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Click on the back button 
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Favorites → select MSN 

[image: image3.png]You have just navigated to this web page using a hyperlink.

Return to the previous page.




Favorites → organize favorites → create folder → type Cooking 
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Travel Fares
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"Movie reviews" + cinemas 

[image: image5.png]The MSN web site is one of your listed favorites.

Use this fact to navigate to the MSN site.





Right click on the photograph → select save picture as → select the desktop → save 
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· E-mail stands for Electronic Mail 

· The distance over which e-mail is sent does not significantly affect the speed of delivery 

· A virus can spread via e-mail by mailing itself to everyone in a victim's address book 

· You should not open e-mail if it has a suspicious subject line 

[image: image7.png]Create a new folder for storit
Call this folder Cooking.

g some of your favourites.




Click on Bookings → click on the rooms/Accommodation → from the first drop down list select Park's Inn → from the second drop down list select single room → click book now. 
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· You need a user name and password to access your e-mail 

A cookie is a small file sent to

Your computer when you 

Visit a website 

A cache helps web pages you 

Have visited recently to load 

More quickly

If a cookie gets too full older 

Files are deleted to make 

Space for new ones 
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Right click on Rob Wilson → select mark as unread 

[image: image10.png]Save a copy of the photograph onto the Desktop of this compute





In the subject box type Company meeting → click send 

[image: image11.png]Which two of these statements about e-mail are true?

e}

You must send and receive e-mail on separate telephone lines.
Emall signd for Electronic Mail.

‘The cost of sending e-mail depends on where the reci

You can only send or receive e-mail offline.

‘The distance over which e-mail is sent does not significantly affect
the speed of delivery.




 Select the message from James Corrigan and drag it to drafts 

[image: image12.png]e Edt

Vew Favortes Took Help

2 QPG AEBIES

Adress [[2) htp:/juwaw blues-for-you.com

EE

[~ Home " Overview " Location " Calendar  Bookings

ez
L‘ v
Welcome to the Annual Blues Festival web site. Here you find all the information you
need to know about this year's festival. I's sure to be a hitl

Everyone is welcorel Come see our special guests who will perform nightly in the
community hall. For more information click on the links above.

[ @





Right click on Selina Kyle message → select delete 

[image: image13.png]Use this site to reserve a single room at the Park’s Inn.

Follow the instructions that are provided on the web page.




· Encryption prevents unauthorised users from reading data 

· Encryption prevents unauthorised users from reading your data

· Encryption converts data so that it cannot be understood 

[image: image14.png]Which two of these statements regarding the risk of transmitting
viruses via e-mail are true?

O Viruses can only be transmitted via an e-mail attachment.
A virus can spread via e-mail by mai

address book.
O Viruses are only spread via unsoli
O You should not open e-mail if it has a suspicious subject line.
O You are more at risk from viruses if you use Web based e-mail.





Tools → internet options → click on clear history 

[image: image15.png]Which one of these statements about e-mail is true?

O You can only access one e-mail account at any time.

O Each user can only access their e-mail account from a single PC.

O You need a user name and password to access your e-mail.

©  Email accounts on a single PC share the same folders.





Select the Schedule changes from the task bar 
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Select the Sean White's message → click on reply all → type Can you call me about this? → Click send 

[image: image17.png]Mark the message from Rob Wilson as Unread.




· You must read e-mail before you can organize it into folders 

· E-mail messages can be sorted alphabetically inside a folder 

1-
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Select Sales → click properties → click select members → select Eric Lambert → ok → ok 

[image: image19.png]Enter the phrase Company meeting into the appropriate field to indicate what the
message

is about.

Send the message when you have finished.





Select Selina Kyle message 
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Click More information

[image: image21.png]Move the e-mail message from James Corrigan to the Drafts folder.




Click bookings → click Events and venues → from the first drop down list select Concert in the Park → from the second drop down list select single ticket → click book now 
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[image: image23.png]Delete the e-mail message from Selina Kyle.




View → sort by → sent 

[image: image24.png]Cookie & Cache

A cookie is a smallfile sent to your
‘computer when you visit a website.

A cache enables a web site to recall
details of your previous visit.

A cache helps web pages you have

visited recently to load more quickly.

‘Your browser uses a cookie to
store the files you download from
the Intemet.

If a cookie gets too full, older files
are deleted to make space for
new ones





Select deleted Items → right click on Joe Thompson message → select move to folder → select inbox → ok 

[image: image25.png]Which one of these statements is true?

O Itis not possible to encrypt the content of e-mail messages.

O Encryption prevents unauthorised users from reading data.

O You can't send encrypted data out over the Interet.

O Encryption converts data so that it can be understood.





Tools → Internet options → advanced tab → in the multimedia section uncheck the show pictures 

PAGE  
24

[image: image26.png]Which two of these statements about encryption are true?

O An encryption key is used to compress documents that you wish to store safely.

O Encryption prevents unauthorised users from reading your data.

O Encryption converts data so that it cannot be understood.

O You can't encrypt your e-mail messages.

O Encryption can only be used to encrypt text files.
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[image: image29.png]Make the other open e-mail, Schedule changes, the active e-mail.
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[image: image31.png]Reply to everyone that received Sean White's e-mail with the message Can you call me
about this?
Do not open the message.

Send the message immediately when you have finished.




[image: image32.png]Which two of the following statements, about organising your e-mail within
most popular e-mail applications, are true?
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[image: image34.png]Add Eric Lambert to the Sales group in this Address Book.
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[image: image36.png]Display the message from Selina Kyle in the Pre




[image: image37.png]Which one of these statements is false?

©  The content of web pages that you view while using a browser is lost
from memory after the computer is shut down.

©  Web browsers are software applications that are used o visit Web pages in various
locations.

O Browsers contain hypertext links to different documents and sites on the Web.

O Aweb browser is a site where you can search for information on the Web.
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[image: image39.png]Click the option that would download the selected file with the least risk of virus
nfection?
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[image: image41.png]Use t

ite to reserve a single ticket for the Concert in the Park.

Note: Follow the instructions that are provided on the web page.
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[image: image44.png]Sort the Inbox messages by sender.
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[image: image46.png]Move the deleted mail from Joe Thompson back to the Inbox.
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