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Todayods society is shaped by sudden grc
information technology (IT) resulting with itgreat dependency on the
knowledge and competence of individuals from the IT area. Although
this dependency is growing day by day, the human right to education
and information is not extended to the IT area. Problems that are
affecting society as a wholerea emerging, creating gaps and
distancing people from the main reason and motivation for
advancemenbpportunity. Being a computer illiterate person today
means being a person who is unable to participate in modern society,
and a person without opportunitand despite the acknowledged
necessity and benefits of inclusive computer literacy from institutions
like the European Commission, UNESCO, OECD, there are still
groups of people having difficulties accessing basic computer
education viz. persons with disilities, persons with learning
difficulties, migrant workers, unemployed persons, persons that live in

remote (rural) areas where IT education is not accessible.

These notes, combined with other materials published on ITdesk.info,
represent our effortral contribution to promotion of the human right

to education and information considering IT area. We hope that this
education will help you master basic computer skills and with that
hope we wish you to learn as much as you can thus becoming an

active merber of modern IT society.

Sincerely yours,

ITdesk.info team

I'Tdesk.info
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DEFINITIONS AND TERMS

A

o Do o Do I

Internet ¢ set of millions of computers worldwide connected into a network witfe
purpose of exchanging dataeng users
WWW - World Wide Welg one of the services on the Internet which we use to browsd
pages(set of HTML documents connected witiderlinks)
HTTP¢ Hypertext Transfer Protocal protocol (set of rules) that allows transmission of
information published on the Web
URL¢ Uniform Resource LocateWeb address of a particular object (Web pages, images, or
Word or PDF document) published on the Internet
FETP¢ File Transfer Protocal protocol that allows data transfer between computers over
the Internet
Hyperlinkor link - part of the text or graphics on a web page; when we activate a hyperlink
(click on it), it takes us to:

o another part within the same web page

o0 another website

Web address elementsfor examplehttp://www.google.hr

http: - protocol (rules of transmission)

0 www ¢ a type of service available on the Internet

o Googleg a domain nare (computer)

0 .hr¢topglevel domain ¢cTLD Country code togevel domain)

o

Domain:- electronic identification on the Internet
o commercial (.com, .net, .biz)
A international (hr,. & ®A 03X PRSXO
0 noncommercial (.edu, .mil, .gov)

Web browser
o software (program) which allows us to browse web pages
o the most widely usd: Google Chromeéyiozilla Firefox,Opera Internet Explorer
Web searchengine
0 contains content categorization of many Web pages
o after one enters the desired term, search engine will search the Web and display
results (webpages, images, documents) that are the most relevant for the entered
term
0 www.google.com, www.pogodak.hr, www.yahoo.com www.bing.com

Cookie- text file stored on our computer by web page to facilitate communication between
@2dzNJ O2YLJzi SN ' yR (GUKS gSoaraiasSQa aSNBSNI
Cache a folder on the hard disk whicstores all objects visited on the Web
o provides:- faster reloading of pages
- reading web pages in offline mode (while not connected to the Internet)
Internet Service ProvidefISP ¢ a company that provides Internet access for its users (T
Com, Carnet...)
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A Really Simple SyndicatiofRSS) facilitates the possibility of information (news, blog
entries, etc.) transfer published on a tw@age in a standardized manner (usually the title, a
sentence or two of the article, a link to a page that contains the whole article). Subscribing
G2 aArdsSQa w{{ FSSR lfft2ga dzaSNER (2 NBOSAQS
itself

A Podcast Digital files containing audio or video recording

SAFETY
A access to some sites is granted only to the users who have the necessary username and
password
A identifying a secure web place: web addresSB®Aya ¢AGK aKGOGGLBAT f 2
symbol in the Address bar
A Digital Certificate- converts data into a code to protect it from abuse (credit card number,
A

for example)
Encryption- protection ¢ a way to convert data into a format such that the person with a
way to unlock it can read it, others cant. . Used by most email service providers to ensure
protection of emailover the internet.
Malware: Computer virugsWorm, Trojan horse spyware
Spyware¢ a spy program installed to the computer over the Internet used to send our
private information to the author
o It is recommended tht you install an antspyware program such as Avare,
Spybot Search & Destroy
A downloading files from the Internet has its risks, therefore it is recommended to:
o share files only with the people you know and trust
0 use upto-date antivirus software
o do not opene-mail attachments received from unknown sources
A dangers of leaving (personal) data on the internet
o sharing your email address on t Web exposes you to spam
0 possible theft of credit card numbers used for Internet purchase
A dangersrelated to online activities are: inadvertent dissure of personal datahteats or
annoyance, predators attacks
A programs that allowparental controlthrough:
0 monitoring visited websites,
0 web browsing restrictions,
0 setting limits to video gamesnd
o limiting the time spent using the computer
A Firewall
o0 program that controls and protects the ports, allowing only authorized attempts to
enter
o Windows Firewall was first released as a part of Microsoft Windows XP Service Pack
2 (SP2)

To o
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USING A WEB BROWSER (Internet Explorer 8)

A installed browsers are listed in the Start menu, to start one needs tecliekt on the
program icon
A it is opened in the windw with the following elements:

=

Sizing buttong minimize, maximize, close the window
Title barq web page title and the name of the program (IES8)
3. Menus:

N

o File o View o Tools
o Edit o Favorites 0 Help

»

Address bar

5. Command bar
0 some commands are hidden, clicking aroarmext to it opers extra options
0 grayed out commands are currently unavailable
o three-dot commands have a sequence of further commands

6. Scrollbar

7. Status bar shows theloadingpercentage of web page

/= Basic computer e-education | ITdesk.info - Windows Internet Explorer
—
g. ° e itdesk.info

Fle Edt View Favortes Tools Help

J¢ Favorkes % &) IdeskInfo 2§ Google & 78 ) =
55|+ | @ Basic computer e-educati... X | &8 New Tab a P9 - B) v [ d - Page~ Safety~ Tooks~ @

I'Tdesk.info

@ |1 & Internet fa v R100% -

A Home Page 4Hirst pageloaded by thelnternet browserwhen you click on opening the
application
0 setting the homepageclick on the arrow to the right of the Home button and select
the option Add or Change Home page from drop down menu

ITdesk.info is licensed underGreative Commons Attributiv
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£ | Basic computer e-education | ITdesk.info

add or Change Home Page. ..
Remove r

o another way to st the homepage ST T

select Internet Options from Tools
menu > on the General tab, in the

Home page teXt bOX, type Web pag /‘ To create home page tabs, bype each address onits own line,
address > Apply > OK = http:f fune itdesk. inFo/hry/indes, html

General | Security || Privacy | Content || Connections || Programs | Advanced

[ Use current ][ Use default ][ Use blank,

Browsing histaory

Delete temparary files, history, cookies, saved passwards,
/' and web Form information,

Delete. .. ] [ Settings ]
Search
j.ﬁ:. Change search defaulks, Settings
&
Tabs
Change how webpages are displaved in Settings
tabs.
Appearance
Colors ] [ Languages ] [ Fonts ] [ Accessibility ]

[ O ][ Cancel ][ Apply ]

activating a hyperlink
0 when you move your mouse pointer over a hyperlink, it changes to a pointing hand
o left-click to open a hyperlink (to another place on the sapage or another website)
o hyperlinks (can be text or images) are highlighted to stand out from the rest of the
content, usually underlined, bold or colored

moving to the previous or next pagl,@@?

0 using Back and Forward button, we are moving through pabest have already
been opened in the same window
stopping further web page loading
o left-click the Stop button *
refreshing a web page

o left-click the Refresh buttor **
Help @- provides help topics and explanations that are related to the browser

view web @ge in a new window: rigktlick the hyperlink to display the context menu, then
select Open in New Window

@@@ ITdesk.info is licensed underGreative Commons Attributie
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e Google - Windows Internet Explorer Q@E‘
@‘-i.: L | google.cam || B ¥ | X | |2 ghdght R~
Fie FEdt View Favorites Tools  Help

Sl Favorites | oly @& - e -

# Googe [ Y e - Pagev Safety Took~ @+

Web Slike Karte Prevoditel] Blogovi Imenik Gmail vise

iGoogle | Opcije pretraZivanja | Prijavite se

hrvatski

| Google

Google pretraZivanje I [ Prati me sre¢a

& Pretrazi- Web O Pretrazi stranice na jeziku: hrvatski

Open
Open in MNew Tab

Promidzbeni prograr - Sve o Gopglal

@200 Gao
Open in New Window

Save Target As...
Print Target

ttp: fonone. google comintjhrabout Akl (& imzmer G- s <

A displaying web page in a new taight-click the hyperlink to display the context menu, then
select option Open in New Tab

A quick access tthe previously visited Web pages

o left-click on the arrow on the right side of address bar to open a drop down menu
0 History buttong view the History of web pages you have visited

A deleting browsing historyteft-click on the arrow next to the Safety button to openop
down menu, choose Delete browsing history option, select the items you want to delete,
left-click on Delete button

A showing/hiding toolbars: open the View menu, point at Toolbars and click on Toolbar you
want to show/hide (check mark is displayedablbar is selected for showing)

A showing/hiding images on Web pages: {elitk on the arrow next to the Tools button to
open drop down menu, choose Internet options, select the Advanced tab and scroll to the
Multimedia section, check or uncheck Show Pietaption

Favorites

A sites that are visited frequently can be labeled and organized in folders (there is no need for
typing their address over again)

A bookmark a web pageopen the Favorites: i s ] Tdeskinfo 3 Google &
menu and select Add to Favorite, then clic :
on the Add button Ap Add b Favorites... = [l |

A dispay a bookmarked Web pagéeft-click [Favortes | Fosds History
on the Favorite button on the toolbar, click It
on the required bookmark [ Microsoft Websites

A deleting a bookmark left-click on the & | ITdesk.Info - computer e-education with open access
Favorite button on the toolbar, rightlick on
the bookmark, select Delete command from context menu

A createa bookmark folder

0 organize your Favoritesstore bookmarks in folders according to subject (category)

ITdesk.info is licensed underGreative Commons Attributiv
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0 open the Favorites menu and select Organize Favorites; click on the New Folder button,
type in folder name and press Enter key
A add web pages to bookmiafolder
o drag and drop: press and hold down the left mouse button on bookmark, drag it to
desired bookmark folder, drop it by releasing the mouse buttonookmarked page is
moved to a folder
A deleting a bookmark folder
o0 open the Favorites menu and selég@tganize Favorites, select folder you want to delete
and press Delete button

e | Organize Favorites @

| Favarites Bar
) Microsoft wWebsites
# | [Tdesk.Infa - computer e-education with open access

Favorites Bar
Favorites Folder

Modified:
6.4.11 17:57

ﬂewFUIder” HMove... H Rename H Delete... ]

Close

USING THE WEB

Completing web forms on the Internet
A moving through text boxes using Tab key or leftlick on the Text Input field
A press Submit button to confirm the text &y

Browsing the web using search engines
A type in keywords, the search engine will show a list of matching results (hits)
A the most popular search engines:
o Googlehttp://www.google.hr o Bing http://www.bing.com
0 Yahoohttp://www.yahoo.com 0 MSN http://www.msn.com

A entering terms ito the search engine
o if the term has more than one word, it is important how youteait:
A White housec search by separate words
A a2 KA 8 8za @search the exact phrasé KI & A& GAOGKAY (K
internet
o for more efficient use of search enginés to enter fewer words that precisely
describe what you need
A search a web based encgpkdia (e.gWikipedig andor dictionary (e.gThesauru}
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A use advanced search features to refine a search: by exact phrase, excluding yoddge,

by file type, etc.

£) Google Advanced Search - Mozilla Firefox CEX

Ele Edt Yiew History Bookmarks Tools Help

*§ Google Advanced Search +

\(_-/ )2 %M htkpsfjms google.com/fadvanced_searchzhi=en MSIE Pl
a

Web Images Videos Maps News Shopping Gmail more - Signin &

GO A lgle Advanced Search

Find web pages that have...
all these words: |
this exact wording or phrase:

one or more of these words:

But don’t show pages that have...

any of these unwanted words:

Need more tools?

Search within a site or domain:

Advanced Search Tips | About Google

Reading level: no reading level displayed 3
This option does not apply in
Google Instant.
Language: any language ¥
File type: any format NV

(e.g. youtube.com, .edu)

# Date, usage rights. numeric range. and more

Advanced Search

2041 1}

WEB OUTPUTS

A copy atext, image, URL from a web page to a document:

1. select text orimage

2. right-click on the selected (text or image) then choose Copy from context menu
3. run a program in which you want to insert a copy (é/icrosoft Paint OpenOffice

Writer, Microsoft Word

4. right-click and choose Paste from context menu
5

C2NJ AYlF3ISaz

@2dz OFy NA3IKIUG

where you want it to be saved on the computer

A save a web page to a ldi@n on a drive

o File > Save As > type in the file name (File name box) > select the file type (Save As type)
A download files to a location on a drive

o right-click on a hyperlink (image, text..) and choose Save Target As from context menu

Ot A 01 =

Iy R

@080

EY MG HND
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Prepare and print

A prepare a web page for printing: on the File menu, click Print Preview
A change print settings: click Page Setup on the File menu
0 change paper size: Size
0 change paper orientation: portrait (vertical) or landscape (horizontal)
o change margins: by entering namc values for left, right, top and bottom

Page Setup fgl

Faper
Size:

|4 |

Source:

|Aut0matical|y Select w |

Headers and Footers
Header

|swabPage tp of P |

Footer

[Busbad |

Orientation Marging [millimeters)

O Porlrait Left: Right:
(®) Landscape Top: Bottom:

[ Ok H Cancel H Printer... ]

A Print Optionsselect Print on the File menu

General | Optiars

Select Printer

|2 add Prinker Microsoft P35 Docurment W,
22, Auko Microsoft XPS Document Writer on LAPT 4;; Send To Onehote 2007

(23 CANYAS PS

< I >
Statuz Ready [ Pririt iz il
Location:
Commant: Find Printer...
Fage Range
[OF] Murnber of copies:
Opases e
Enter either a single page number or a single Iﬂ
page range. For example, 512

Print l [ Cancel ]

o0 Page range
o Number of copies

@@@ ITdesk.info is licensed underGreative Commons Attributie
@ Non-commercialNo Derivative Works 3.0 Croatia License

EY MG HND

8/15


http://creativecommons.org/licenses/by-nc-nd

T

l

ITdesk.infoi project of computer-education with open access

ELECTRONIC COMMUNICATION

SMS- Short Messaigg Service¢ communication service thaallows sending short text
messages (up to 160 characteoser the phone

there are services on the Internet that offereal time communication, knowing whether
contacts are online, low cost, ability to transfer files:

o0 Instant Messaging (IM) - Google Talknow called Google Hangout¥)jahoo! Mesenger

0 Voice over Internet Protocq(VolP)¢ allows transfer of voice communication over the
Internet, in most casesfree computer to computer phone calls and cheaper phone calls
from computer tomobile phoneandlandline

Virtual community

il
T
T
T

Email

social networking websited=acebook Bebqg Twitter; MySpace LinkedIn Nexopig Hi5,
TaggedXING Orkut etc.

Internet forums¢ Forum.ht Net.hr, Download.hr Index.hretc.

chat rooms

multiplayer gamesAnarchy OnlineGuild WarsWorld of Warcraftetc.

transfer of textual messageshrough which documents from any program can be sent
except the executive prograsfextension .exe)

structure of the email address: user name, @ symbol amdomain name (name of the
compute on the Internet where mail will be delivered to the recipientdr example
ivana.majic@gmail.conc3po@vip.hr

e-mail advantages: fast (instant) delivery, low cost, flditjbiof using mail account on
websites

netiquette (network etiquette): use precise and short message titles, check yooaieso
you can respond quickly, check spelling and grammamot use capitdetters (seen as an
equivalent of speaking loudly).

leaving your enail address on the Internet increases the possibility of getting unsolicited
mail span). Be careful about which welbss you give your email address to to avoid spam.
when you're opening messages or attachmentsnessages from unknown sourcgsu are
exposing pur computer to virus infectiont is necessary to have antivirus program installed
phishingq type of fraud where false web sites attempt to acquire confidential information
(credit card numbers, user data, passwords, etesyally anidentical copy of a weknown
bank's webpage

digital signature ensures that the message hasn't been changed on its way tlereender

to the receiverand guarantees the identity of the sender

@ ITdesk.info is licensed underGreative Commons Attributiv
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Using email (Microsoft Outlook)

' run the program usin¢=! icon

v, Qutlook Today - Microsoft Outloak
Eile Edit Yiew Go Tools Adions Help
@ @ -_‘Iiend»‘Regeiue =

31 New - [&Y Search address books

Type a questionfor help =
v | @ o @ Back &) £ @ outlook:today

Mail «

& Personal Folders - Outlook Today

Favorite Folders

‘C\ick here to enable Instant Search

Mail Folders
2] All Mail items

= ‘Q—ﬂ Personal Folders
(@ Deleted ltems
L7 Drafts
[ Freebusy Data
# [ Inbox
[ RemProcSearch
L@ Junk E-mail
[ Lost&Found
[ M5-OLK-BGPooledSearchFolder2l AD2D,
[ M5-OLK-BGPooledSearchFolderE305883)
[ News Feed
[ old email
(3 Outbox [2)
[F5) RS Feeds
[ Search Folder
[ Sent Ttems
|3l SPAM Search Folder 2 v

IDERE L

Calendar

) Mail
3 catendar
82 contacts
/] Tasks

19. oZujak 2010

Customize Outiook Today ...

Tasks Messages

Inbox 0
Drafts 0
Quithox 2

Done

M Standard window elements:

Folders

1 used for storing and organiziriigms
1
the folder, press OK button

Title bar, Menu bar, Toolbar, Status bar

creatinga new folder: File> New- > Folder; type ira folder name and choose ctent of

1 can be moved, deleted, copied, renamed: rightk the folder to open context menu

Working with email

Sending an email

1 create a new email: click on the New icon (if you are in Inbox, Outbox, Sent items or

Deleted iems)

1 enter an email address: type it in or choose it from contacts list by clicking the To button
1 CC (Carbon Copy): sending a copy of a message to secondary reqpieilde to other

recipients

1 BCC (Blind Carbon Copy): sending a copy of a messagpedodary recipientg hidden
from other recipients This means, that the people you send out the email to wont be able

G2 asSs G(KS

= =4

sendthe e-mail

20KSNJ LIS2LX S
Subijectc state briefly and clearly what it is about (netiquette)
Accountsg if there ale multiple accounts, choose an account from which you are going to

@ 2dz2Q@S

asSyid

G§KS Sy

@080
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Insert:a possibilityto attach files and/or insenimages or hyperlinks into the message

quickly insert a file and item (object) from Outlook usayggperclipicon

it is recommended that you compress large attachments using WinZip, WinRar or similar
programs

= =4 -4

Mail format

1 before sending an-enail, set the mail format: open the Tools meraelect Optionsselect
Mail Format
o HTML
o Plain textq without formatting, faster sendig and receiving
o0 Rich Text supports additional formatting
signatures; we can add a permanent signature
spellingg we can set the language for which Outlook will do the spell check
save a draft of an-enail: if you want to continue with formatting and séing the message
later ¢ close the message window and save changes when the dialogue box appears;
message is saved in drafts

= =4 =

The process of sendingreall

1 possibility of sending messages with low or high priority
1 when youhavefinished the editing, presSend button, the message goes to Outbox
o the messages from the Outbox are automatically sent after a period ofwihehis
set in Tools, Options, Mail Setup, SERdceive, or
o manually¢ when we press Send/Receive button on the Toolbar
1 after the messagis sent, it goes to Sent items

Working with Inbox

1 after pressing the Send/Receive button, messages from Outbox are sent to recipients and
new messages from server are coming to Inbox

unread messages are highlighted with a bold font

all messages can bersed in ascending or descending order based on few categories: left
click on column headet all messages in that folder are sorted according to the selected
criteria (Title, From...)

T
T

Saving, moving, deleting messages

1 select: using the Shift key for seled multiple messages that are in a row and the Ctrl key
for multiple messages which are not consecutive

1 move: drag and drop press and hold down the left mouse button on a message, drag it to

desired folder, drop it by releasing the mouse buttpmessae is moved to a folder

delete: select the message and press the Delete key

save a message: select Save As on the File menu, type in the name and select the location

where you want to save the message

= =4
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1 saving a file attachment: doubldick on the attachmet, select Save (make sure that
message comes from a known souigc®pening an attachment increases the risk of virus

infections)

1 recover deleted messages: deleted messages go to the Deleted Items folder; open Deleted

Items folder, righiclick on the desed message and select Move to folder to recover them
1 empty the Deleted Items folder: rigltlick on the Deleted Items folder, select Empty
Deleted Items folder on the context menu

Replying andorwarding messages

 replyingto amessage: Reply buttqrprefA Bv Sé&¥ & A &

as to the title of the received message

il
il

message"

~ 7

RRSR (2

iKS

Outlook automatically puts the original message text in the replied avdoded message
To wrn it off: Tools-> Options-> Email Options, then choose "Do not include original

z 7

uAdu

a A

1 forwarding a message retains attachments; replying to a message automatically removes

the attachment

E R

check mark are displaygd

Adding new contacts:

1 adding a contact &m Inbox: righiclick the sender's -enail address, select Add to Outlook

Contacts in the context menu

1 creating a new contact while operating in Contactsuble-click an empty space, press the

New button or press a keyboard shortcut Ctrl + N

(v, Contacts - Microsoft Outlook

File Edit View Go Tools Actions Help

EelNew - 05 X Y& -

% @Bk @ A H (&

85 W | [3 | @ Searchsddressbocks | @) o

I@ 4 8| | Business Cards

flagginga message further actions withthe messagare expected
marking messages as unread: rigtlick the message, select Mark as unread
show/hide a toolbar: Ve menu, select Toolbars optioff ¢olbars that are marked with a

Type aquestion for help =

O By Location
O QOutlook Data Files

Add Mew Group

Contacts « |83 Contacts Pz«
,@AH Contact Items - |[Hck here to enable Instant Search | —
My Contacts 2 e all13|)f @
= =}
8- Contacts ab o
|84 suggested Contacts cd m
2881-695 Work 2881-880 Work @
Current View ef =
(%) Business Cards gh
() Address Cards 1 ii =
() Detailed Address Cards T k z
O Phone List I ','E
) By Category = ;
) By Company . F

2820-110Work

2830-158 Work

syse] o :Aepo) "

e LE t

ﬁ Calendar ::

g Contacts X

;’d Tasks Z

]l 3 [ 1
4719 Items
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1 editing a ontact: doubleclick the contact, edit contact information, press SaeClose

button

deleting a contact: select a contact (ketick), press Delete button

setting different types of views in Contacts p&fia the Navigation pane; on the left side

of the window)

1 sending a message to a contact: rightk the contact, select Create new message to
contact in the context menu

= =4

Distribution list

1 multiple contacts in one unified list
1 create a new distribution list: on the File menu, select NewDistributon list; type in the
list name and click Select members button to add contacts, then presstSalse button
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These notes are intended for learning in conjunction with materials

published on the following links:

*Handbook:

www.itdesk.info/handbook web browsing _and communication.pdf

*VVideo-materials for learning that show how to use web browsers and communicate viaal:

1 www.itdesk.info/en/internetand-e-mailweb-browsingand-communicationl/

www.itdesk.info/en/internetand-e-mail-web-browsingand-communication2/

1
1 www.itdesk.info/en/microsoftoutlook-web-browsingand-communicationl/
1

www.itdesk.info/en/microsoftoutlook-web-browsingand-communicatior?/ .

*Sample exam:

www.itdesk.info/sample exam/sample exam moduledt.p

*Solutio