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HOW TO START AND SHUT DOWN THE COMPUTER
TO START - to navigate on the Net

1. Turn on the monitor (the screen).
2. Turn on the computer

Usually, buttons for monitors and computers carry the words Power, Allumer
or the following symbol U) :

3. The computer is active, ready for use, when the Desktop appears on the
screen.

TO SHUT DOWN - to end your navigation on the Net

1. Click on the button Startor Démarrer which is located at the bottom left
corner of the screen (see figure B) and choose Shut down or Arréter

2. The box Shut Down Windows will appear (see Graphic A) click on Shut
down the computer or Arréter and then on the button OK.

Shut Down Windows

@ “What do pou want th= computer to do?
" Stand by

" Bestart
" Restart in M5-D05 maode

Ok, Cancel Help

Graphic A: Shut Down Windows

3. Wait for the confirmation message "It's safe to turn off your computer " or
"Vous pouvez maintenant éteindre votre ordinateur" to appear on the screen.

4. Turn off the monitor (the screen).

5. Turn off the computer.
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DESKTOP and WINDOWS

The menu bar identifies the
[ | window. You can move the Minimize the window
EI window by pointing and to the task bar.
o dragging the menu bar.
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closing routine of Windows
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button is lit, the window is active
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THE KEYBOARD'S MANY FUNCTIONS r To start a new line in a text or to

The key Shift is used : validate information typed in the
address bar of the Net
(see Graphic E).

- To write a Capital letter
- To type the second
character of a key
(see Graphic D)

Erase characters
to the left of the
flicking cursor.

Erase characters to
the right of flicking
cursor.

To move up and down
the screen where
Scroll bar shows
(see Graphic E).

. 2 ﬂlll\
.III. I

Push simultaneously
the keys Shift and 2
to type the character "

Graphic C :The French Canadian Keypoard

Push
simultaneously
Push simultaneously the key Alt t(?:rlfnyds?tl;
Car and a another key to get the Displacement of the
third character shown at the ISP o type @.
. X insertion point in the
right of the main one (see
document.

Graphic D).

Figure D
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HOW TO NAVIGATE ON THE NET

¢ To Start Internet:

To start Internet Explorer or Netscape Communicatqr, double-click on the
corresponding Icon on the Desktop(see Graphic B).

If the computer is not already connected to the Internet, the connecting procedure will
start.

¢ To Type the address of a Web Site in the address bar :
First, click once on the address bar, then write correctly the address and press the key

Enter on the keyboard.

If the address is not exact or if there is any error of typing, a message of error will

appear. Verify the address and rewrite it correctly.

Pulsing Signal:

The pulsing signal
shows that connection
is currently established
between the Web Site
and the Navigator

€ &) &4 w!r _?;w @ @ Address Bar :
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The Web
Site itself
Graphic E: Web Site Explorer

Active Windows

Internet
Connection

¢ To Exit Internet close the window by clicking on the X .
(confirm the disconnection if necessary.)

Note: It is possible to have direct access to another Web page by clicking on a link. A link can
be identified when the pointer of the mouse becomes a hand.
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THE TOOL BAR TO BETTER BROWSE

Internet Explorer

« . 2> .0 B A @ @

Back Forweand Stop Reftesh  Home Search  Favortez Hizton

1 2 3 4 5 6 7

¢ Netscape Communicator

T | = = A 4% @

Eia;r:.;&.' e H-l;'!n_ug:l Hom= Stop

6 1 2 4 5 3

. Back
Allow the users to go through the pages already visualised.

. Forward
Visualise the next pages after activated BACK button

To access the list of the Web pages Forward or Back

- Click on the button with a down arrow to the right of Forward for Internet Explorer
- Keep the button press for Netscape.

. Stop
Stop any action the navigator is processing.

. Refresh - Reload
Reactivate the Website' page.

. Home
Returns to the opening page of the browser, which is the first page shown on the
opening of the browser

. Favourites (in Internet Explorer) or Bookmarks (in Netscape)
Allow you to consult your favorite Web Site addresses without having to type them again.
You can also add new Web Site addresses. This function does not appear with the
same name under the two navigators:
Bookmarks in Netscape; the list shown has an unfolding menu
Favourites in Explorer; the list appears in a window to the left of the screen.

. History
This easily accessible function under Explorer allows to retrace the visited Website
the same day, previous days or weeks. The list appears in a window on the left of
the screen.
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HOW TO SEARCH FOR INFORMATION

Two types of research can be made on the Net. Through the REPERTORY system or a
SEARCH ENGINE using key words.

Yahoo is the REPERTORY considered among the
biggest. For example, you are searching for a recipe:

First, enter Yahoo's address in the address bar www.yahoo.ca

Then, click on the category Recreation & Sports

Arts & Humanities News & Media

Literature, Photography... Full Coverage, Newspapers, TV .
Business & Economy Recreation & Sports
BiR, Finance, Shopping, Jobs. . oports, Travel, Autos, Outdoors. .

Then click on the sub-category Cooking

¥ Booksellers(a * MNagazines (63)
b Chats and Forums (4) * Motorcveles(a
¥ Cooling * Outdoors (24503)

Then click on the link that might interest you, Cook's Thesaurus(for example)

¢ Coolt's Thesaurus - suggests substitutions for thousands of cooking
* Yahoo! Living - resources and features for food, garden, and home.
» StarChefs - get to know many of the famous chefs and their favonte

The Cook’s Thesaurus
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SEARCH ENGINES (search by key word): Google and Altavista.

To use Google, type : www.google.com COUS[Q
If necessary click on Google in your Language and on English. .

Write the word that describe best what you're looking for in the box and click on Google search

= Advanced Search
!« Preferences

Google Search. I'rn Feeling Lucky + Language Tools

recipes

If your key words are precise, the findings will be reduced to a minimum. For example,
to search for an onion soup recipe. Type : onion soup recipe and click on Google

Search. Then click on the link of your choice. _ 4
PN allavista

Example : to find recipe in Altavista type recipes then click on: Search

Home Advanced Search

Find This:

For Altavista type: altavista.ca

|recipes

Find Results: * Canada O Worldwide © Government

You can precise your research by using the symbols shown below :

+ | The symbol " + " place before a +Paris +museum
word delivers automatically the
pages containing that word.

- | The symbol " - " before a word +Planet -Uranus
eliminate the pages containing
that word.

* | The asterisk replace a chain of work™ (delivers the pages containing the
letters words work, worker, working, etc.)

“” | The inverted commas permit to "Social work"

find a complete expression or
series of words.

For example for the research of onion soup recipe, type :

+onion* +soup +recipe in the box Find This then click on Search.

To eliminate grated soups, then type :

+onion* +soup +recipe -grated, click on the link that interest you most[]
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HOW TO E-MAIL in 6 steps (with Hotmail or Yahoo)

1. To have access to your e-mail

2. To read your messages

3. To write someone a new message
4. To create your address book
5. To file important messages

6. To exit

A point e will indicate that the steps are identical for the two E-mail servers.

1. To have access to your e-mail

¢ In the address bar write the name of the site that gives you access to your

email: www.hotmail.com or www.yahoo.ca

¢ Write the user's name and the password in the appropriate boxes.

2. To read your messages

hotmail

- Click in the box P Inbigsd)

to have access to your messages

- Click on the name of the sender
to read the messenger

- After reading the message click
reply , if necessary

3. To write someone a new message

hotmail

-Clickon ~ Compose

ou

ou

Yahoo

_ Click on Check Mail

to have access to your messages

- Click on the name of the sender
to read the message

- After reading the message click

on | Reply if necessary
Yahoo
- Click on LUmpase

e Write the E-mail address of your correspondent in the address box following

To:*

e Write the title of the message on the line Subject
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http://www.hotmail.com/
http://www.moncourrier.com/

e Write the letter in the box reserved to messages and click Send

* |f the address of your correspondent is in your address book click on

click then on the corresponaent of your choice and then on the OK button.

4. To create an address book

hotmail

- Click on Address Book

- Click on Creakte Mew |

- Fill on the boxes: Quickname,
First,Last (others are optional)

-Clickon (K |

5. To file messages in a folder

e - First click on folder to create a new file

hotmail

- Click on Creake New

- Write the new folder name

- Click on DIE. |

e To move the message into the folder

hotmail
- Click on g Inbox (1)
- Click on [Put in Folder... =]

- Choose the file and click on it

ou

ou

ou

- Click on
- Click on

Mew Contact

- Fill on the boxes: Quickname,
Middle,Last (others are optional)

- Click on ErEl'.':_FE |

Yahoo

- Click on = Create falder

- Write the new folder name

- Click on Create folder

Yahoo

- Click on [~ Choose Folder -5}

- Click on F?q'uug;.l
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6. To exit

e In  Hotmail, click on FEFFAHY N at the top- right corner of the site to close your
email.

e In Yahoo, click on =1 Cut  at the top -right corner of the site to close your
email.

REMINDER

The Web Site's address that gives you access to your E-mail :

User's name :

Password :

Your E-mail address :

Notes
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