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Example of Desktop – first screen you see 
when the computer is turned on

Example 
of an icon

Use of Mouse

Hover over an icon 
with the mouse

Left - double click 
to Open
Right – click to see 
various options

Double left click 
Internet Explorer 
to access the 
internet



Example of a Website – Google
First page to open up is “Home Page”

Close 
page

Maximise 
page to full 
screen, 
press again 
to restore

Minimise page – place in 
holding position on 
bottom barAccess 

Favourites

Access mail

url – website address

Box to 
enter 
search 
information
, e.g. U3A

Minimised icon at 
bottom, click on 
icon to maximise
again



Can move window by clicking on blue 
band, hold mouse button down with 
left key, and drag round the screen. 

To change shape/size 
hover with mouse on 
corner, then use 
doubleheaded black arrow



Name of application
Menu bar

Click on menu item, e.g. File gives 
series of options, plus sub options, 
e.g. Print



Favourites can be accessed two ways.  Option 1

1. Click 
here

2. The 
following 
pop up 
box 
appears 3. Click 

Favorites



All your favourites appear
Can also see your history by 
Date, Site & Most visited

Click here 
again to 
close 
favourites



Favourites can be accessed two ways.  Option 2

1. Click Favourites2. All favourites are shown

3. To add a website to 
favourites, click here



Give the website a meaningful name

Click Add, unless you 
wish to make a new 
folder first



How to get around a website

Interactive 
sections 
are buttons 
on left 
hand side.  
Click takes 
you 
somewhere 
else

Hyperlinks are underlined, are a way of getting round.  Hover & 
mouse changes to a hand.  Click takes you somewhere else.

Back a page

Takes you forward to a page you 
were previously in, if highlighted

Back to Home/start page



Searching the Web – Use Google

1. Type 
keywords 
into Search 
box

2. Click 
Search 
button

3. Results 
displayed. 
Select 
which one 
you want



Type in what you are looking for

I’m feeling lucky takes you straight to the first site listed



Searching the Web – Use Google Advanced Search

Click 
Advanced 
Search



More options given for you to hone 
in on desired site

Click Advanced Search when 
ready



Quickest way to get to a website, when you know 
the correct url
Click on the address of the web page, and it will turn blue

Start typing, and the blue will be replaced, 
e.g. www.marlowu3a.co.uk – then click the 
enter key



Sound horn indicates the Programme can be listened to on the 
computer



To make a website your home page, i.e. first one you visit

1. Click on Tools 2. Click on Internet Options



2. Click on Use 
Current

1. Check correct 
url address is 
shown

3. Click OK

In the General tab


