Computer Awareness Programme (Module 4) – Using the Internet

VI References for Teachers
A. Opening image files
1. Create a new Word file
2. Click “Insert” and then “Pictures”
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3. The “Insert Picture” dialog box is opened
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4. Select “Desktop” from the left panel
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5. Enter the file name (e.g. peak)
6. Click “Insert”
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7. The picture is inserted into the Word document
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B. Toggling Language Settings
A language selection window should appear the first time you visit the Hong Kong Tourism Board web site. For easier navigation, pupils may select English.
[image: image6.png]HONG KONG

ASIASWORLD CITY
& ENBEESE

[Enghsh Wk  E#EPX  HAE o] Bahasa Deutsch Espaiiol Francais Nederlands =~ Pycckuit ‘imu Ao néogwé«]

TREaFatonaT Raseraia Canads Thaia New Zeaiand South East AGE Unieed Kingaam United SEates o Amenca





For the language selection window to appear at every visit to the web site, the teacher should delete the corresponding browsing history. To erase the language preference stored in the class’ computers, the teacher should first contact the Information Technology Coordinator or person-in-charge. The following steps are for deleting the language preference stored in a specific computer or user account: 
1. Go to a web site
2. Click [image: image7.png]


 in the top-right corner and choose “Internet options”
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3. The “Internet Options” dialog box is opened
4. Click on the “Privacy” tab
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5. Choose “Block All Cookies”
6. Click “OK”
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Tips: 
A cookie is a file stored on a user’s computer that is used to record certain information (e.g. any language preference previously set), so that it can be sent to the server along with the user’s request the next time the browser connects.
C. Points to Note When Accessing a Web Page
1. After entering the web address (e.g. http://www.discoverhongkong.com/), the pupil would some changes in the browser :
a. The spinning icon in the top-left corner of the tab indicates that the page 


is loading 
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b. The browser is loading the Hong Kong Tourism Board’s web site
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2. If a part or parts of the web page is not displayed, click [image: image13.png]


  to refresh the page.
3. If the network is too busy or access is denied, click [image: image14.png]


 or the “Esc” key and go to another web site.
D. Using Bookmarks
Bookmarking a web page
Save web pages that you visit frequently as “Favourites” for quick access.
1. Open a web site (For example, enter  http://www.discoverhongkong.com/ in the address bar)
2. Click the “Favourites” button in the top-right corner
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3. Click “Add to favourites”
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4. The “Add a Favourite” dialog box is opened. Choose “Add”
[image: image17.jpg]Add a Favourite

Name:

Createin:

Add a Favourite

‘Add ths webpage as a favourte. To acosss yourfavourtes, visk the:
Favourtes Centre

[ Favourtes v [ Newfolder |





Opening bookmarked web pages
1. Click the “Favourites” button in the top-right corner
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2. Highlight and click the web page to be opened (e.g. The Education Bureau’s web site) 
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3. Open a bookmarked web page (e.g. The Education Bureau’s web site)
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Removing a bookmarked web page
1. Click the “Favourites” button in the top-right corner
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2. Next to the “Add to favourites” button, click “Organise favourites”
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3. A window of “Organise Favourites” will be shown
4. Select the web pages to be removed from the favourites list (e.g. The Hong Kong Tourism Board’s web site) 
5. Click “Delete”
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6. The selected web page is removed
7. Click “Close”
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E. Printing a Web page
1. Open a web page (e.g. The Hong Kong Tourism Board’s web site http://www.discoverhongkong.com/)
2. Click the “Tools” button [image: image25.png]


 in the top-right corner, open the Print menu, and then click “Print”
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F. Saving images to a storage device
1. Move the cursor to the picture to be saved
2. Right-click to open a menu
3. Highlight and click “Save picture as…”
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4. The “Save Picture” dialog box is opened
5. Connect an external storage device
6. Select “Desktop” from the left panel
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7. Change the file name as necessary (e.g. peak)
8. Click “Save”
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