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WEST ORANGE PUBLIC LIBRARY
@ Where Bright Ideas Begin!

EMAIL BASICS — HOW TO COMPOSE AN EMAIL

1. Sign in

2. Click “compose” button on top banner of page

ET zarch Finance brity Weather Flickr obile Mare ~
Y)‘\HC)OJI | All | Search Mail Search Web
MAIL
[~ Al
O~ W Archive -ﬂ Move v ﬁ Delete Q Spam ~ s pore w Sort by date ~

Inbox (25)
E——— Solar America How To Get Free Solar Panels With Gov't Rebates?
rafts (13) - is: Sponsored v Why is no ane telling homeowners about this? If you own a home and pay more than $19/week for power, you better read this,
Sent ]
n O Yahoo Security settings changed on your Yaheo account 10:03 AM
Archive
Last week
Spam
Y o .
Trash (&) O M vahoo Password change for your Yahoo account Feb 1
v Smart Views O Yahoo Unexpected sign-in attempt Feb 1 !
Important 2014
Unread O » edlo..me, edlo my first email (4) Ineedto learn more a bout this. 03/04/14
SElEE a » robyn..me, robyn my first email (3) 03/04/14
People
Sodal a > patricia, me my first email (2) 03/04/14
Shopping O » Westorange Library my first email (2) 03/04/14
T a » Cannie, me my first e mail (2) 03/04/14
Finance
2013
~ Folders (3)
DCTravel (3) [} Aniece Pierre my first ernail 12/03/13
FloridaVacationApr20... O karla canty email class 12/03/13
Travel to Canada O Crystal Young Another part of the class &  09/10/13
> Recent
ecen O » Westorange Library email with an attachment (3) @ 09/10/13
B O Crystal Young My first yahoomail message 09/10/13
a > Westorange Library my first email (2) 09/10/13
- Start O Yahoa! You'll never want to leave this building, America's most expensive states, and more recent popular stories featured on Yahoa! 07/19/13
Download
O Yahoo! Get the username you've always wanted 07/19/13
a » Debra, me My First EMail (2) 06/13/13
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COMPOSING AN EMAIL - CONTROLS

.
£ Compose To person@email.com CO/BCC

Inbox (25) Subject goes here
BB EEL Message goes here \
Sent
Archive
Spam
Trash (4)
~ Smart Views
Impaortant
Unread
Starred
People
Social
Shopping
Travel
Finance
~ Folders (3)
DCTravel (3)
FloridavVacationApr20...
Travel to Canada

» Recent

[ Controls to change
font size; bold (B),
Froe italicize (/); change
S goftware o text color (A); insert
Here Click on paperclip  pyllet points; indent
to attach afile text; change text
alighment; insert a
web link; and insert
emoticons

Get your

Use to delete the
email you are working
on.

[l @~ B I =S = G @« M Sevedat10:22 AM
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COMPOSING AN EMAIL — CHANGING FONT/FONT SIZE

ome Search News Sports ce Celebrity Neather nswers ickr Viore
YAHOO! Al Search Mail
MAIL

Inbox (24) Sample Email
BrEiE R Sample text |
Sent

o Use the “Tt” button to change the font

Trash (1)

and font size when composing an email.

Important
Unread
Starred

To change the font, select one of the font

Social

names from the list.

~ Folders (3)

- To change the font size, select one of the

FloridavacationApr20...
Travel to Canada

font sizes from the list. The check mark
Shegkias on the left indicates your current selection.

Modern wide srall

on
Cred“ Re Classic + Medium
7 Jent )
Epepiie 78 Large
Search Now — . X_Large

[l v FITBIMAE=E == © « W Savedat545PM
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COMPOSING AN EMAIL — CONTROLS 11

i Compose To

Click on “B”, “I”, or “A” on the bottom control

Inbox (24) Sample Email

orefs 19 console to bold, italicize, or change text
sen Sample text color—click on the button a second time to
.y turn that function off.
Trash @ Different font .
« Smat Views These controls can be used in two ways:
i = 1. After you have finished typing: highlight a
Starred Larger text portion of text (hold and press down the left
- button on your mouse and drag it across the text
- you want to highlight—you will see the text being
Trave Bold highlighted in blue or gray, this means it has been
S selected and any changes will apply only to the
R Italicized selected text.
e = 2. Before you have started typing: press the “Tt”,
W New text color “B”, “I”, or “A” button and tying with the bold,
italicized, and /or colored text and then pressing
A Walk Tap the button again to turn that function off.
— “B”, “I”, and “A” will Tip: CTRL + B and CTRL + | are keyboard shortcuts
f——"" ; black when i for typing in bold and italicized text, respectively.
- urn biack when in use (Press the CTRL button AND the “b” or “I" key

. turn the function off.)
not in use

& e~ [ TI_I [ =+ =% @« {f savedat6uspm

r and will be gray when simultaneously to turn the function on and repeat to
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COMPOSING AN EMAIL — CONTROLS 1]

You can use the = *= = buttons to order your text into bullet points or into a
numbered list, change the indentation, or change your text alignment (left, center, or
right). A menu will appear once you’ve clicked on the button allowing you to select
which function you would like to use.

align =

List
text

® ==

*
I
I
&
I
+
il

&

When using these functions be aware of where the blinking text cursor (black bar) is
as your list, indentation, or text alignment will occur from that point.

Tip: You can also use the “Tab” key on your keyboard to indent text.
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COMPOSE AN EMAIL —CONTROLS 111 CONTINUED

To CC/BCC

Sample Emai

* Bullet point
* Bullet point

1. Numbered list
2. Numbered list

(press enter to move to the next line; press enter twice to stop listing)
This text is not indented
This text has been indented once
This this text was indented forward once then the indentation was removed/reverted

Left aligned text (default)
Center aligned text
Right aligned text
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COMPOSE AN EMAIL —ADD AN ATTACHMENT

% Share files from cloud providers
A Add photos from recent emails

Insert animated GIFs

Itl Attach files from computer

m @y EFTtBIM =E==% < T Saved at 840 PM

Use the paperclip button to add an
attachment to your email. You can use
this tool to attach files such as pictures,
documents, or videos to your emails. You
can attach multiple files as long as you
do not exceed the file size (i.e. size
taken up by your file(s)) limit.

After clicking on the paperclip, a menu
will appear. Select “attach files from
computer” to choose files from your
computer.
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Where Bright Ideas Begin!

COMPOSE AN EMAIL

& Choose File to Upload

= [P Desktop »
G -/ oeitor

- | +y H Search Desktop

Organize Mew folder

[ Favorites
Bl Desktop
& Downloads

=il Recent Places

- Libraries
3 Documents
‘ Music
le=| Pictures

B videos

1M Computer
£, 0sDisk (C)
‘5 Shared Data (5:)

*?I_-I Network

Libraries
System Folder

[ Network
L Systern Folder

(o

J ? Circ Desk
. System Folder
@

+ Mozilla Firefox
! Shortcut
1.05 KB

Navigation
pane

L Computer
System Folder

y _:\ Internet Explorer
ff—A Shortcut

E=T 1338

File name:

~| [l Files ()

e |

[open I |

Cancel

—SEEET

Shopping
Travel

Finance

v Folders (3)

DCTravel (3)
FloridavacationApr2014
Travel to Canada

> Recent

—ADD AN ATTACHMENT 1

Once you select “Attach files from computer” a
window will appear asking you to choose a file to
upload.

This window the files and icons present on your
desktop (home screen). Use the left navigation pane
to select the folder housing the file you would like to
upload.

Documents will usually be in your “Documents”
folders.

Once you have navigated to the correct folder, you
can click on your desired file (you will see its name
populate in the “file name” bar located at the
bottom of the window then press “Open” (to the
right of the bar) to attach that file to your email.

* You can repeat this process to attach additional files.
Alternately, a shortcut exists if you are attaching multiple files
from the same folder—hold down the CTRL key on your
keyboard and click on the files you would like to attach, you
will see the file names populate in the “file name” and they
will be highlighted in blue. Once you have selected all of the
files (make sure you keep the CTRL key pressed down to make
multiple selections, otherwise, if the CTRL key is not being held
down your selections will become unselected).
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COMPOSE AN EMAIL —SEND, SAVE, OR DELETE

Yahoo, and most other email providers, will save your email as you compose it placing a copy
of the draft in your “drafts” folder. The email will remain in that folder until it is either sent or
deleted (manually).

Once you have finished composing an email (and attaching files, if necessary) simply click the
“Send” button on the bottom left corner of your screen to send the email. You must have at
least one recipient in order for the email to be sent.

If you want to work on your email later, simply exit out of the composition window and
navigate to your draft later. Note: it is easier to find your drafts in your drafts folder if you
enter a subject in the subject line of your emaiil.

If you do not want to save or send the email you are working on, you may delete it by clicking
on the trash bin button on the bottom center portion of the composition window near the
previously mentioned controls. This will permanently delete the email, so only use it if you are
certain you do not want to keep the email you are working on.
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COMPOSE AN EMAIL—SEND, SAVE, OR DELETE

To

Enter the email address(es) you Click on the “x” to
exit out of the

would like to send your email to in
the “To” line and enter your subject composition window

in the subject line.

Use “Send” Use the trash bin to
to send delete your email (this is
your email permanentl)

@~ FMTtBIPA =+==%0Q«K
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READING AN EMAIL — CONTROLS

4 & = HE Archive B Movew

Test

ﬁ Delete

s Nore

westorangelibrary@yahoo.com

Test

4 Reply < Replyto Al =P Forward

= Maore

Click to Reply, Reply All or Forward

When you receive an email it will appear in
your inbox (there are instances where emails
from certain senders are filtered into your
spam folder; if you are expecting an email
and have not seen it in your inbox, check
your spam folder to ensure it has not been
sent there instead—you may later move the
email to your inbox if you decide it is not
spam).

After clicking on the email you would like to
open and read, you will see a control pane
on the top of the email window that will
allow you to reply, forward, archive, move,
delete, mark as spam, and more.
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READING AN EMAIL — REPLYING

€ 4> Hodie BiMoer @odete - Morey To reply, use the # icon. This will open a
Test composition window below the email you
westorangelibrary@yahoo com were reading and will allow you to

compose a reply and send it all on the
fest same page.
4 Reply < ReplytoAll =P Forward *** More

The % icon allows you to “reply all”. If
you received an email that was sent to
you and other senders, you can use this
icon to respond to everyone at the same
time. NOTE: If you only want to respond
to the person who sent you the email, not
to all of the recipients and the sender,
use the reply + icon.

w

To westorangelibrary@yahoo.com

g - FMTBIM=E==0K T
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READING AN EMAIL — FORWARDING

4 @& = & Achive EIMovev TJ Delete €9 Spamv = More v
Test (3)
westorangelibrary@yahoo.com
Test
4 Reply <& Replyto Al =P Forward  *** More

westorangelibrary@yahoo.com

Y To

Re: Test

Add recipient when
forwarding

g év BTt BI = eE = Q © « [J Savedatos4am

Forwarding allows you to send an email you
have received verbatim to another recipient
without having to copy and paste or retype
the email yourself.

Use the _ icon to forward an email. Similar
to the repiy function, you will see an
composition window appear below the email
you were viewing allowing you to add any
text before sending.

Note: When forwarding an email, you need
to specify the sender in the “To” field—
forwarding is not a reply to the sender but
sends the email to a new recipient.
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READING AN EMAIL —ARCHIVE, MOVE, DELETE

4 & = & Archive Y Movew T Delete Spam v e More v
P

Test (3) Shift+D
westorangelibrary@yahoo  DCTravel D then 1
FloridavacationApr2014 D then 2
westorangelibrary@yahoo Travel to Canada D then 3
¥ To Inbox D then
Archive E
Re: Test
Spam
Trash
On Friday, February 17, 20 Create folder <westorangel
Test
m G BTtBIME+=S=%0Q«K T

Archiving an email moves it to the archive
folder. This will remove the email from your
inbox.

Using “Move” will allow you to move the
email you are viewing to another folder,
which you may select from the drop-down
menu that appears after clicking on the
“Move” icon.

Deleting an email will send it to your trash
folder. You can then go to your trash folder
to permanently delete emails you no longer
need, if you do not do this they will remain in
your trash folder. Note: some email providers
automatically clear the trash folder, only
place unwanted emails in that folder to
avoid data loss.
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READING AN EMAIL — SPAM & SECURITY

¢ @& = & Archive EIMovewv T Delete €) Spam~ s More w . . . .
Marking an email as spam will send it to your spam

Test (3) Report Spam folder. Spam consists of any email that looks like an
Report a Hacked Account advertisement that you did not want to receive or
westorangelibrary@yahoo.com Report a Phishing Scam Gppears mGIiCiOUS.
Not My Mail

westorangelibrary@yahoo.com

Phishing is a type of email that attempts to lure readers
into sending sensitive, compromising information (such as
T a social security number) with malicious intent.

Re: Tes

—+

Never reply to unfamiliar emails and NEVER open
attachments from unfamiliar emails—they may contain

On Friday, February 17, 2017 9:45 AM, "westorangelibrary@yahoo.com” <westorangelibrary@yahoc viruses WhICh can Compromlse The SeCUFITy Of YOUf' PC'

Hacked email accounts send emails from familiar

Test senders often times with no text and simply a link or a
strange attachment—this occurs when a malicious
individual has been able to access someone else’s email
account and attempts to use that familiar account into

_ o _ luring others to click on a link or open an attachment

m O MTMBIMEEES0K T that likely contains a virus which will compromise the

security of your PC.
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EMAIL FOLDERS

Inbox (25)
Drafts (14)
Sent
Archive
Spam
Trash (4)

¥ Smart Views

Important
Unread
Starred
People
Social
Shopping
Travel
Finance

~ Folders (3)
DCTravel (3)
FloridaVacationApr20...
Travel to Canada

» Recent

Inbox: contains all messages that were sent to you

Drafts: contains any message you were composing and did not complete (send) or
delete

Sent: contains all messages you have sent

Archive: stores an archive of messages you previously received but do not want in
your inbox (emails are not automatically sent here)

Spam: contains any potentially harmful or unwanted email—be sure to check here if
you are receiving an email from someone new as emails may sometimes end up in your
spam folder despite not actually being spam

Trash: contains all emails you have deleted (emails are not automatically sent here)

Smart Views: pre-set views that allow you to organize your emails based on a
particular criteria (ex, unread); to exit a smart view, click on inbox.

Folders: you can create and name your own folders to sort and organize your emails
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HOW TO CREATE YOUR OWN FOLDER

Inbox (24) Inbox (24)
A& Home Mail Search News Sports Finance Celebrity Dirafts [14:] Drafts (143 . .

YAHOO! i - i Hover your cursor near “Folders” to reveal
o) i . the “create a new folder” icon. Alternately,
2 compose v N . you can also right-click on “Folders” or use
Inbox (25 e the “Move” menu and select “create a new

worry Yahoo Search Trash {1} Trash {l} T

Dl happy i8% Sponsored v fOIder o

Sent - 5 Yahoo * Smart Views ¥ Smart Views

Archive

spam sk R Important Once you click “create a new folder” a box
Trash (&) - vahoo Unread Unread il h h
S O M vahoo B N will appear where you may enter the name

mﬁz;ant 2:014> edlo..me, edlo F'ED[CI|E F'ED[:I|E Of your fOIder.

Starred 0 > robyn...me, robyn Social Social

e B B R Once you have created your folder you can

Shopping 0 > Westorange ibrary Travel Travel drag and drop emails (one at a time) to

— AR Finance Finance move them from your inbox to a different

_ 0013 . . o
 Fobders am [° v Folder v Folders (3) folder or select multiple emails using the
= reate a new folder C t f |d M M

Forcavacationprzn. 2 oy pc TR Folder namé |x check box and clicking on “Move” to move

M 0 oo Floy ~ Find a folder DCTravel (3) emails to a folder.
- estorange Hbray Travelto Canada Floridavacationapr20...

> Recent Travel to Canada
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Where Bright Ideas Begin!

USING “MOVE™ TO CREATE A FOLDER

*NOTE, YOU MUST HAVE AN EMAIL SELECTED (USING THE CHECK BOX TO THE LEFT OF THE EMAIL) IN ORDER FOR THE “MOVE” MENU TO BECOME
ACTIVE/CLICKABLE

YAI;JQO.’
- o

a Compose

Inbox (24)
Drafts (14)
Sent
Archive
Spam
Trash (1)

* Smart Views
Important
Unread
Starred
People
Social
Shopping
Travel
Finance

* Folders (3)
DCTravel (3)
FloridavacationApr20...
Travel to Canada

Recent

‘ All

B
February
worry
happy
=1
2014
0 »
a »
o »
0 »
0 »
2013

Ogo|o|jo|jo|o

v

B Archive il Move v ﬁ]- Delete
Yahoo Search

:37 Sponsored DCTravel

Yahoo FloridaVacationapr2014

Travel to Canada

edlo..me, edlo

Inbox
robyn..me, roby

Archive
patricia, me Spam

Westorange Lib  Trash
Connie, me
Create folder
Aniece Pierre
karla canty
Crystal Young
Westorange Library
Crystal Young
Westorange Library

Yahoo!

@ Spam v == More v

Shift+D
t To Know About Reverse Mortg:
Dthen1 Thing you have ever wanted to knc

Dthen2 pected sign-in attempt Hi Westor

D then 3
rst email (4]
D then 0
rst email (3)
E
rst email (2}
rst email (2)
rst e mail (2)
my first email
email class

Another part of the class
email with an attachment (3]
Iy first yahoomail message
my first email (2)

You'll never want to leave this building,

v Compose

Inbox (24)
Drafts (14)
Sent
Archive
Spam
Trash (1)

v Smart Views

Important
Unread
Starred
People
Social
Shopping
Travel

Finance
¥ Folders (3)
DCTravel (3)

FloridaVacationApr20...

Travel to Canada

> Recent

E o~

February

2013

oojo|o|ga|o

H Archive -ﬂ Move v -ﬁ]— Delete
Firefox

i8: sponsored  pcTravel

Yahoo Floridavacationapr2014

Travel to Canada

edlo..me, edlo

Inbox

robyn...me, roby

Archive

patricia, me

Westorange Lib  Trash

Connie, me

Folder name

Aniece Pierre

karla canty

Crystal Young
Westorange Library
Crystal Young
Westorange Library

Yahoo!

Spam

w Spam

s fore w

ox: The browsing hero
r than a freight train. Mc

pected sign-in attempt

rst email (4)
rst email (3)
rst email (2)
rst email (2)

rst e mail (2)

rst email
email class
Another part of the class
email with an attachment (3)
My first yahoomail message
my first email (2]

You'll never want to leave this
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BASIC INTERNET SKILLS—BROWSERS

Web browsers are used to access the
internet. Common browsers include:
Internet Explorer (called Microsoft Edge
on Windows 10), Chrome (offered by
Google), Safari (on Mac/Apple
devices), and Firefox.

You can use any of these browsers to
access the internet. To open a browser
simply double click on its icon on your
desktop screen or taskbar (located on
the bottom of your screen).
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Where Bright Ideas Begin!

BASIC INTERNET SKILLS — SEARCH ENGINES

Google

Google Search

I'm Feeling Lucky

Search engines are extremely useful
tools that allow you to search for
websites based on your search criteria.

To use a search engine, navigate to the
website and enter your query in the
search field.

Common search engines include:

" www.goodgle.com

" www.yahoo.com

* www.bing.com

= www.duckduckgo.com



http://www.google.com/
http://www.yahoo.com/
http://www.bing.com/
http://www.duckduckgo.com/
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BASIC INTERNET SKILLS —ACCESSING A SITE

| G https://www.google.com/?gws_rd=ss| O~8¢ [ |

File Edit View Favori

Tl [! Suggested Sites v

ites

=5
]

Tools Help

Web Slice Gallery v @ Polaris Leap - Login @ Polaris Leap - Circulation

To navigate to a website, enter the
website name in the address bar on the
top left hand side of your browser
window. All browsers will have the
address bar in a similar location.

When you open your browser, you will
notice it usually loads to the same
page—this is your home page and it is
often set to a default page by the
browser itself.
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BASIC INTERNET SKILLS—USEFUL WEBSITES

YOU Enter your search query here
m There are a plethora of different
& T b, ,fug__,mmTeddySOﬂBakes websites on the internet.
% History

Some useful websites include:

= www.youtube.com

B Get YouTube Red

BEST OF YOUTUBE
- YouTube contains a variety of videos on almost
any topic imaginable. To search for videos on

YouTube, simply enter what you are looking for

Sports

Gamin Trendi . .
R s on the top search bar and hit enter. The list of
O wovis videos that populate the page are the most
B rvsnows related videos to your search query.

E News
The Weeknd - Reminder Film Theory: Batman's DEADLY Charlie Day Lea
m i TheWeekndVEVO Disease - CURED! Ridiculously Sp
4,808,200 views * 22 hours ago The Film Theorists First We Feast
1,972,596 views * 1 day ago 944,797 views * 2
Bl spotiight ‘ 2
(n\ 360° Video [@] Live Recommended channel


http://www.youtube.com/

Qp I L
BASIC INTERNET SKILLS—USEFUL WEBSITES I

Several universities and other academic organizations have also created websites
that house online versions of courses taught at those institutions. Here are a few such
websites:

= www.udemy.com

" https:/ /ocw.mit.edu/index.htm

" https://www.coursera.org/

" https: //www.extension.harvard.edu /open-learning-initiative

Wikipedia is also a useful open-source, online encyclopedia with entries created by a variety of
contributors.

www.wikipedia.org



http://www.udemy.com/
https://ocw.mit.edu/index.htm
https://www.coursera.org/
https://www.extension.harvard.edu/open-learning-initiative
http://www.wikipedia.org/
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BASIC INTERNET SKILLS—WEBSITE EXTENSIONS

You may have noticed that websites have a variety of different endings other than
“.com”. Common website extensions include:

.org: specifies that the website is for a non-profit organization (ex, Wikipedia, West Orange Public
Library).

.gov: any website ending in this extension is a government website (ex, usajobs.gov)

.edu: any website ending in this extension is an academic institution (ex, mit.edu, rutgers.edu)

There are other website extensions other than the ones listed above, see if you can use a search engine
to figure out what they are used for!
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BASIC INTERNET SKILLS—SAFETY & SECURITY

To stay safe while you browse the internet, be sure to NEVER download or click on
suspicious links or files. If you did not visit a website with the intention to download a
file, do not download anything from that website. It may contain a virus.

Be sure you enter website names correctly in your address bar—if you are unsure of

the spelling, navigate to a search engine and search for the correct website link
there.

Ads and spam: you will notice that several websites have ads and other
advertisements on their pages. Be careful not to accidentally click on these
advertisements as they will attempt to navigate you to another website. Some ads
also appear as pop-up windows (i.e., a new window), you can exit out of these
windows by clicking on the “X” icon on the top right corner of the window.
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BASIC INTERNET SKILLS—BOOKMARKING

Iy e TR
ni® = e

View favorites, feeds, and history (Alt+C) h

fr;} * B ~ &1 mm ~ Pagew Safety~ Tools~ ﬁv
(<\L—7)@ G https://www.google.com/?gws_rd=ssl LP~ad H
File Edit View BZGIGES Tools Help
w5 [ Suggested S Add to favorites... aris Leap - Login (@) Polaris Leap - Circulation

Add to Favorites bar

Organize favorites... ‘

Favorites Bar 4
Websites for United States 4
il N
Add a Favorite [
: Add a Favorite
m Add this webpage as a favorte. To access your favartes, visit the

Favortes Center.

Mame: |

Create in: I‘;j Favarites TH Mew folder I

Cancel

Adding a site as a bookmark or to your
favorites allows you to keep the website
on a list of your favorites/bookmarks so
that you can access it easily later.

To add a website to your favorites in
Internet Explorer, click Favorites and then
select “Add to favorites...” and then
name your favorite (if necessary) and
click add to save it to your favorites.

On Internet Explorer, you can view your
favorites by clicking the star icon on the
top right hand side of your screen.
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BASIC INTERNET SKILLS—TABS

( ¢ WE

File Edit View Favorites Tools Help

y ol 'E‘ G Google ‘ E

vw.google.com/?gws_rd=ss .
| New tab (Ctrl+T) |

G https://v

5 [! Suggested Sites v c‘ Web Slice Gallery v @ Polaris Leap - Login @ Polaris Leap - Circulation

e('{\ https://www.yahoo.com/

File Edit Wiew Favorites Tools Help

bel 'E” 5 Google

= m Suggested Sites v & Web Slice Gallery ~ @ Polaris Leap - Login 0 Polaris Leap - Circulation
#& Home Mail Flickr Tumbir

|mCNN-Breakmg News, Latest ... |Yahoo ‘ 1 |

[ New tab (Ctrl+T) l

Answers More ~

Groups Mobile View

( <2)| G https://ww PL-acd ” G Google X ’ 2 New tab

File Edit View Favorites Tools Help rC[c:
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Most browsers have “tabs” that allow you to
have multiple webpages open at the same
time.

To open a new tab in Internet Explorer, click

on the box to the right of the current tab you
have open (when you hover your mouse over
it, it will say “new tab”).

To navigate between tabs, simply click on the
tab you would like to switch to. The tab you
are currently viewing will be white in color.

To close a tab, click on the small “x” on the
right corner of the tab (when you hover over
the “x” it will say “close tab”, click the “x” to
close the tab).
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When you open a new tab, you will
notice that it has a different
appearance. In Internet Explorer, the
new tab screen displays frequently
visited websites and allows you to search
using the bing search engine.

To navigate to a new website, use the
address bar and enter the address of
the website you wish to visit.



