that updates be delivered in real
time to their desktop as an instant message or sent to a mobile device as an
SMS text message. Twitter is an example of a microblogging software.
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= A podcast is an audio or video file available on the Internet for you to listen to
and/or watch. A podcast can also refer to a series of these audio or video files
(similar to how a TV or radio show can be a series of shows or just one show).
When using the word podcast, most people refer to the entire series and not
just one audio or video file.

Podcast is made up of two words:

o POD - You can either listen to a podcast on your computer or transfer
it to your portable audio (e.g. MP3 player) or video device, which means
that file is Portable, and it's On-Demand because you can listen to or
watch it when you want.

o CAST - the file is sent out to you over the Internet, in the way a
broadcast comes to you over the radio or TV airwaves. But instead of
using a radio or TV, with podcasts you use a computer connected to the
Internet, and on that computer you have a program that allows you to
subscribe to, manage, and listen to or watch your favourite podcasts.

Podcasting lets you automatically receive the latest audio/video shows from
websites that you subscribe to as soon as these are available. You can subscribe
to receive a podcast, rather like you might subscribe to a magazine and get it
delivered each week.

7

In order to subscribe for a podcast, you need an = ,
Internet connection and podcast software which is iTunes
usually available free of charge e.g. e.g. iTunes or
Winamp. To subscribe to podcasts, locate the relevant

=2

25 Zune
button on the website. Each time you connect to =
Internet the podcast software will automatically o=
download any new available podcasts to vyour A -ZENCast

computer.

= Photo sharing is the publishing or transfer of a user's digital photos online,
thus enabling the user to share them with others (publicly or privately). This
function is provided through both websites and applications that facilitate the
upload and display of images. Examples of image sharing tools include Flickr,
Picasa and Facebook.

= A video sharing website allows individuals to upload video content to share,
distribute or place on a website. The type of video content uploaded can be
anything from short video clips all the way to full length movies. Examples of
video sharing websites include YouTube, Vimeo, Dailymotion and Facebook.

Protecting Yourself Online

= Use appropriate privacy settings on social networking sites to limit access to your
information, pictures etc. Double-check your privacy settings to ensure that
these are working as you would expect. From time to time developers of social
networking sites implement improvements to privacy settings. Adjust your
privacy settings accordingly.

= Be careful how much information you divulge about yourself on social networking

sites. You may have friends with whom you are uncomfortable of sharing
particular information. Avoid posting comments and pictures which embarrass
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you if seen by family members, colleagues, students, your present or future
employer.

= Posting particular messages on walls of social networking sites may not always
be appropriate. Use private messaging when appropriate.

Instant Messaging

Instant Messaging (IM) is an Internet service that enables you to communicate using
text with another person/s using an instant messaging program. The communication is
real time — similar to a telephone conversation but using text instead of voice. A program
known as instant messenger is used for text or chat communication. Typically, the
instant messaging system alerts you whenever somebody on your private list is online.
You can then initiate a chat session with that particular individual. You can also use an
instant messaging program to send files such as documents and pictures.

Nowadays, programs such as MS Windows MSN (Messenger), MS Lync, Skype and
Google Hangouts are used as instant messengers and VoIP. Some users make use of
web cam during IM or VoIP communications.

Short Message Service & Multimedia Messaging Service

Short Message Service (SMS) allows for short text messages to be sent from one cell
phone to another cell phone or from the Web to another cell phone. SMS is also referred
to as texting, sending text messages or text messaging. SMS text messaging is the
most widely used data application in the world.

Multimedia Messaging Service (MMS) is a mobile phone service that allows users to

send multimedia messages to each other. This includes images, videos, and sound files.
Most modern mobile phones and smartphones support MMS messaging.
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Voice Over Internet Protocol

Voice Over Internet Protocol (VoIP) is an Internet
service that enables you to communicate using voice

with another person/s. The communication is real i ’ VUIP )
time. It is a telephone conversation over Internet.
Sometimes this is referred to as Internet telephony or {

IP telephony. Many home users communicate with
their friends and relatives through Internet telephony
using a VoIP program, a microphone and
speakers/headphones. There are no additional

charges for these voice calls because these happen
over the same Internet service used for Web browsing and e-mail.

Netiquette

As with other forms of communication media, there are widely observed conventions,
often known as ‘network etiquette’ or ‘netiquette’ - associated with electronic
communication. Netiquette is a set of guidelines intended to promote effective, efficient
and responsible electronic communication between all users.

The following netiquette guidelines are derived from those in use at many locations on
the Internet:

= Use short meaningful descriptions in
the subject field of all your messages.
Messages without subject lines can
confuse and frustrate the persons who
receive these particularly if they

receive a lot of mail. Do not email
) =B anything which
* Messages should be concise and to the &, would not
point. Use short paragraphs with be prepared tos
breaks in between. White space makes say directly to
long text easier to read. someone's face!

= Be careful about the way you express
yourself in a message, especially if you
feel strongly about an issue. Never
shoot off a quick response to some
issue. Once you press the send button
there is no way you can retrieve the message back.

= Never type your messages in all uppercase letters. Capitalizing whole words
that are not titles is the equivalent of shouting. Asterisks are usually used to
add *emphasis* to a word.

= Acronyms (e.g. ASAP - as soon as possible) are often used in email messages.
Avoid overuse of acronyms in your messages. Such messages can confuse and
annoy readers that are not familiar with acronyms.

= Ensure that your message is free of spelling and grammar errors before
pressing the ‘send’ button.

= It is unethical to forward a message without asking permission of the person
who wrote the message.
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= Do not make changes to someone else's message and pass it on without making
it clear where you have made the changes.

= Do not initiate or forward chain letters and other unwanted email, known as
‘spam’, to your friends.

= Be careful with file attachments that you send along with your mail. Large files
can completely fill the recipient’s mailbox making it impossible for him/her to
receive any more messages. Seek permission from your recipients before
actually sending large mail (>5Mb). Compression utility programs can be used
to reduce the sizes of your attached files.

= Some networks blocked the transmission of emails with particular files e.g.
executable files and MS Access files. You may be able to send such files if these
are compressed using compression utility programs.

Electronic Mail

Electronic mail or email is a way of sending electronic messages through the systems
and networks that make up the Internet. Email is the most frequently used application
on the Internet. This is because email has many advantages over other means of
communication:

=  Email is very fast compared to normal the postal service. An email gets to any
destination in a few minutes.

=  Email is cheaper compared to the normal postal service. It only requires an
Internet connection. There is no need for envelopes and stamps.

To send and receive email you will need an Internet connection and an email address.
You may also need an email client (or program).

You can obtain an email address from any of the following sources:

= Typically the ISP which provides you with an Internet connection will also
provide you with an email address.

= Your school will provide you with an email address. It is important that you use
such email for schoolwork. Such emails should not be used for personal
communication or to forward jokes.

= You can get a free email address from some Web sites e.g. Hotmail, Yahoo,
Gmail etc. Email addresses derived from the Web are known as Web-based
email accounts. Web-based accounts enable you to read and send email
through a Web page i.e. from any location.

Structure of an Email Address

Email addresses have a standard format made up of two parts separated by the @
symbol:

1. The UserlID or Username is a unique identification of a person on a particular
server.

2. The Host name or Domain _name is the location at which the mail is sent.
This refers to the mail server i.e. the computer where the recipient has a
mailbox.
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Username
john.borg@skola.gov.mt

Domain

How does Email work?

Every user with an email address has a mailbox that stores all incoming and outgoing
mail. The mailbox is located on the mail server computer at the ISP. This mail server
computer is connected to Internet 24 hours a day. So, your incoming mail is delivered
to your mailbox even while you have your computer switched off. Therefore, you need
to check your mailbox to read your mail. You will need a mail program such as MS
Outlook or Mozilla Thunderbird to read and send mail (unless you will be checking email
on the Web).

You type a message on your computer using a
mail client. You send the message when you
connect to Internet. The email will be delivered
to the electronic mailbox of the recipient (the
person who receives your email) on a mail
server computer. The recipient can check his or
her mailbox and can download the electronic
messages from the mail server to his/her
computer. The recipient of your message can
respond to you, forward the message to MAI/
someone elsg, file the message in the computer, sggreg
or just delete the message.

It is important to understand that the recipients ‘
of your mail do not have to be present at their
computer when you send mail to them. Your
message travels to the destination mailbox

quickly. But the person at the other end still has
to check the mailbox to read your message.

E-Mail Recipients

You should always make sure you e-mail the right people, in the right way. The To, Cc
and Bcc fields allow you to indicate how your message should be read by the people
that receive it.

The To field is for people that the message directly affects, and that you require action
from. If you expecting someone to do something, they should be in the To field.

The Cc (or carbon copy) field is for people you want to know about the message, but
are not directly involved. It's mainly for people that do not need to act or reply to the
message, but to keep them informed.

The Cc field can be used for a number of reasons.
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= It keeps other people "in the loop" on certain issues.

= It lets people know if they are expected to take action, or if they are just being
informed.

= It allows you to make the receiver aware that other people know what is going
on (in case you want them to take the content more seriously, or treat it as
more important or urgent).

The Bcc field (Blind Carbon Copy) is used when you want other people to receive the
message, but you don't want the other recipients to know they got it. When people get
an e-mail, they will see all the people in the To and Cc lines - but not Bcc.

One good use of Bcc is when sending an e-mail to hundreds of people. You don't want
them all to see each other's e-mail addresses so you use this field, rather than the To
or Cc lines.

Fraudulent & Unsolicited Email

All email users must be able to distinguish between genuine, unsolicited and fraudulent
messages.

From time to time you may receive messages with promotional material about a product
or service. You may not be interested in such messages which are often referred to as
unsolicited mail or spam mail.

Occasionally you may receive messages with information about fraudulent schemes
such as pyramid selling or get rich quick schemes. It is important that you do not forward
such emails and delete these from your mailbox.

You may also receive messages which appear to be sent from a reputable institution
such as a bank, a mobile company, an Internet Service Provider (ISP) asking for
personal information such as name, surname, address, username, password, and credit
card details. This is known as phishing. It is important that you do not forward such
emails and delete these from your mailbox.

Phishing Messages E#:EE
. "

Phishing messages often direct
you to enter details at a fake
website whose look and feel are
almost identical to the legitimate
one. Reputable organisations never
ask users to send their usernames,
passwords, credit card details etc.
via email. It is therefore important
to disregard these messages. If
you are in doubt, phone the
organisation and inform them that
you received a phishing message.
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USING EMAIL

Opening & Closing MS Outlook

As indicated earlier, an email client is a program used to send and receive email. There
are several email clients such as MS Outlook and Mozilla Thunderbird. The email
program that you will use is MS Outlook 2010.

To start MS Outlook:

1. Click Start button.

. Select All Programs.

. Click Microsoft Office.

. Click Microsoft Outlook 2010.

A WN

0| |= Inbox - james.cilia@ecdl.com.mt - Microsoft Outlook — @ =3
Home Send / Receive Folder  Vview s @
Jj Aﬁl % Ignore x 411 4::] 7;& [ Meeting | (23 Move to: 7 % To Manager j £y E J v Find a Contact .d-\.
%= Clean Up ~ M - 54 Team E-mail % Reply & Delete . — (4} Address Book =
New  New Delete | Reply Reply Forward _ Move Rules OneNote Unreac/ Follow | o _ | Send/Receive
< . 7 W = Filter E-mail -
E-mail ttems - | S Junk All 5 More Clzaieliey - - Read Up~ All Folders
New Delete Respond Quick Steps Move Tags Find Send/Receive
Al Favorites - - >
Search Inbox (Ctrl+E) »
. ECDL Core Syllabus V5 4 July 2012 »
= e Arrange By: Date Newest on top -~ Mo TuWe Th Fr Sa Su
[lsertneme James Cilia <james.cilia@gmail.com>
. Sun 01/07/2012 12:55
3 Deleted fems Today S0 2BL&B5E7E
= james.cilia@ecdl.com.mt 910 11 12 13 14 15
Y 1 James Cilia 12:55
L] Inbox (2) 16 17 18 19 20 21 22
ECDL Cere Syllabus V5 Dear J B
A : ~ | 23 Microsoft Outlook 12:49 car James, = T
LB EI Microsoft Outlook Test Messaae R
) i Please note that starting from 1st October
ot 2009, there will only be ECDL Core Syllabus
L rarts
= V5 tests.
Es) S ES No upcoming appoin
31 Deleted ltems b Kind regards,
4 Frida ECDL Malta
4 Mail el
T Calendar Arrange By: Flag: Due Date Today on top -
=] Contacts
There are no items to show in this view.
/] Tasks i
S = @  Show social network updates in O.. l:‘ |:| ia}| 4 Frequent Contacts o
Frequent contacts are automatically added to
Ily added >
Filter applied Send/Receive mm—" i@ Connected (|[1| B3 100% (=) [} (+)

MS Outlook 2010 displays four vertical panes:

» Navigation Pane (1) - has tools and information determined by the current
selection. The Navigation Pane displays several tabs including Mail, Calendar,
Contacts, Tasks, Notes, Folder List, Journal, and Shortcuts.

» Message Pane (2) - contains all emails in the folder currently selected.

» Reading Pane (3) - displays the content of the email currently selected, its
basic header information (sender, recipients and subject) and any file
attachments.

» Calendar Pane (4) - displays appointments, events and meetings.

To close MS Outlook, click Close button.
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Email Folders

Email programs typically have the following standard folders:

= Inbox - All incoming messages automatically go to the Inbox folder (except
suspected spam). You can read your mail in the Inbox, then delete it, move it
to another folder, or leave it in the Inbox.

= Outbox - In MS Outlook, the email messages you compose stay in this folder
until you click the Send/Receive button.

= Sent - The Sent folder contains a copy of all email messages that you send.
This makes it simple for you to review or resend the message if necessary.

* Deleted/Trash Items - When you delete messages, these will be moved to
the Trash folder. You can empty the Trash folder. Once messages are emptied
from the folder, they are permanently deleted.

» Draft - The Drafts folder holds messages that you have composed or are in the
process of composing and have not sent. A message saved in your Drafts folder
remains there until you send it or delete it.

= Spam/Junk - When you receive messages that your ISP/email provider
identifies as junk mail, it directs the messages to the Spam folder. Using
caution, you can read these emails, move them to other folders, and delete
them.

Creating New Email

To create a new email:

1. In the Home tab, click New E-mail button. The Untitled Message JJ
window will be displayed - here you will type the message to send.

Mew

2. Type the email address of the person you want to send the message to | E-mail
in the To: field. If you want to send the same message to several
people, press ENTER key after typing the first address and type another email
address.

An address in an address list can have one of the following recipient types:

To: Primary recipients of your message.

Cc: Carbon Copy, for secondary recipients i.e. the persons whom you
decide to keep them informed.

Bcc: Blind Carbon Copy, email addresses typed in this field are not visible.

3. Type the subject of your message in the Subject: field.

4. Click in the lower part of the window and type in the message. You
can copy and paste text from other programs such as MS Word etc.

Send
5. Click Send button to send your message.
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jJ| = . o | = Testing - Message (HTML) — @ 83
File Message Insert Options Format Text Review o @
-1l - AW & [l attach File v
Z3 | B I U |:i= = iE iE 0 attach rem ~
Paste Names ; Tags | Zoom
. F | W \ =E === o & Signature = >
Clipboard 1= Basic Text Include Zoom
To... john.borg@skola.gov.mt
= ce.. mborg@gmail.com
Send
Bcc... mella@msn.c0m|
Subject: Testing
Hi,
F
| am using email now.
Regards,
James =
D john.borg@skola.gov.mt D D ~

Note that:
= By default, the email message sent is stored in the Sent Items folder.

= To discard your message without sending it, just close the window.

Inserting & Removing File Attachments

Email messages do not only consist of simple text messages. Depending upon the
hardware and software, e-mail messages can contain embedded sound files, image files,
video-clip files, executable files etc. These are collectively known as attached files.
Attached files are files that are sent along with e-mail messages.

You can attach files to an email message:

1. In the Message tab, click Attach File button. The Insert File

dialog box will be displayed.
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3 Insert File (3w
@ Ovll Desktop » v| 1 2% | | Search Desktop I
Organize ~ MNew folder &= - | 12}

4 V5 Microsoft Outlook Libraries =

Templates System Folder
4 .7 Favorites James Cilia
W Deskiop |% System Folder
3 Downloads
Dronh . Computer
> ropoox b_ System Folder
<» Recent Places
_& Google Drive @ Network
M| System Folder
4 [~ Libraries )
T - m SAMSUNG Dr.Printer -
File name: ~ | Al Files (=2) -|
Tools l Insert ‘v] l Cancel l

2. Browse to the disk/folder where the file (to be attached) is located.
3. Click the file to attach. The name of the selected file will be displayed in the

Attached: field.

Attached: ﬂj ECDL v5 Module 1 Print.doc (1 MB)

4. Click Insert button.

To remove a file attachment:
1. Click the name of the file in the Attached: field.

2. Press Delete key.

Setting Message Priority

When you send a new message, you can assign a priority to it, so the recipient could
see if the message has a high or low priority setting.

You can set the priority of a message:

1. Click the Message tab.
2. In the Tags group, click

High Importance or Low Importance.

Note that:

¥ High Importance

§ Low Importance

Tags -

=  Messages sent with a high priority setting will be delivered at the same speed
as a message having a low priority setting.

=  To switch off priority repeat steps 1-2 as above.
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Retrieving Messages

Messages are stored in your mailbox on the mail server until you download them using
your mail program. To retrieve messages, you need to connect to the Internet:

1. Click Home tab. =
2. Click Send/Receive All Folders button. The program retrieves =i
all mail in your mailbox.

Send/Receive
All Folders

Note that:

= By default, the Inbox folder stores all incoming mail.

Replying to Emails

When replying to a message the original message and the subject details of the message
with the prefix RE:. The reply to the message can be typed above, below or in the body
of the original message.

To reply to a message:

1. In the Inbox folder, select the message to reply to.
2. Click the Home tab.
3. In the Respond group:

To reply to the sender, click Reply button. —41- —G'L]
To reply to all recipients of the original email, click Reply All |reply Reply
button. Al

4. The RE: message form displays. Type a reply message.
5. Click Send button.

Forwarding Emails

Once a mail message has been read it can be forwarded to other mail users. The
sender's own comments can be added to the message before it is sent to other
members.

As with replying to messages, the subject of the original message is automatically
entered in the Subject box with a prefix. In this case FW: indicating that the message
is a forwarded message.

When forwarding a message the original message with the address information is
automatically entered in the Message area.

To forward an email:

1. In the Inbox folder, select the required message to forward.

2. Click the Home tab.

3. In the Respond group, click Forward button. The FW: message form 2
displays. -

4. Click in the To: field and type the email addresses of the users to |Forward
receive the forwarded message.

5. If required, type a message in the Message area.

6. Click Send button.
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Saving & Opening File Attachments

Messages carrying attachments display a paper-clip |, Today
icon. When you read these messages, the name of the

attached file will be displayed below attachments. | James Cilia 15:00

ECDL Syllabus 5 g

It is important that you save the attached file on your computer and use updated
antivirus software to scan if the file is infected.
To save a file attachment:

1. Click the email that has the file attachment.

ECDL Syllabus 5

James Cilia <james.cilia@ >

Sun 01,/07,/2012 1500
james.cilia@

I Message “1ECDL Syllabus.doc (90 KB)

2. Click the attached file. =
3. In the Attachments tab, in the Action group, click Save As button. The H
Save Attachment dialog box is displayed. Save
As
| Save Attachment @
@ Ov|! Desktop » v | +5 | | Search Deskiop e |
Organize ~ New folder S 12

-
Y Microsoft Outlook Libraries

System Folder

111

m
|
L

4 . Favorites

B Desktop % James Cilia
|

System Folder
4 Downloads o

+# Dropbox
Computer
<% Recent Places A - _
’ e System Folder
_& Google Drive
= MNetwork
4 ] Libraries ¥, System Folder -
File name: ECDL Syllabus.doc -
Save as type: [Microsoﬁ Word 97 - 2003 Document (*.doc) v]
~ Hide Folders Tools = Save ] [ Cancel l

4. Browse to the disk/folder location where the attachment will be saved.
5. Click Save button.
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Note that:

= To open the attachment/s saved you will need a program that can open files of
the same type as the attachment's file format. For example, if you want to open
a .DOCX file, make sure you have a program on your computer that can open

.DOCX files.

Previewing & Printing Messages

You can preview a message before printing:
1. Click File tab.
2. Click Print. The BackStage View is displayed. The message will be displayed

on the right.
3. Click Print button.

Print

5‘ Specify how you want the item to be printed and

} then click Print.
Print

Using Help

To use MS Outlook help:
1. Click Help button. The Outlook Help window is displayed.

@) Outlook Help = @ &3
) 3 A B M e | =

v P Search =

-~

Outlook

Browse Outlook Help
Accessibility Activating Outlook
Add-ins Customizing
Digital IDs and File management
signatures
Getting help Getting started with

Outlock
Outlook Help | | 'ﬁ Offline

2. Click one of the main topics e.g. ‘Getting started with Outlook’. This will display
sub-topics. Click the sub-topic to display.

You can type a keyword or question e.g. ‘address book’ in the search field. Click
Search button. Click the topic to display.
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3. Click Close button to close the Word Help window.

@) Outlook Help = [B &3
3 x) %R M e @ -
address book ¥ P Search »
Outlook

m

Browse Outlook Help

Accessibility Activating Outlook
Add-ins Customizing
Digital IDs and File management
signatures
Getting help Getting started with
QOutlook
- [ e
Cutlook Help | | 6 Offline

Minimising & Restoring the Ribbon

You can minimise the Ribbon i.e. the row of buttons below each tab:

1. Right-click on one of the tabs e.g. the View tab.
2. Click Minimise the Ribbon. This will hide the Ribbon, leaving only visible the
Ribbon's tab headers.
Note that:

= Clicking on any of the tabs will now display the tab's commands, and hide the
ribbon once you have clicked on a command.

To restore the minimised Ribbon:

1. Right-click on one of the tabs e.g. the View tab.
2. Click Minimise the Ribbon. This will display the Ribbon.

Creating & Inserting Email Signatures

You can create personalized signatures for your email messages that include text,
images, your electronic business card, a logo, or even an image of your handwritten
signature.

Your signature can automatically be added to outgoing messages, or you can manually
add the signature to only the messages that you choose.
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To create a signature:

1. Open a new message. B S ¥ Foliow
i J@ w
2. In the Include group, click the Message tab. [ - ' "
3. Click Signature button. Attach Attach (Signature 11 o
. - i v v ow Imp
4. Click Signatures... NllE: e
L Includ Signatures... Dt
Signatures and Stationery @
E-mail Signature | Personal Stationery
Select signature to edit Choose default signature
~ E-mail account: james.cilia@
New messages: (none)

C] ]

Replies/forwards: {nene)

Calibri (Body) |11 (|| B [ U Automatic -

Edit signature

8- Business Card | & &

oK ] l Cancel

5. In the E-mail Signature tab, click New button.
6. Type a name for the signature.

New Signature @

Type a name for this signature:

ok ] [ coma |

7. Click OK button.

8. In the Edit signature box, type the text that you want to include in the
sighature.

9. To format the text, select the text, and then use the style and formatting
buttons to select the options that you want.

10. To finish creating the signature, click OK button.

Note that:

= The signature that you just created or modified won't appear in the open
message; it must be inserted into the message.
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To insert a signature manually:

1. In a new message, on the Message tab, in the Include
group, click the Signature button.

2. Click the signature to insert.

0 = 4
Attach Attach Signature

File Item~ w:
Include

Note that:

= To remove a signature from an open message, select the signature in the
message body, and then press DELETE key.

Identifying Read & Unread Emails

When you receive emails, the Unread Mail folder will be bold. It will also display the
number of unread messages within a bracket.

Unread emails in the Message pane will display a closed envelope. Messages that you
have already opened will display an open envelope.

ﬂ| __11 ) |; Inbox - james.cilia@ecdl.com.mt - Microsoft Outlook —
File Home Send / Receive Folder View
S — &y 3 Reply 2 o b Find a Contact
] _L% x EaReply B3 Moveto: ? 33 v
= 4 Reply All 5% - | 5 To Manager - [} Address Book
MNew  New Delete . Maove | Tags : . . | Send/Receive
E-mail Items - &- &5 Forward & - 54 Team E-mai M = = et All Folders
Mew Delete Respond Quick Steps ] Find Send/Receive
4 Favorites S -
Search Inbox (Ctrl+E Fe <
B b e | ECDL Core Syllabus V5
=) i Arrange By: Date  |MNewest on top e - ﬁ
(5} Sent iems = ' James Cilia =
Sentt Sun 0170772012 12:55
& Deleted Items 4 Today ~ 1o 5
(3 Inbox () 1 James Cilia 15:09
ECDL Syllabus 5 L) D 5 -
P = [T ames ci 175 ear James, v
ook bata Fe EI ECDL Core Syllabus V5 | @ s | e
&
[ Inbox 1 Microsoft Outlook  12:49 Please note that starting from z
(7| Drafts [2] Microsoft Outlook Test Mess... 1st October 2009, there will :
only be ECDL Core Syllabus
=) sent tems V5 tests
e - el
\a] Deleted tems
E o
i James Cilia . . - i
Filter applied | aCt)nnected | O EF 100% ':'—U—'tl r

You can also mark emails as read or unread:

1. Choose the message in the Message pane. Q
2. In the Home tab, in the Tags group, click Unread/Read button. —
Read
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Flagging Emails

You can use flags to remind yourself to follow up an issue or to categorize messages in
your Inbox. To flag a message:

1. Click the message to flag. v
2. Click the Home tab. Follow
3. In the Tags group, click Follow Up. Up
4. Click Flag Message. The subject of the message will

display a coloured flag. ¥ Flag Message

— James Cilia 15:00
~ \d
ECDL Syllabus 5 L

To remove the flag mark from a message:

1. Repeat steps 1-3 as above.
2. Click Clear Flag.

Adding & Deleting Address Book Contacts

MS Outlook has a built-in address book to store the email addresses and other contact
details of friends etc.
To open the address book:

1. Click Home tab.

2. In the Find group, click Address Book. The Address Book:

Contacts window is displayed.

|LL Address Book: Contacts EI@

File Edit Tools

Search: (@ Name only (" More columns  Address Book

| Go Contacts - james.cilia@ecdl.com.mt - Advanced Find
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Note that:

The first time you open the address book, it will be empty.

To add the details of a friend to the address book:

1. Repeat steps 1-2 as above.
2. Click File menu.
3. Click New Entry... The New Entry dialog box is displayed.

New Entry

Select the entry type:

New Contact e

Mew Contact Group

Put this entry in:

Contacts - james.cilia@

0K ] ’ Cancel

4. In the Select the entry type: field click New Contact.
5. Click OK button.
6. Type the contact details in the form.

@| H9 & +« + |; Frank Borg - Contact G
W Contact Insert Format Text Review [ 9
l i x Iy save & New ) £ E-mail 335 @ @ r,h\ Categorize ~ \
EY Forward % Meeting ¥ Follow Up ~
Save & Delete @ Show ﬁ% _ | Address Check | Business Picture X Zoom
Close OneMote o Mare Book Names Card 2 Private
Actions | |C0mmunicate Names | Options | Tags | Zoom |
Full Name... |Frank Borg | n Frank Borg
CREEE | | | | frank.borg@ecdl.com.mt
Job title: | | / \
File as: |Borg, Frank | -
0L =)
@ E-mail... - | frank.borg@ecdl.com.mt |
Display as: |Frank Borg (frank.borg@ecdl.com.mt} | S
Web page address: | | ETEJ
IM address: | | -
Phone numbers - -
Business... w7 | |
Home... hd | |
Frank Borg (frank.borg@ecdl.com.mt) ~
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7. In the Contact tab, in the Actions group, click Save & Close
The Address Book window will display the details of your friend.
8. Close the Address Book window.

To delete the contact details from the address book:
1. Click Home tab.

button. I:i—‘

Save &
Close

2. In the Find group, click Address Book. The Address Book:

Contacts window is displayed.

s

[Ed Address Book: Contacts
File Edit Tools

[=@]r=]

Search: @ Name only () More columns Address Book
Go Contacts - james.cilia@ecdl.com.mt hd Advanced Find
Name Display Name E-mail Address

3. Choose the contact details to be deleted.
4. Click File menu.
5. Click Delete.

Microsoft Outlook

Are you sure that you want to permanently remove the selected
4 ! ", user(s) from this Address Book?

6. Click Yes button to confirm the deletion of contact details.
7. Close the Address Book window.
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Updating Address Books

You can update an address book from incoming email:

1. In the Inbox folder, select the required message to add the sender’s email
address.

Right-click the email address of the sender.

Click Add to Outlook Contacts. The Contact window will be displayed.

Type in any other details as appropriate.

Click Save & Close button.

nhwN

Creating & Updating Mailing Lists

A mailing or distribution list is a group of email addresses collected under one name. In
MS Outlook, mailing lists are referred to as a contact group. A message sent to a contact
group goes to all recipients that are listed in the group.

You can create a contact group:

1. Click Home tab. e
2. In New group, click New Items.

3. Point to More Items. e
4. Click Contact Group. @  Contact Group e

The Untitled - Contact Group window is displayed.
5. In the Name: field, type the name of the group e.g. My Class.

r

= |+ Untitled - Contact Group =

[ Contact Group Insert Format Text Review o @

H x i@ﬂ % Members| &z Add Members - _sjﬂ Eﬂ!: v

.o | Motes
Save B Delete Forward . E-mail Meeting = Tags
Close Group Group - &= -
Actions Show Members Communicate Zoom
Mame: My Class
A Name E-mail

There are no itemns to show in this view.

6. Click Save & Close button.

To update a contact group with members:
1. Click Home tab.

2. In the Find group, click Address Book. The Address Book:

Contacts window is displayed.
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|l Address Book: Contacts E’E

File Edit Tools

Search: @ Name only (") More columns Address Book

Go Contacts - james.cilia@ecdl.com.mt A Advanced Find
| Name Display Name E-mail Address |
& Frank Borg Frank Borg (frank.borg@ecdl.c... frank.borg@ecdl.com.mt -

3. Double-click the name of the group e.g. My Class. The Contact Group window
is displayed.
4. In the Contact Group tab, in the Members group, click Add Members.

@| H9 0 « < | = My Class - Contact Group — [@ =2
~ | Contact Group Insert Format Text Review o @

l i x L—[S@E. [5 Membersl [& Add Members 'l 87 q e Categorize ~ ]

) = R o] Y
k] Notes 8¢  From Outlook Contacts - ¥ Follow Up ~
Save & Delete Forward ) eeting . Zoom
Close Group Group - 8  From Address Book &) Private
Actions Show | &u  New E-mail Contact cate | Tags | Zoom |

Name: |My Class |

[|Mame = | E-mail -

There are no items to show in this view.

Choose the appropriate option:

Click From Address Book - If you select contacts from your address book you
can scroll through and add the contacts you want.
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Click New E-mail Contact - If you want to add a new email contact to your
group, you’ll just need to enter in their display name and email address then
click OK. If you want the new member added to your Contacts list then make
sure Add to Contacts is checked.

Add New Member [

=  Display name: Mario Vella

E-mail address: | mvella@email.com|

E-mail type: SMTP Custom type

Internet format: | Let Outlook decide the best sending format EI

[¥] Add to Contacts

o] [ concel ]

5. Click Save & Close button.

Note that:

* There is no maximum number of names that you can include in a contact group.

To remove members from a contact group:
1. Click Home tab.

2. In the Find group, click Address Book. The Address Book:

Contacts window is displayed.
3. Double-click the name of the group e.g. My Class. The Contact Group window
is displayed.

| o = My Class - Contact Group . @ 53

le Contact Group Insert Format Text Review (] 'a

x s—@ﬂ e 34; Add Members ~ & v

& Remove Member

Save & Delete Forward | Show o Communicate, Tags | Zoom
Close Group Group - i 8% Update Now M M
Actions Members Zoom

MName: My Class

J| Mame E-mail

G4 Mario Vella mvella@email.com
45 Philip Callus pcallus@email.com
&= Sharon Costa scosta@email.com

4. Click the name of the member to delete.
5. In the Members group, click Remove Member.

6. Click Save & Close button.

& Remove Member

-73-



Online Essentials

ICT Year 9 Notes

To send an email to a contact group:
1. Click New E-mail. BN
2. In the To... field type in the name of the contact group.
3. Type the subject for your email. E"_‘Jri”:”
4. Type the body text.
5. Click Send button to send the email to all members in your contact group.
2l 9 |= Untitled - Message (HTML) — [@ &z
[ Message Insert Options Format Text Review o @
AN @y
B 7 U |i=-i=-|EE
Paste . _ A-, Names  Include Tags
Clipboard Basic Text Zoom
To... My Classl
j
Send e
Subject:
&
Note that:

If you want to make sure you have everyone included in the group, click the
plus icon to expand the contacts. You will get a dialog box telling you the

members of the group will be shown and you cannot collapse it again. Check

the box not to see the message again then click OK.

Searching Messages

Expand List

L

If you expand the list, Outlook will

will not be able to collapse it again.

[T e not show this message again

|

Cancel

replace the list with its members. You

=5

You can use the Instant Search tool in MS Outlook to search for a message by sender,

subject or email content:

1. In the Navigation, click the folder that you want to search.

2,

or text in email messages.
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3.

Search Inbox (Ctrl+E) P

Arrange By: Date MNewest on top

4 Yesterday

— lames Cilia Sun 15:00
ECDL Syllabus 5 L
— lames Cilia Sun 12:55

ECDL Core Syllabus V5

Items that contain the text that you typed are displayed in the Instant Search
Results pane with the search text highlighted.

To narrow your search, type more characters.

To widen your search to include all folders, at the end of the search results,
click Try searching again.

Click the message to view.

To search an e-mail specifically by sender:

1.
2.
3.

In the Navigation, click the folder that you want to search.
Click the Instant Search box. 3
In the Search tab, in the Refine group, click From. 3

From

The Instant Search box will display from:(Sender Name)

from:(Sender Name) 2

Replace the Sender Name with the name or email address of the sender.

Items that contain the sender name are displayed in the Instant Search Results
pane.

Click the message to view.

To search an email specifically by subject:

1.
2.
3.

In the Navigation, click the folder that you want to search.

Click the Instant Search box. j

In the Search tab, in the Refine group, click Subject.
Subject

The Instant Search box will display from:(keywords)

subject:(keywords)| R

Replace the keywords with a word or phrase

Items that contain subjects with the word or phrase are displayed in the Instant
Search Results pane.

Click the message to view.
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Sorting Messages

You can sort emails by name, by date or by size:

1. Click View tab.
2. In the Arrangement group,

Click From to sort the emails by name.
Click Date to sort emails by date starting from the most recent one.

Click Size to sort the emails by size.

ol =Y . =
S8 Date & From % To [d size
= suby 3 0 g :
4 Subject 4 Type Attachments € Account -
Arrangement

Creating & Deleting Email Folders

You can create folders in MS Outlook to organise the messages that you want to save
for future reference. For example you can create a folder to store messages that you

received during 2011.

To create an email folder:

2. Click Folder tab. il
3. In the New group, click New Folder. o
4. In the Name: field type the folder’s name e.g. Year 2011. Eolder

5. Click OK button.

Note that:
= The Navigation pane will display the folder created.

Create New Folder @
MName:
Year 2011
Folder contains: 4 L] Inbox
[Mall and Post tems v £3 Year 2011
Select where to place the folder: [ Follow up
» & Outlook Data File L@ Junk E-mail
) 1 il - -
= ]all'nes.alla@ecdl.com.mt 2 Priority
1 Inbox i
M
fa Deleted Items — Mise
. 3 [Gmail] fal Deleted Items
3 Follow up
g Junk E-mail
3 Misc
3 Priority
OK l ’ Cancel
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To delete an email folder:

1. Select the name of the folder to delete e.g. Year 2011.
2. Click the Folder tab.

3. In the Actions group, click Delete Folder.

Microsoft Outlook @

! Are you sure you want to delete the folder "Year 2011" and move all of its contents into the Deleted Ttems folder?

o] [

4. Click Yes button to confirm that the folder will be deleted.

Moving Email to Folders

To move an email to a folder:

1. In the Inbox folder, select the message to move.
2. In the Home tab, in the Move group, click Move.
3. Click Other Folder... The Move Items dialog box is displayed.

3 Other Folder...
2 Copy to Folder...

k1 . . .
O Always Move Messages in This Conversation...

4. 1In the Move Items dialog box, click the folder name where the message will be

moved.
5. Click OK button.

Maove Items
Move the selected items to the folder:

= Outbox - oK
&) RSS Feeds
84 Suggested Contacts
F Tasks
4 = james.cilia@ecdl.com.mt
4 [ Inbox
[ Year 2011
- @ Deleted Items
» [ [Gmail]
3 Follow up
L@ Junk E-mail
3 Misc
3 Priority -

Cancel

I

n
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Deleting Email

To delete an email:

1. Choose the message in the Message pane. x
2. In the Home tab, in the Delete group, click Delete.

Delete

Note that:

= Deleted messages are transferred to the Deleted Items folder.

Restoring Deleted Email

You can restore a deleted message:

1. Click Deleted Items folder. This will display the list of messages that have
been deleted.

2. Choose the message to undelete in the Message pane.

3. In the Home tab, in the Move group, click Move.

4. Click Other Folder... The Move Items dialog box is displayed.

5 Other Folder...
i3 Copy to Folder...

3 - . -
[ Always Move Messages in This Conversation...

5. In the Move Items dialog box, click the folder name where the message will be
moved.
6. Click OK button.

Mave Items

Move the selected items to the folder:

& Qutbox - 0K
L&l RSS Feeds
85 Suggested Contacts
& Tasks
4 = james.cilia@ecdl.com.mt
4 [ Inbox
3 Year 2011
- (@ Deleted Items
> [ [Gmail]
3 Follow up
L@ Junk E-mail
3 Misc
3 Priority Y

Cancel

I g

New,

11
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Emptying the Deleted Items Folder

You can delete your mail permanently from the Deleted Items folder as follows:

1. Click Deleted Items folder. ‘%\f
2. Click Folder tab.
3. In the Clean Up group, click Empty Folder. E”;gt}'
older
Microsoft Outlook [ 2]
] Are you sure you want to permanently delete all the items and subfolders in the "Deleted Items" folder?
[ ves | [ w0 |

4. Click Yes button.

Alternatively, you can delete all messages in the Deleted Items folder as follows:

1. Right-click Deleted Items folder.
2. Click Empty Folder.

Moving / Removing Email To / From the Junk Folder

To move an email to the junk folder:

1. In the Inbox folder, select the message to move.
2. In the Home tab, in the Move group, click Move.
3. Click Other Folder... The Move Items dialog box is displayed.

ot
-~

Move

-

QOther Folder...

7

Copy to Folder...

L

(W

Always Move Messages in This Conversation...

4. In the Move Items dialog box, click the Junk folder where the message will be
moved.
5. Click OK button.
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Mave Items

Move the selected items to the folder:

=] Notes - K
= Qutbox
&) RSS Feeds
84 Suggested Contacts
& Tasks
4 = james.cilia@
4 [ Inbox
3 Drafts
3 Junk
=1 Sent
‘e Trash

Cancel

rtk g

New...

m

4 I 4

To remove email from the Junk folder:

Click the Junk folder.

Click the email message to remove from the Junk folder.
Click Move button.

Click Inbox.

hWNH

Creating a Meeting in a Calendar

In MS Outlook, a meeting is an event that occurs at a scheduled time and you invite
other people by using a meeting request that is sent via e-mail. The meeting may also
include resources such as conference rooms.

To schedule a meeting in MS Outlook, you create a meeting invitation that you send to
the participants or invitees, who respond by accepting or declining the meeting request
or by proposing a new time. Responses to your meeting invitations appear in your Inbox.

A meeting requires three basic elements: someone to organize it, people to come, and
a place to meet. MS Outlook can help pull these pieces together quickly and efficiently.

MS Outlook meetings are activities you schedule in your calendar that involve inviting
other people or reserving resources. The people involved have the following distinct
titles and roles:

= Meeting organizer - Whoever sets up a meeting becomes the meeting
organizer. The organizer is the only person who can change the meeting details
once it has been set up. Also, keep in mind that you can never assign a new
organizer to an existing meeting. Once you are the organizer, you're always the
organizer.

= Attendee - Anyone who is invited to the meeting is considered an attendee.
There are two categories of attendee: required and optional. Once an attendee
is added to the attendee list, that person will always be considered an attendee
for the meeting. Even if an attendee declines a meeting, he or she is still
considered an attendee.
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= Location/Resource - The place the meeting will occur is the location,
sometimes referred to as resource. How you specify a location (or resource) for
the meeting will depend on how things are set up at your organization.
To create a meeting:

1.

At the bottom of the navigation pane, click Calendar.

ﬁ Calendar

2. In the Home tab, click New Meeting. ﬁ
New
Meeting
3. In the To... field, enter the names of people or resources to include for the
meeting or click the To button to add invitees by selecting from a list.
:‘E B9 0 + +|= New ECDL Meeting - Meeting = B =2
File Meeting Insert Format Text Review Developer s @
1= [G] calendar r"':"'rl =) = I = [ 2 ©
L po B = t Il Eusy ~ | 4% Recurrence Y
x e (% Forward - = 8, = ?
Delete Copy to My Appointment|Scheduling | Cancel 4 15 minutes - @ Time Zones Categorize Zoom
Calendar (8 OneNote Invitation €37 - - 4
Actions Show Attendees Options Fl Tags Zoom
@ Invitations have not been sent for this meeting.
From = | james.cilia@:
Sgd. To.. Mario Vella; Philip Callus; james.cilia@
en
Subject: MNew ECDL Meeting
Location: Mational Curriculum Centre -
Start time: Sat 13/07/2013 ~ |08:30 - All day event
End time: Sat 13/07/2012 ~  |10:00 -
Attached pls find the syllabi for Computer Essentials , Online Essentials and IT Security modules. Ef
syll-computer-es...syll-it-security.pdfsyll-online-essen... o
Click on a photo to see social network updates and email messages from this person. "
@Y All Attendees (3)
" Accepted (0)
7 Tentative (0) .
X Declined (0) |
"} Not responded (3) Mario Vella Philip Callus James Cilia (Home)

In the Subject: field, type the name of the meeting.

In the Location: field, type where the meeting will be held.

Set the Start time.

. Set the End time.

In the meeting request body, type any information that you want to share with
the recipients. You can also attach a file.

. Click Send button.

© oNoOu,
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Cancelling a Meeting

To cancel a scheduled meeting in MS Outlook:

1. At the bottom of the navigation pane, click Calendar. 4] Calendar
2. Locate the meeting to cancel.
3. Click the meeting to cancel.
Q| &9 |- Calendar - Outlook Data File - Mier... | (&[G Eipafepell — [@ 5z
File. Home Send / Receive Folder WView Meeting @ 9
~ - < By . &
3 j _% @ iﬁli \g B show As: | [l Busy - O |:| :
Open Cancel Forward OneMote Contact Tracking 3 Reminder MNone - Recurrence Categorize
Meeting ~ Attendees - ~2 4
Actions Attendees Options Tags
>
4 » 01 _ O? July 2013 Search Calendar (Ctrl+E) P
1 Mon 2 Tue 3 Wed 4 Thu 5 Fri 6 Sat 7 Sun
E 08 00 .
2 New ECDL
© Presentatit
L 09 00 National Cu =
James Cilia
10 00
] -
ﬂ Show tasks on: Due Date hd
i ||
L]
G
8- =
Ttems: 1 | | ﬂ]@ﬁ [ 100% '3'—0—'&:' i
4. In the Meeting tab, click Cancel Meeting button. ﬁ
Cancel
Meeting
Updating a Meeting
To update the details of a scheduled meeting in MS Outlook:
1. At the bottom of the navigation pane, click Calendar. 4] Calendar
2. Locate the meeting to update. =
3. Double-click the meeting or click Open button in the Meeting tab.
4. Update the details. Open
5

Click Send button.
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Adding / Removing Invitees to a Meeting

To add or remove invitees:

npuNe

Locate the meeting to update.
Double-click the meeting or click Open button in the Meeting tab.
Update the invites in the To: field.

Click Send button. The Send Update Attendees dialog box will be displayed.

At the bottom of the navigation pane, click Calendar. "3 Calendar

“u

Send Update to Attendees @

You have made changes to the list of attendees. Choose
. one of the following:

@) Send updates only to added or deleted attendees.

Send updates to all attendees.

oK l ‘ Cancel

6. Click the appropriate option.

7. Click OK button.

Accepting / Declining an Invitation

To accept or decline a meeting invitation:

1. Click the invitation email in your Inbox. The invitation emails =
will display a horizontal bar with the words: Accept, Tentative, P

7

Open

<
T

ew ECOL Meeting

Decline, propose New Time etc.

Required:
When:
Location:

11 July
10 °

llOO

1200

« Accept ¥ | 7 Tentative ¥ | A Decline * | ¢ Propose New Time ¥ | i calendar..

New ECDL Meeting

@ Please respond.

11 July 2013 11:00-12:00
Mational Curriculum Centre

New ECDL Meeting
Mational Curriculum Centre

more details »
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2. To accept an invitation:

a. Click the Accept drop-down arrow.
b. Choose the appropriate option.

Edit the Response before Sending:

Write a message to accompany your |

response to the meeting. Edit the Response before Sending
Send the Response Now: Send your Send the Response Now
response without an accompanying Do Not Send a Response
message.

Do Not Send a Response: Accept, Tentative or Decline the meeting
without sending a response.

To decline an invitation: -
[X Decline ~ ||

a. Click the Decline drop-down arrow.

] ] Edit the Response before Sending
b. Choose the appropriate option.

Send the Response Mow

Note that: Do Mot 5end a Response I

= When you accept a meeting invitation this will be added to the MS Outlook
Calendar.
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WORKSHEET 3

1 Internet services are making life easier. Write the name of the following services:

1. Paying online electricity bills using your bank account.

11. Buying tickets from a website using a debit card.

11,  Using the government website to pay tax online.

1v. Sending a message using an online mailing system.

[4 marks]

2 Maria is studying History using another internet service called e-Learning. She can read
notes and other content that helps her to learn better.

Write about three features of e-Learning that makes it so popular with students. [ 3 marks ]

1.

111.

3. The Internet has provided the community with online services which are becoming more
common in everyday life. Using the below terms give the name of the service for the
following:

| E-Banking | E-Government |  E-Learning | E-Commerce |

Description Name of Service

Buying a pair of headphones from an online store and
paying using your credit card.

b. | Transfer money from one account to another.

C. | Students may apply online for their exams.

d Students can enjoy effective lessons at school which are
" | enriched with multimedia content.

Search online for jobs available through job centres
database
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4 Fill in with the following terms:

[5 marks]

caching VoIP Pop-up

hittps encryption cookie Digital certificate

h)

This referes to the translation of data into a secret code.

A message given to a Web browser by a Web server. It 1s stored in a
text file and may contain your name and your preferences.

This is an Internet service that enables you to
communicate with someone else using your voice.

This 1s frequently used to prevent unauthorized Internet
users from accessing private networks connected to the Internet.

A small window that suddenly appears on top of the browsers’
window.

A website uses this protocol to obtain confidential user information,
such as credit card numbers.

It 1s used to verify that a user sending a message 1s who he or she
claims to be, and to provide the receiver with the means to encode a
reply.

With this method, the page quickly displays in the browser instead of
having to wait for response from the Web site’s server all over again.

a) Mark the following with a T (True) or and F (False)

i} Encryption is used in web sites which contain online games.

11)  Digital certificates are used by organisations involved n online

moneta Iy transactions.

11) A web site that starts with “https” is a site that 1s used to steal

information.

1v)  Once you install an antivirus on your computer, you can be sure that

no virus will ever enter your computer.

v} A web site with a lock symbol 1s a site that can only be accessed with

a valid username and password.
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S Match each phrase with its definition.

a small web browser window that appears on top of the
A | firewall _ o
website you are viewing.
1s an Internet service that enables you to communicate with
B | Cache . ]
someone else using your voice.
a special folder on the hard disk that stores Web pages
C | VoIP
accessed by your browser.
a text files that save information regarding particular
D | pop-up websites. They may save information, shopping cart
contents, or user preferences.
. a system designed to prevent unauthorised access to your
E | Cookie
computer system when connected to the Internet.

[5]
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WORKSHEET 4

1. The URL of the web-site for primary and secondary schools is: http://skola.gov.mt Complete
the following sentences.

i. URL stands for and it refers to a web-site’s
[2 marks]
ii. HTTP stands for and it is the

‘language’ used to

[2 marks]
2. Give one situation where you would fill in a form from a web-site.
[1 Mark]
3. The menu shown on the right is displayed when the SoE
right-mouse button is clicked on a web-page. Open link in new tab
Open link in new window
Write the option that you would choose to... Save target as...
Print target
i Save a picture from a web-page _
Show picture

Sawve picture as...

E-rnail picture...

ii. Get the address of the web page into a RE e
document Go to My Pictures

Set as background
Cut

iii. Download a file from a web-page Copy
Copy shortcut
Paste
Select all

iv. Bookmark a web-page View source

Add to favorites...

Add to Google Photos Screensaver
Send to OneMote

V. Get a hard copy of a picture e

T —TTr

[5 Marks]
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4. For each of the following, underline the correct answer

a) A cookieis... [1 mark]
a. A file that has not been downloaded properly from a web-site.
b. A piece of hardware that is used to speed up Internet access.

c¢. A small text file that stores information about the web-sites that you visit.

b) Which one of the following is a program used to view HTML documents on the
World Wide Web? [1 Mark]
a. A bookmark
b. A browser

c. A cookie

¢) Which one of the following is a digital certificate? [1 mark]
a. A program that allows the regular update of the antivirus program on a computer.
b. A program that searches for an Internet connection.

c. A program that provides an assurance that software downloaded from the Internet comes
from a trustworthy source.

d) Which one of the following describes malware? [1 mark]
a. Software that is used to backup data to an external storage device.
b. Software that is created and distributed for harmful purposes.

c. Software that is used to create web pages.

e) What is encryption and why is it used? [1 mark]
a. Encoding of data to prevent infection by computer viruses.
b. Encoding of data to prevent loss of data.
c. Encoding of data to prevent unauthorized access to data.

f) Internet cache enables... [1 mark]

c. The computer to use less memory while browsing the Internet.
d. A web-site to be displayed faster the next time it is visited.
e. The user to access a web-site over and over again.
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g) A protected web-site is a web-site that... [1 mark]

a. Can be accessed without risking a virus infection.
b. Can only be accessed after a password is entered.

c. Cannot be accessed at all.

h) A firewall consist of ... [1 mark]

a. Software that protects the computer against hacking.
b. Hardware that protects the computer against hacking.

c. Both software and hardware that protect the computer against hacking.

i. Which one of the following is the best method to ensure access to a network is secure?
[1 mark]

a. The network requires a user name and password for access.
b. The network only requires a user name for access.

c. The network provides anti-virus protection.

j. Which one of the following is the most likely to infect your computer with a virus
while you are browsing the Internet? [1 mark]

a. Downloading files from a web site.
b. Refreshing web pages.

C. Installing a firewall.
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WORKSHEET 5
Below is a partially completed crossword. Fill in the missing words by following the tips
given. [ 20 marks ]

Across:

Internet is an example of this type of network.

A piece of hardware that lets you connect to the Internet.

Software to stop people from getting unauthorized access through Internet.
The nationality of Tim Berners-Lee, the inventor of the Internet.
Internet ... helps website to load faster the next time you open them.

Software that lets you use the Internet.
10: This button will take you to the previous page.
12: Click this to get to a new section or to a new website.
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13:
14:
17:
18:
20:
23:
24:
25:
26:
27:

File ........ protocol will let you upload a webpage.

After 56k modems, but before broadband.

What is needed to keep this website on the net 24 hours a day.

A company that provides you with an Internet Service is called ...
www.gozo.com is an example of this.

Information about you stored in small text file.

The action of sending webpage to your host site.

A type of picture file commonly used on the net.

The language the web browser uses to request pages from the web server.
The button used to reload a webpage.

Down:

12:
15:
16:
19:
21:
22:
24:

First 3 letters of a website

Software for chatting.

Type of connection needed for speed.

Used in email to send a message without all knowing.

A person who tries to access computers that one is unauthorised to do.

: A method of getting software from another computer onto your own.

This button will show where you have been.

A search ...... helps you to find the information you need.

AL certificate is used to make a website more secure.

Data is transmitted down the telephone line in one of these.
http://schoolnet.gov.mt/ads is an example of a web ......

The computer ...... act is the law to prevent hacking.

Another word having the same meaning of a web address.
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