EXERCISE 4
In this exercise you will be completing an online job application by using a webform. You are helping a friend called MILLIE to apply for a job. 

If you are currently looking for work, you will probably apply for a job using an online form similar to this one. 

The application form in this exercise is not as long as real job application forms. Real application forms are usually much longer but you will hopefully get a good idea of what is expected.
Try to be careful with capital letters, numbers and addresses.
1. To access the form you must enter this web address in a web browser.

brc-it.yolasite.com

2. Then you need to click on:
Jobsearch link and then the link Simple Job Application Form
If you have followed correctly you will now see the start of the form on the screen. The first text boxes ask for names.
3. Fill in the information in the form as best you can – use the information below.  When you have filled in all the details continue from step 4.
	Your friend’s NAME is Millie Terry 

	
	

	Millie’s ADDRESS is 74 Lowe Road, Coventry, CV6 2GB

	
	

	The COUNTRY Millie lives in is  England

	
	

	Millie is FEMALE

	
	

	Millie’s ETHNIC ORIGIN is African

	
	

	Millie’s PHONE NUMBER is 024 7832 8760

	
	

	Millie’s EMAIL ADDRESS is millie.terry@yahoo.co.uk

	
	

	Millie is a UK Citizen

	
	

	Millie was born in Ghana

	
	

	Millie is not DIABETIC 

	
	

	Millie does have a Heart Condition 

	
	

	Millie has some other medical conditions 
	Mild Asthma controlled with medication / inhaler. 
Slightly deaf in left ear

	
	

	Millie is not registered as Disabled

	
	

	Millie had her last Criminal Records Bureau (CRB) check in May 2010


4. CHECK that you have entered all of the information correctly.  If you have made any mistake go back to those parts and change them.
You can go back over the form and change anything.

With webforms it is easy to change things or correct mistakes
5. Locate and click on the link at the bottom of the page labelled Print a copy of this form.
Hint: It is near to the Complete and Submit button
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The printer dialogue box will appear.  Click on the Print Button and collect your print out from the printer.
7. Collect your printout from the printer.
8. In some clear space on the printout write 
· (YOUR NAME) 
· PRINT 1
Millie decides that she wants to change some of the information.  You must go back to the form and change some items
With webforms it is easy to change things or correct mistakes
9. Change the email address to milliterry@hotmail.com
10. Change the Country to United Kingdom
11. Change Do You Have A Heart Condition to No
12. Change First Name to Millicent.
13. Make another print out of the form to show your changes. In some clear space; write your NAME and PRINT 2 on the printout.
Once all the changes have been made you can submit the form

14. To submit the form to be processed click on the Complete and Submit Button.
If you see any red words on screen, you may have made an error or mistake.  The red word will tell you which parts need attention.

15. Correct any errors if you have made any and make another print out
16. Submit the form again.

17. To continue to part 2, click on the link Continue
PART 2

18. Complete the second page of the form using the information below.

	WHAT NUMBER OF HOURS WOULD YOU PREFER?
	24 – 30

	
	

	WHAT SHIFTS WOULD YOU PREFER?
	DAY, NIGHT AND EARLY

	
	

	WHAT DAYS CAN YOU WORK?
	ALL DAYS EXCEPT SUNDAY

	
	

	WHAT TYPE OF WORK INTERESTS YOU?
	CUSTOMER SERVICE, STOREROOM, REPLENISHMENT, CLEANING


19. Use the Print command in the File menu to print a copy of your choices.  

20. On your print out write your name and PRINT 3
21. Change preferred shifts to early, evening and day.
22. Remove Tuesday from the list of days.

23. Use the Print command in the File menu to print a copy of your changes. 

24. On your print out write your name and PRINT 4
25. Complete the verification code at the bottom of the page.  Ask your tutor to explain about this.

26. Submit the form by clicking on the completed button.

After you successfully submit your form, hand your prints in to a tutor to be checked.

Exercise 5
In this exercise you will be filling out details for a friend called Angela who requires pet insurance for her cat called Panda.
You will be using a well known insurance company’s website.

This exercise will help you master and overcome the common errors people make when filling in online forms.
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1. Double click on this icon to access the web with the Internet Explorer web browser. After a couple of seconds a web browser window should appear.
When you launch a web browser the first webpage to appear is called the homepage. 

This homepage is chosen by the computer’s owner. It’s usually the page they use most often. 

Many people set their homepage to be a search engine. 
Generally, when people use the web, they use it to search for information. It is useful to have quick access to a search engine. 

You will use the Google search engine website to search for the Churchill Insurance website.
2. In the search box type the word Churchill.[image: image18.png]= Print =)
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As you type the word

Churchill 
you will notice that a list of words appears underneath.
The Google website is trying save you some time by guessing what you are looking for.
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If you click on one of the items in the list it will appear for you in the search box. It’s useful if you don’t like typing!

Today you are not going to be so lazy!

3. To make the list of guesses disappear press the Escape key.
4. To submit the search Click on the button labelled Google Search. 
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Your screen should look similar to the picture below.
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6. Click on the link labelled: 
Car insurance, home insurance, travel, pet and more І Churchill UK
Clicking on links is how you move from one webpage to another. You will learn more about this soon.
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Once you find the home page of the Churchill website, look for a link for PET or PET INSURANCE.


8. Click once on one of the links. 
· If you clicked on the correct link you will see something similar to the screen below. Look for the words Pet insurance somewhere on screen.


If you see the screen below then Continue to step 8.
· If you clicked on a different link you may see a different screen. Use the Web Browser’s Back button to return to the webpage shown on the previous page.

Ask your tutor if you haven’t used the back button before


Then retrace your steps from step 6
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9. Click on one of the links with the label Get a Quote.
A new window will open to display the form that you will be completing.
10. Check that you have the correct form on screen. It should say pet insurance near the top of the webpage. Using the skills you have learned previously try to complete the form by copying what is shown below.




11. NOTE:  Two parts of the policy start date have been left blank. The 15 is for the 15th day of the month. The box to the right is for choosing a month from the list. Choose next month. For example if today it is November, choose December. In the box to the right, choose the correct year.


12. In the post code text box enter the post code:  WV10 0BA
13. Scroll up and down to Check that you have entered all the details correctly.
14. If you are happy that everything is correct, add a tick to the check box near the bottom to confirm you have read the important information.


15. Submit the form by clicking on the Continue button at the bottom.
If you have made no mistakes the webpage will change to look like below. You should Continue to step 16.
If you have made a mistake then the form will provide feedback and ask you to make corrections.  The parts that have mistakes will be highlighted in red. Correct your errors then submit the form once more using the Continue button.
The website has checked the post code you entered earlier.  Most companies have a database of postcodes and addresses for the whole UK. All the addresses that match the postcode you gave earlier are shown. 
16. The form requires you to provide a postal address. Scroll down the list of addresses and find the address Premier Inn. (Find it near the bottom of the list) Click on it. Then click the red Continue button.
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You should now see this webpage: Your first pet.
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17. You must select a breed of Cat. Use the drop down menu to choose the TORTOISESHELL breed.  Then submit this form by clicking the red Continue button at the bottom of the page.
18. You should now see this page showing a quote shown in red for a monthly insurance premium.
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Some changes need to be made.
19. Change the Vet fees excess choice to £110.00.
20. Change the Veterinary Fees Cover choice to Pet Insurance Policy.
21. Change the Addition Benefits Cover choice to No.
22. You have made changes to the insurance policy details. To get a new quote you must ask the form to recalculate the quote. 
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Click on the Recalculate button. 
You should now see a new amount for the monthly insurance premium.
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Your friend Angela would like to see a copy of the quote and you need a copy for your own reference.  

You can print out copies of the quote on to paper using a computer printer.

23. Click on the red print button at the bottom of the page.


[image: image10.png]v YR GRGTRR R SIS SEVORT SIeves
Then please diick the recalculate button. \J

m Buy with confidence.

measures being introduced by
the industry to increase
levels of security for
internet transactions.




A window like the one shown here will appear. This is called the Print Dialogue window. It is another type of form. You can use this form to choose the number of copies you would like to print out at the printer. 

24. Using the spinner control change the number of copies to show 2.
25. Click on the Print button and then collect your printouts from the printer. The print Dialogue will disappear

26. Click on the red continue button

27. The screen below will appear. Scroll down to the bottom. Use the print button to print a copy of this information. This time only print one copy.
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To view visit
wwufzagonuk
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Buy with confidence.
Churchill supports new measures
being introduced by the industry
o increase levels of security for
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28. To continue to the next part, click on the button labelled Yes, I agree
29. You will now see this webpage.
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30. Angela would like payments to be taken from her bank account on the 20th day of each month. Enter the number 20 in to the preferred payment date field.

31. Click the Continue button.

32. Now you will see this page.  This page is for entering payment details. This is only an exercise. You will not be entering real payment details.
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33. Enter the information as shown here
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34. Click on the Red Continue Button.
The website will check the information you have entered. 

The website is able to quickly run a check for valid account numbers.


The payment details you have entered are not real.

The form will give you feedback – it will tell you there has been an error – that the account details are incorrect.
This is the end of the exercise because you do not really want to buy insurance for a cat.
35. Close your web browser – click on the red/white cross in the top right corner of the browser window.
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