Akron-Summit County
Public Library

Internet Basics

130-643-9145 Electronic Services Division
60 South High Street, Akron, OH 44326

Uses for the Internet:

The Internet is used for many things such as e-mail, social networking, job-hunting,
getting the latest news, research, listening to music, watching videos, getting driving
directions, reading online books and so much more.

What do you plan to use the Internet for?

COMMON TERMS YOU MIGHT HEAR AND WHAT THEY MEAN:

BROWSER: A browser is an application used to access and view websites. Some
popular browsers include Microsoft Edge, Google Chrome, Firefox, and Safari, but there
are plenty of others.

WEBPAGE: Is what you see in your browser when you are on the internet. Think of the
webpage as a page in a magazine. You may see text, photos, images, diagrams, links,
advertisements and more on any page you view. (https://www.lifewire.com/top-internet-
terms-for-beginners-2483381)

Web Address: The web address tells the browser exactly where to find the page. For
example, www.akronlibrary.org is the web address to get to the library’s website.

*.com signifies the part of the URL that identifies what exactly that site is part of i.e.,
institution, government, business, etc.

com: generally for commercial businesses
gov: government organizations

edu: educational organizations

org: non-profit organizations

YV VY
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GETTING STARTED USING GOOGLE CHROME
What is Google?

Google is the most popular search engine on the Internet. A search engine is a
program that searches for items online that correspond to keywords or characters
specified by internet users. Google is easy to use, and also more effective than the
average search engine, making it easier to find what you are looking for. Google is also
home to a variety of features such as Google Maps, Google Drive, Google Docs,
Images, Gmail, Calendar, Translate, and much more.

Begin by double-clicking on the Google Chrome icon in the task bar or on
your desktop. If you do not see a shortcut on your desktop, click on the
icon in your task bar.

e ]

‘Google
Chrome

TO VISIT A SPECIFIC WEB PAGE:

When you know the URL (or web address) you can type that right into the address bar.

e Click somewhere on the address

of your current page. New Tab x  +
e When the letters are highlighted in S i
blue, type in the address. < C ¥ Q SearchGoogle or type a URL

e For class let’s type,
akronlibrary.org.
e Hit the Enter key on your keyboard to go to that page.

GOOGLE CHROME TOOLBAR

Let’s look at the Google Chrome Toolbar which will help you to navigate through your
use of the Internet.

all] Akron-Summit County PublicLin X == -
& C {0} & AkronSummit County Public Library [US] | https://akronlibrary.org 0
1 2 |3 4 5

1. Forward button: Return to a page after you have used the Back button. To see
your browsing History, right-click on the Back button.
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a. Click and hold either back or forward button to see your recent history.

2. Refresh button € will reload the current page. If a website stops working, try
using the Refresh button. If a webpage doesn't load correctly, it will temporarily

become the Stop button * . Click this button to stop a webpage from loading if it
is taking a long time.

3. Home button: this will always take you back to your home page.

4. Address bar: The address bar is where you type in a specific web address that
you wish to navigate to or you can also type in a search term.

5. Bookmark button: Click to bookmark a web site to find it again easily.
6. Chrome menu button: Click to display different tools such as history, settings
and print.

Can you see the home button on your screen? No? Let’s turn it on then.

1. Click on the Chrome menu button.
2. Click on Settings.
3. Turn on the Show home button by sliding the button so it turns blue. @

TO OPEN A NEW TAB:

e Click on the new tab icon (the small plus sign) to the right of the open tabs. You
can also hit Ctrl+t to open a new tab.

all] Akron-Summit County PublicLic X | & Google ®x (@) Pinterest 4 +

&« C {tY & https//www.pinterest.com

e To switch between tabs: Click on the tab that you wish to see. This will not
close the other tabs that you have open.

e To close atab: click the small x in the right-hand corner of the tab.

e To open arecently closed tab: Right click with your mouse on the empty area
in the title bar select “reopen closed tab”.

B Google Calendar - Week of Nove X ) Yahoo X +
o Restore
« X O @ https://www.yahoo.com Move
B Apps O OverDrive Marketpl= #ll Digitalleam [ XERCX WORKOEWTR U "l L
Minimize

Make Yahoo Your Homepage Maimize
Discover something new every day from News, Sports, Finance, Entertainment a Mew tab Ctrl+T
Reopen closed tab Ctrl+Shift+T

’ Task manager Shift+Esc
AI IOO x  Close Alt+Fd
B
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One or the other

SETTING THE HOME PAGE O

A home page is the page that will load when you click the Home button on your
address bar.

=

Click on the Chrome menu then choose Settings.

2. Click on Show home button.

3. Type the address in that you want to be your home page. Note: the library
computers are locked into the library home page so they cannot be changed.

Show home button .

Custom

()  New Tab page

@ Enter custom web address

SETTING THE STARTUP PAGE

A start up page is the first page that will load automatically when you double click on
the icon to open your browser. If you want your homepage and start up page to be the
same then you need to set the startup page too.
7JJ//é::x—»—vManage on startup pages

e Scroll to the bottom of the screen.

e Click on manage startup pages.

e Then, click on Open a specific page or set of

pages.
e Click on Add a new page. @®  Open the New Tab page

Pages to open on startup

@  Opena specific page o set of pages (O Continue where you left off

www.akronlibrary.org O Open a specific page or set of pages

onlibrary.org

O

Add a new page

Use current pages
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e A pop up box will appear on the screen, type in the web address you want to
have as your start up page.

e Click the ADD button.

e You can add as many set up pages as you would like to open when you double
click on your browser.

Add a new page X

Q2o IR

www.akronlibrary.org|

@ Open a specific page or set of pages

Welcome to the Akron-Summit County Public Library

http://www.akronlibrary.org/
0 ohio.com

http://ohio.com/
O familyhistorysearch.org

http://familyhistorysearch.org

Browsing History

Chrome will keep a record, or history, of every webpage that you visited. This will help
with load times on websites that you visit regularly. You may want to view your history to
find a previously viewed page or delete the history (for privacy reasons).

To view the history:

e Click on the Chrome menu : on the upper right-hand side of the browsing
window.

e Then choose History.
e Your full browsing history will appear in date order.

Indexing Sign New incognito window
History Strl+F History !
Downloads

[ Recently closed
- E’] Chrome Web Store - Themes

[ NewTab Zoom - 100% + i

Bockmarks )
Co




To help you in searching for a recently visited page, you can enter a search term in the
bar at the top and then click, search history

History Q [search history

Chrome history
Today - Friday, October 13,2017
Tabs from other devices

D 8:57 AM [ ohio.com | Akron Beacon Journal  www.ohio.com
Clear browsing data

O ss6aM all]  Welcome to the Akron-Summit County Public Library ~ www.akronlibrary.org

To delete your history, you can click on clear browsing data. A window will pop-up
where you can choose how far back you want to delete. You can delete an hour ago, a
week ago, or since the beginning of time.

Clear browsing data X
Clear the following items from  the past hour v

Browsing histor
= g Y

6 items

Download history

None

Cached images and files
Less than 19.8 MB

4

Cookies and other site data
This will sign you out of most websites.

Passwords

]

Nnne

CANCEL CLEAR BROWSING DATA

@ Some settings that may reflect browsing habits will not be cleared. Learn
more
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PERFORMING A SEARCH USING GOOGLE CHROME

Let’s visit Google:

e Type google.com in the address bar.

e in Chrome, type your search terms into the address bar, or go Google.com in
your web browser. From there, you can search for anything you would like more
information about. Just type your search terms in the search bar, then click
the Google Search button or press Enter on your keyboard.

G Google X + -

& C @ htips//www.google.com % 0
About  Store \ Gmail Images i m

You can also type your
search here

Google

B

Search Bar /

Google Search I'm Feeling Lucky

e After you type search terms into search bar, you will see a list
of relevant websites (also called search results), that match your search. If
you see a site that interests you, simply click the link to open it. Place your
mouse pointer over the text (Link) and you will see the mouse pointer turns into a

hand icon . Click on it. If the site doesn't have what you need, click on the

Back button < at the top of the browser window to return to the results page to
look for more options.

e Click in the search box and type recipes.

e A drop box will appear below with suggestions of other search terms. Feel free to
click on one if it matches what you're looking for.

e Hit the Enter key or click on the Google Search button to conduct the search.
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A new page will appear with a list of other websites that Google thinks are most relevant
to your search term.

{=
Jo)

Go g Ie recipes

(%]
i

All News Books Images Videos More ettings Tools

About 1,840,000,000 results (0.55 seconds)

Recipes - Allrecipes.com

hitps://www.allrecipes.com/recipes/ v

Find and share everyday cooking inspiration on Allrecipes. Discover recipes, cooks, videos, and how-tos
based on the food you love and the friends you follow.

Dinner - Cookie Recipes - Chinese Recipes - Bean Recipes Llnk

Dinner Recipes - Allrecipes.com / Web Address
https://www.allrecipes.com/recipes/17562/dinner/ /

What's for dinner? Take the work out of searching for an answer to this question with these popular 5-
g

star dinner recipes. < Site Description

Quick and Easy Dinners for One - Cooking for Two - Fry Bread Tacos I

Allrecipes | Food, friends, and recipe inspiration

https://www.allrecipes.com/ v

Find and share everyday cooking inspiration on Allrecipes. Discover recipes, cooks, videos, and how-tos
based on the food you love and the friends you follow.

Our 10 Most-Popular Recipes Right Now | Recipes, Dinners and Easy ...
https://www.foodnetwork.com » Recipes v
Count down through the top ten recipes our fans are cooking the most today.

Recipe Finder - Recipes | MyRecipes

https://www.myrecipes.com/recipe-finder =

One-page listing is usually four to five lines long. Some information is provided to give
you a small glimpse of what you can find on that page. The words in blue are the page’s
title and direct link. The two lines of black text under that is a quote from the page in
which they found your search term. The green text is the URL (or address) of that page.
Notice that your search term is highlighted in bold.

To see the contents of a page, click on the blue title (the link). To go back to the list of
search results, click on the Back button at the top of the window.

You can navigate to the other pages to see more results. Scroll down to the bottom of
the page, and click on the number 2 or the word Next.

GUL?L?L?L?L?L?L?L?L?SIE b"

123456878 310 Next
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BOOKMARKS

You may want to use bookmarks to help you organize and remember websites that you
want to visit again at a later time. To do this in Chrome, simply navigate to a website
ks

that you want to bookmark. Click on the next to the address bar. When the dialog
box appears, click done. The website will be saved to the bookmark bar.

You can choose to have your bookmark bar appear.
TO TURN IT ON

—e Click on the Chrome menu button.
e Slide down to Bookmarks
e Then over to show bookmarks bar.
e Click Show bookmarks bar to turn on or click to turn off.

Eop
New tab
New window
New incognito window
History 3
v Downloads
Bookmark this page... Ctrl+L Bookmarks ’
Zoom - 100% + 3
Show bookmarks bar ;
Print...
Bookmark manager
) Cast...
Import bookmarks and settings... y
Find...

With the bookmarks bar turned on, the bookmark bar will appear below the search bar:

=~ C % | ® www.imdb.com
I Apps #X Settings [J Ohio.com|AkronBe:  wmil] Welcome to the Akr { Free Family History Yahoo [} TV Guide, TV Listing: B IMDb - Movies, TV 2
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HOW TO ORGANIZE YOUR BOOKMARKS ON YOUR BOOKMARK BAR:

You can organize your sites in separate folders by creating folders on the Bookmark
bar.

e Click Choose another folder

e In Edit Bookmark window, make sure you select Bookmarks bar.

e Click on New folder

e Type in the name of the new folder such as “Gas prices” for example, and click

on Save.
. X N
Edit Bookmark
@x D
MName: akron cheap gas prices - Google Search
M| ) fookmarks
. Bookmark added I i URL https:/fwww.google.com/#g=akron+cheap+gas+prices
Mame: [akron cheap gas prices - Google Search ] » ﬁi Tedmrns bir
u 3 Other bookmarks
Folder: |Bcckmar<s bar K'
1y
Typing

Mouse Exercise
BG Bookmarks
BG Bookmarks
Bookmarks bar

Other bookmarks

Choose another folder...

Mew folder Save Cancel

GOOGLE TIPS & TRICKS
CALCULATOR

Google can be used as a calculator by typing the equation into the search bar and
hitting enter. Here are some of the common functions:

Addition 7+6

Subtraction 7-6 Percentages 45% of 25
Multiplication 7*6 Raise to a Power 2"5
Division 716

It also recognizes Algebraic formulas.  (3+4)*3/2-(6-4)
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To see a complete list, visit http://www.googleguide.com/help/calculator.html.

Google  (3+4r3n-64)

Web Shopping News Maps Images More « Search tools

About 254,000,000 results (0.59 seconds)

Rad x1 ( ) % AC
Inv sin In 7 8 9 +
L Cos log 4 5 6 X
e tan y 1 2 3 -

Ans EXP x¥ 0 g H +

DICTIONARY

Google can be used to look up the definition of a word. The define operator will return
results with a list of definitions for your word and a link to the website that definition
came from.

Example:
Define computer
Define virus
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http://www.googleguide.com/help/calculator.html

Dictionary

computer Q

Com'put-er
/kem'pyoodar/ 4) <

noun
|‘c|_|n:c0mputer plural noun computers

an electronic device for storing and processing data, typically in binary form, according to
instructions given to it in a variable program.
synonyms: personal computer, PC, laptop, netbook, ultraportable, desktop, terminal; More

« a person who makes calculations, especially with a calculating machine.

Translate computer o | Choose language o

Use over time for: computer

Mentions

Show less

Google will also allow you to hear how to pronounce the word if you click on the speaker after
the phonetic spelling of the word.

You can also translate the word you defined using any of the languages listed under the drop
down next to Choose language.

IMAGES
If you are looking for images (pictures) on Google, you can specify that you only want images as

your results. Click on the Google logo in the upper left hand corner, then click on the word
“‘images” in the top right-hand side of the screen before entering the search criteria.

— | | L L1
lamal I'I'I;E]ES HH

Once you select “Images”, Google search bar will include a camera icon. Enter what you are
looking for and hit enter.
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Google

Images

puppies | {4 Q

The results will look like this:

GOOGLE MAPS

You can use Google Maps to find a location, get directions, and also get a street view of a
particular location. In the upper right hand corner of any google search page, you will see the

Google apps icon.
different apps
the maps page.

Click on the icon and a drop down list will appear with a list of
available from Google. You want to click on the Maps icon to get to

@ & O

Google+ Search YouTube
P’ .
/N '
Maps Calendar Play
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The map that comes up will be of your location. You can enter an address or location in the
upper-left hand side search box to find a specific location as well as directions.

=

For example, type Times Square. Your results will look like this:
R : Circle in the Square
=  Times Square, Manhattan, NY . el g WSO Theatre School 2

(‘/) N =
W . @ o 23
© search nearby: hotels-restaurants .{?- &
o
- sost(1][}
: e The Eugene
Times Square r * / ™ O'Neill Theater @
Manhattan B = o Hilton Garden 3 &
F. pky ‘P 'F N Directions Save '€ Inn Times Square N & y
SR BT EES Walter Kerr Theater @ o
timessquarenyc.org o | 4 &
Crowne Plaza Times }D
Square Manhattan & 49 st [NQ,
&
qu?/, e
S S 3
A S AN
4.6 %k K xy ja Paramount Ci"? ~
<
Bustling destination in the heart of the Theater District known for N
bright lights, shopping & shows. - Google
W"G
Write a review - Add a photo heatr ’bS/ \ Bl
= Times Square
& “Love all the lights, street performers, theaters and excellent New York Bright lights &
@ people watching Marriott Marquis Broadway shows
An Lo
Directions
button. This will

From here you can get directions to this location by clicking on the

open up a search box where you can enter a starting location.
You can also select driving directions, by bus, or walking directions.

Enter your location her

=

T

’

Click on “details” to get the turn-by-turn directions.
14 of 18
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Driving directions

= via 8th Ave and W 46th St

3 min without traffic - Show traffic

300 W 44th St

t Head southeast on W 44th St toward 8th Ave

« Tumn left at the 1st cross street onto Bth Ave

5 min

0.3 mile

r* Usetheright 2 lanes to turn right at the 2nd cross street

onto W 46th St

, Click on the printer icon to printout
the directions with or without a
map included. |

v

Print including maps

Print text only

r

WEATHER

If you type weather Akron Ohio or any other city and state you want in the Google search box,
the box below will appear and you can see what the weather conditions are for that area for
today broken down by hour. You can also look at Precipitation and Wind too. This is powered by

weather.com.

Katy, TX
Monday 2:00 PM
Partly Cloudy

82

Precipitation: 0%
Humidity: 44%
Wind: 14 mph

Temperature  Precipitation

82

84" 87" g 92" 91 91 91
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Wind

91

15 of 18

Internet Basics 3/6/2019 4:44:43 PM DM/IM



CONVERSION

If you would like to know how many inches are in a foot, feet in a yard, tbsp. in a cup, or pintin a
guart, then just type what measurements you want to convert in the google search box.

10 feet to inches

All Shopping Mews Images Maps More

About 21,500,000 results (0.70 seconds)

Length
Foot - Inch
4 thsp to cups
All Shopping Mews Videos Images More
About 29,400,000 results (0.66 seconds)
Volume
US tablespoon * US customary cup

Copyright © 2019 ASCPL All Rights Reserved
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Settings Tools

Internet Basics 3/6/2019 4:44:43 PM DM/IM



HOLIDAY

To find out what date a particular holiday falls on type in the holiday name in the search bar and
press enter. If you want to a holiday for a different year, add said year.

GO gle thanksgiving 2018

All Mews Shopping Images Videos M

About 29,800,000 results (0.50 seconds)

Thursday, November 22

Thanksgiving 2018 in United States of America

TRACK PACKAGES

Type your tracking number for UPS, Fedex or USPS packages.

Track a package

9114901496451070500217

FIND CARRIER
Track via FEDEX >
Track via USPS >
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PRINTING FROM A WEB PAGE

Go to Ohio.com.

. L. Mew tab
You can print the content from a web page by clicking on the _
Chrome menu button located on the upper right-hand side of Mew window
the toolbar. i Mew incognito window
Choose the option to print. Histary
Downloads
A preview of the page will be displayed. If you do not want to Fremart-TFaire N
print the entire webpage, use the scrollbar to navigate to the Bookmark .
page that contains the information that you want to print. You ceRmarks
can either print all of ) -
Zoom - 1% o+ e

Print the pages or select the

specific page(s).
Total: 2 sheets of paper P Pag ( ) Print... Ctrl+P

Cancel Save page as..
Find...
Destination L0 \istaff-server\ESWrkRm Mare tools *
e Double-check that the _
correct printer is Edit Cut Copy Paste
Pages Al located, the_pages that -
you want printed are ettings
v |12 ‘ selected, how many About Google Chrome
copies you net_ad _and if Help N
you want to print in
= s landscape or portrait. Et

When you have
finalized your selections, hit the blue Print button.

Layout Portrait =
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