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About Vicnet Internet training workbooks 
 

This workbook is part of a series of workbooks in 

Easy English. They provide basic information on 

how to use the Internet.  

 

You can see all the workbooks on the Vicnet 

website: www.vicnet.net.au/publications 

 

 
 

The workbooks were written by  

Vicnet at the State Library of Victoria 

 

The funding came from Department of Planning 

and Community Development 

 

 

 

When writing this workbook Vicnet used 

computers with 

  

 Microsoft Windows 7 operating system 

 Internet Explorer version 8  
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How to use this workbook 

 

This workbook should be used with a 

trainer. The trainer could be a friend 

or someone from your school, 

library, neighbourhood house or 

other organisation.  

 

 

Websites on the Internet change 

often. The text and pictures in this 

workbook may be different from 

those you see on the Internet. 

 

 

A circle is used to show you which 

part of the picture to look at.  
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Remember - the mouse 

 
 

You see different shapes on the 

screen when you move the mouse 

on the table.  

 

You will see an arrow when you 

move the mouse over the:  

 desktop 

 tools  

 menu bar 

 

You will see a capital letter i (I) 

when you move the mouse over 

normal text. 

 

You will see a hand shape when 

you move the mouse over parts of a 

web page.  
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Hint 

Use the left mouse button for this workbook 
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How to find information 

on the Internet 
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There are different ways to find 

information on the Internet.  

 

You can: 

 Use a search engine 

 

 Type in a website address. 

 

 Follow a link on a website 
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Use a search engine 

 

You can use a search engine to 

look for information on the Internet.  

 

There are many search engines 

you can use.  

 

We will use the search engine 

Google Australia to show you how 

a search engine works.  

 

The website address for  

Google Australia is 

www.google.com.au   

 

 

 

http://www.google.com.au/


This is the home page of the 

Google Australia website.  
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Type in a website address 

 

1. Move your mouse over the 

address bar showing the 

current website address. 

 

2. Do  1  click. 

 

You will see the current website 

address surrounded with blue. 

 

3. Type in this website address 

www.google.com.au 

 

 4. Press the Enter key on  

your keyboard. 

 

You will see the home page of the 

Google website. 
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Keywords 

  

You can type words called 

keywords into the search box of 

the search engine. 

 

For example news is the keyword 

that has been typed into the search 

box of Google Australia. 

 

Google will search for websites that 

will include your keywords. 
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Use keywords  
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1. Type the keyword into the 

search box, for example news. 

 

 

 

 

2. Press the Enter key on  

your keyboard.  

 

This is the search results page. 

 



You will see a list of websites on 

the search results page. 

 

The websites on the top of the list 

match your keywords the best.  

 

3. Find the ABC News website 

(use your scroll bar to move 

down the web page). 

 

4. Move your mouse over the 

ABC News website. 

 

5. Do  1  click. 

 

You will see the  

ABC News website.  
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Follow a link on a website 

 

Click on one of the links to go to a 

different web page. 
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Follow a link on a website 

 

1. Move your mouse over the 

word or picture you want 

to go to. 

 

The mouse will change to the  

hand shape. 

 

2. Do  1  click. 

 

You will see a new web page. 
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Go back to the search 

results page 

 

When you have finished looking at 

this website, you can go back to the 

search results page. 

 

You need to use the back tool. 
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Go back to the search results 

page 

 
1. Move your mouse over the 

back tool. 

 

2. Do  2  clicks. 

 

 

 

You will see the Google search 

results page. 
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Choose a different 

website 

 

Look at the Google search results 

page for news.   

 

Choose a different website 

 

1. Look at the list of websites for 

news on the  

search results page. 

 

2. Find the Google News website 

(use your scroll bar to move 

down the web page). 

 

3. Move your mouse arrow over 

Google News. 

 

4. Do  1  click. 
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You will see the Google News 

website on your screen. 
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Start a new search 

 

When you have finished one search 

you can start a new search.  

 

Start a new search 

 
1. Move your mouse over the 

back tool.  

 

2. Do  1  click.  

  

 

 

You will see the Google search 

results page. 

 

3. Move your mouse over the 

word Google. 

 

4. Do  1  click. 
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You will see the Google  

home page.  

 

 

 

 

 

You can now start a new search.  

For example type in the  

keyword coffee. 
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Parts of a website 

address  

 

Each website on the Internet has a 

special address.  

 

This special address is called a 

website address (or web address). 

 

Each website address is made up of 

different parts.  

 

We will use the website address 

for Vicnet to show you the  

different parts.  

 

The website address for Vicnet is 

www.vicnet.net.au
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Parts of a website address 

 

1. Move your mouse over the 

address bar showing the 

current website address. 

 

2. Do  1  click.  

 

You will the current website 

address surrounded with blue. 

 

3. Type in this website address   

www.vicnet.net.au  

 

4. Press the Enter key on  

your keyboard. 

 

 

You will see the home page of the 

Vicnet website. 
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Parts of a website 

address 

 

 

http:// 

 

The computer writes http:// for you  

You do not need to type http:// 

 

 

 

www 

 

This is the short way to say  

World Wide Web 

Type www first in a website address 

 

Some websites do not have www in 

their website address. 

This is OK. 
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Business or organisation name 

 

The name might be 

 the whole name 

 part of the name, or 

 only the first letters of the 

name, for example, the 

Australian Football League 

(AFL) website is 

www.afl.com.au 

 

 

  

Type of business or organisation 

 

net  =  a network (ABC Radio) 

gov  =  government 

com  =  commercial (a company) 

org  =  organisation 

edu  =  education (a university) 
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The country 

 

au =   Australia 

ch  =  China 

gr  =  Greece 

it   =  Italy 

es   =  Spain  

vn  =  Vietnam 

 

America (USA) does not use a 

country code 
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