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About the Vicnet Internet training workbooks 

This workbook is part of a series of 10 workbooks  

 1. How to use a computer 

 2. Introduction to the Internet 

 3.  Searching for information 

 4.  Introduction to email 

 5.  Introduction to Skype 

 6.  Radio on the Internet  

 7.  Working with pictures on the Internet 

 8.  Google Maps, Google Images and Google Earth 

 9.  Introduction to YouTube 

 10.  Websites in your language 

 
The workbooks are written in Easy English.  

They provide basic information on how to use the Internet.  

The workbooks should be used with a trainer. 

 

These workbooks were developed by  

Vicnet at the State Library of Victoria   

 

The funding came from  

Department of Planning and Community Development 
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About the text and pictures in this workbook 

 

The information in this workbook 

is correct at the time of writing.   

 

Websites on the Internet change 

often. The text and pictures in 

this workbook may be different 

from those you see on the 

Internet. 

 

When writing this workbook, 

Vicnet used computers with 

• Microsoft XP operating system 

• Internet Explorer version 7.   

 

Please check the Vicnet website 

for new workbooks: 

www.vicnet.net.au/publications  



 5 

What is in this book 

 

What is YouTube?......................................................................... 6 

The YouTube website ................................................................... 7 

Watch a video................................................................................ 8 

Search for a video ....................................................................... 11 

The control panel......................................................................... 14 

Add a video to YouTube.............................................................. 18 

Privacy......................................................................................... 19 

Video length................................................................................. 19 

Copyright ..................................................................................... 20 

Rename your video files.............................................................. 21 

Upload your video ....................................................................... 24 

File information............................................................................ 27 

My Videos.................................................................................... 34 

Sharing a private video with friends ............................................ 37 

Join YouTube and set up your account....................................... 42 



 6 

What is YouTube? 

 

YouTube is a website where you 

can watch short videos. You will 

see videos with people playing 

music, showing you how to do 

things (like cooking or fixing 

things), giving travel information 

on countries around the world, 

and lots more. You will find 

videos for all ages and in many 

languages.  

 

If you are a member of YouTube 

you will be able to upload (copy) 

your own videos onto the 

YouTube website. Membership is 

free. Your video must be shorter 

than 15 minutes. 
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The YouTube website 

 

Have a go 

Go to the YouTube website. 

1. Move the mouse over the 

address bar. 

2. Do 1 click. 

3. Type in the web address 

www.youtube.com 

4. Press the Enter key on the 

keyboard. 

5. You will see the YouTube 

home page. 
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Watch a video  

 

You will see many pictures on the 

YouTube home page. Each 

picture represents a video. The 

videos on the home page are 

featured videos and the most 

popular videos on the YouTube 

website. 

You can watch any of these 

videos. 

 

Have a go 

1. Move your mouse over the 

picture of the video you want 

to watch. 

2. Do 1 click. 

3. The video will start to play.  
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The video will be copied from the 

YouTube website down onto 

your computer. This is called a 

download.  

 

Sometimes the download of the 

video will be very quick but at 

other times the video may take a 

minute or two to download. You 

don’t need to wait for the whole 

video to download. When the 

video has been partly 

downloaded, it will start to play.  

Sometimes, the video will stop 

and start. This is OK and may 

happen due to the speed of the 

computer.  

 

This red line is the download bar. 

It shows how much of the video 

has been downloaded. 
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When you have watched the 

video you can go back to the 

home page of the YouTube 

website and watch another video. 

 

Have a go 

1. Move the mouse over the 

YouTube logo. 

2. Do 1 click. 
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Search for a video  

 

You can choose which videos 

you would like to watch. You do 

this by using the Search box. 

 

Have a go 

1. Move your mouse over the 

box to the left of Search. 

2.  Do 1 click. 

3. Type in the words for your 

search e.g. Istanbul. 

4. Press the Enter key on the 

keyboard. 

A list of videos will appear. 
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5. Move your mouse over the 

picture of the video you want 

to watch. 

6. Do 1 click. 

 

 

 

 

 

 

 

You will see a new screen. The 

video will start to download (be 

copied to your computer). When 

the video is ready it will start to 

play. Sometimes the video will 

stop and start. This is OK and 

may happen because of the 

speed of the computer.  
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You can wait for the video to 

finish being downloaded to your 

computer and then watch it. 

 

When the red bar is across to the 

right of the bar the video has 

completed being downloaded. 

 

 

Have a go 

1. Move your mouse over the 

Play icon.   

2. Do 1 click. 

3. The video will start to play 

again. 
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The control panel  

 

When you watch a video you can 

pause it (stop it) and then restart 

it.  

 

You can make the video fill the 

whole screen. 

 

You can make the sound louder 

or quieter. 

 

 

 

 

You can do these things using 

buttons on the control panel. 

The control panel is at the bottom 

of the video. 
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Pause button   

Have a go 

1. Move your mouse over the 

pause button. 

2. Do 1 click. 

This will stop the video from 

playing. When you restart the 

video it will start playing from the 

place you paused it. 

 

Once you have clicked on the 

pause button, and the video has 

stopped playing, the pause 

button will change to the restart 

or play button. 
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Restart or Play button  

Have a go 

1. Move your mouse over the 

Restart or play button. 

2. Do 1 click. 

 

 

 

Full screen button  

The full screen button makes the 

video take up the whole computer 

screen. 

Have a go 

1. Move your mouse over the full 

screen button. 

2. Do 1 click. 

 

To go back to the normal screen 

view, press the Esc key on the 

keyboard. 
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Sound button 

You can change the sound 

volume of the video. 

Have a go 

1. Move your mouse over the 

Sound icon. 

You will see a pop up sound 

control window. 

2. Move your mouse over the 

button on the Sound control. 

3. Do 1 click and hold the left 

mouse button down. 

4. Move your mouse away from 

you to make the sound louder.  

5. Move your mouse towards 

you to make the sound quieter. 
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Add a video to 

YouTube  

 

When you upload videos you 

have made, you will copy the 

video from your computer to the 

YouTube website. 

 

You must be a member of 

YouTube to upload your videos. 

 

Now is the time to join YouTube. 

There are instructions on how to 

join YouTube on page 41. Your 

trainer will help you with this. 

 

Before we start there are a few 

things you should know. 
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Privacy 

 

You can decide who can see 

your video. Tick the private box 

when you upload your video. You 

will see how to do this on page 

30. 

 

You can allow up to 25 people to 

watch your video. You will see 

how to do this on page 37. 

 

Video length 

 

Your video can be up to 15 

minutes long. Shorter videos are 

OK. 
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Copyright 

 

You are not allowed to upload 

videos without the owner’s 

permission. This includes videos 

from television or film, or videos 

that have been made by other 

people. This also includes music 

and photographs that someone 

else has made. 

 

If you upload someone else’s 

videos, music or pictures without 

their permission, your video will 

be removed from YouTube. 
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Rename your video 

files 

 

Before you upload your video, 

give your video a name which 

tells people something about the 

video. 

 

Find the folder where the video is 

saved. This may be the My 

Video folder on your computer. 

 

Have a go 

1. Move your mouse over the 

video file name. 

2. Do 1 click on the Right 

mouse button. 

You will see a menu. 
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3. Move your mouse over 

Rename. 

4. Do 1 click. 

5. Type in the new name – 

LaTrobe.avi or a name that is 

suitable for your video. 

Remember to keep the file 

extension – for example .avi   

 

The first name of the video file 

was made by the camera.  

It was MVI_2015.avi 

 

Now it is LaTrobe.avi 
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YouTube will accept many file 

formats for videos. 

.wmv  (Windows Media)  

.3gp   (mobile phones)  

.avi   (Windows)  

.mov   (Mac)  

.mp4   (iPod/psp)  

.mpeg  

.flv   (Adobe Flash)  

.mkv   (h.264)  
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Upload your video 

 

You will need to sign in to 

YouTube. 

 

 

Have a go  

1. Move your mouse over Sign 

in. 

2. Do 1 click. 

3. Move your mouse over the 

box next to Username. 

4. Do 1 click. 

5. Type in your Username. 

6. Move your mouse over the 

box next to Password. 

7. Do 1 click. 

8. Type in your Password. 

9. Move your mouse over Sign 

in. 

 

 

Make sure you do not have the 

box ticked next to 

- Stay signed in  

Remember this computer may 

be in a public place. 
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10. Do 1 click. 

You will see a new screen with 

your account name. 

 

You are now signed in and ready 

to upload your video. 

 

Have a go  

1. Move your mouse over 

Upload. 

2. Do 1 click. 

You will see a new window.  

3. Move your mouse over 

Upload video. 

4. Do 1 click. 

 

  

 

 

 



 26 

You will now see a box with the 

My Documents folder.   

It is a good idea to keep your 

videos in the My Videos folder. 

5. Move your mouse over the My 

Videos folder. 

6. Do 2 clicks. 

7. You will see your videos. 

8. Move the mouse over the 

video you want to use. 

9. Do 2 clicks. 

You will see a blue bar. This 

shows the progress of the video 

as it is uploaded to the YouTube 

website. 
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File information 

 

Remember earlier you did a 

search to find a video you wanted 

to watch.  

 

To help people find your video, 

you will add file information to 

your video. 

 

When you do a search, you can 

use words to help find a video. 

These words will be found in the 

file information, which includes 

• title 

• description 

• tags 

• category 

• privacy.  
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Title  

You will see the Title box.  

The name of the video 

LaTrobe.avi is automatically 

shown here.  

 

 

 

 

 

Description  

In the description section you will 

type a sentence or two to tell 

people what the video is about. 

Have a go 

1. Move your mouse over the 

Description box. 

2. Do 1 click. 

3. Type in a sentence or two that 

tell people what the video is 

about.  
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Tags  

In the tags section you type in 

words that tell people what the 

video is about. This is shorter 

than the description section. 

Have a go 

1. Move the mouse over the 

Tags box. 

2. Do 1 click.  

3. Type in a few words that tell 

people what the video is about. 

 

  

 



 30 

Category  

The category section shows 

which videos are about similar 

topics. 

e.g.  

• sports 

• music 

This will help when other people 

search for a video on a topic. 

 

Have a go 

1. Move your mouse over the 

arrow next to the Category 

box.   

2. Do 1 click. 

3. Move your mouse over the 

category which tells people 

what category the video fits 

into. 

4. Do 1 click.  
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Privacy  

If you would like to keep your 

video private and share it only 

with people you know (up to 25 

people) make sure you have 

clicked on the privacy button. 

Have a go 

1. Move the mouse over the 

circle next to Private. 

2. Do 1 click. 

 

Go to page 37 to learn how to 

share the video with your friends. 
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You have now completed the file 

information and are ready to 

finish uploading the video to the 

website. 

 

Note 

Sometimes your video may take 

a long time to upload to the 

Internet. This will depend on your 

computer’s speed. 

 

Have a go 

1. Move the mouse over Save 

changes. 

2. Do 1 click. 

3. You will see a new screen with 

pictures of the video. 

 



 33 

The video has now been 

uploaded to the YouTube website.  
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My Videos 

 

To watch the videos you have 

uploaded to YouTube, go to the 

My Videos section.  

 

Have a go 

1. Move the mouse over the 

arrow next to your account 

name. 

2. Do 1 click. 

3. A list appears. 

4. Move the mouse over My 

Videos. 

5. Do 1 click. 
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You will see the My Videos area. 

You will see the videos you have 

uploaded to YouTube. You can 

watch your videos from this 

screen. 

 

 

 

Have a go 

1. Move your mouse over the 

play button for the video you 

want to watch. 

2. Do 1 click. 

You will see a screen with your 

video displayed. 

 

The video will load and start to 

play. 
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When you have finished with this 

area you can return to the 

YouTube home page. 

 

 

Have a go 

1. Move your mouse over the 

YouTube logo in the top left 

corner of the screen. 

2. Do 1 click. 

You will see the YouTube home 

page.  
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Sharing a private 

video with friends 

 

When you uploaded your video to 

the YouTube website you may 

have clicked on the Private 

setting. This means that you can 

decide who you want to see your 

video, rather than have it public 

where anyone can see it. 

 

Now you can invite your family 

and friends to watch your video. 

Your family and friends must be 

members and have an account 

with YouTube. 
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Have a go 

1. Move your mouse over the 

arrow next to your Account 

name. 

2. Do 1 click. 

3. Move your mouse over 

Account. 

4. Do 1 click. 

5. You will see the My Account 

screen. 

6. Move your mouse over My 

Videos. 

7. Do 1 click. 

8. You will see a screen with the 

videos you have uploaded to 

YouTube. 
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9. Move your mouse over Edit 

for the video you would like 

to share with your family and 

friends. 

10. Do 1 click. 

11. Scroll down or move down 

the screen until you see the 

Privacy section. 

12. Move your mouse on the box 

beneath Share with users. 

13. Do 1 click. 

14. Type in the YouTube 

account name of your friend 

or family member. 

15. Remember to use their 

YouTube account name – 

not an email address.  
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16. Move your mouse to the box 

under message. 

17. Do 1 click. 

18. Type in a message to your 

friend or family member. It is 

good idea to tell them what 

you are sending – for 

example, ‘This is a video I 

uploaded to YouTube.’ 

The message will be sent to 

the email address linked to 

your friend’s YouTube 

account. 

19. Move your mouse over 

Send. 

20. Do 1 click. 

21. Your message has been 

sent by email to your friend 

or family member.  
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22. Your friend or family member 

will receive an email. 

23. They will need to click on 

the link in the email to watch 

your video. 

24. They will have to sign in to 

their YouTube account to 

watch the video. 
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Join YouTube and set 

up your account 

 

Have a go 

1. Type in the username you 

would like to use. 

2. Do 1 click on Check 

Availability. This checks 

whether another person has 

already chosen that 

username. If no one else has 

chosen the username, you 

will see the message 

Username available! 

3. If the message says the 

username is not available, 

choose a different username 

from the list of suggestions, 

or type another username. 

Do 1 click on Check 

Availability to see if the 

username is taken. 
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4. Press the Tab key on your 

keyboard to move between 

the boxes. 

5. Leave the location set as 

Australia. 

6. Press the Tab key. 

7. Type in your date of birth. 

8. Press the Tab key. 

9. Do 1 click with your mouse 

on the dial (round) button 

for male or female. 

10. Do you want other people to 

find your email address?  

If Yes, leave the next box 

with a tick, otherwise move 

your mouse over the box 

and click on it once. 
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11. Read the Terms of 

Agreement. 

12. Do 1 Click on your mouse 

on the I accept box. 

You will see a new set of 

questions. 

13. Type in your email address. 

14. Press the Tab key. 

15. Type in a password. 

16. Press the Tab key. 

17. Retype your password. 

18. Press the Tab key. 

19. Type in the word 

verification as displayed – 

the wavy letters. 

20. Click your mouse on Create 

New Account and Finish. 
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A confirmation e-mail will be sent 

to your email address. 

You must activate (confirm) your 

YouTube account. 

 

Have a go 

1. Move your mouse over the 

email link. 

2. Do 1 click. 

This will confirm your account 

and email details.  

 

You will see a new window.  

Your YouTube account will be 

open and ready for you to use. 

See your account name. You are 

logged in to YouTube. 

 

 

 

 

 

 

 

  



 46 

Remember to Sign out when you 

are finished. 

 

 

 

 

 

Have a go 

1. Move your mouse over Sign 

out. 

2. Do 1 click. 

 


