
ICT SKILLS FOR LIFE



USING THE INTERNET TO FIND INFORMATION

BRISTOL COUNCIL WEBSITE


After completing this worksheet you will have learned:

· How to identify potential hyperlinks

· How to use hyperlinks within a website

· How to use the A-Z listing search for information on a website 

· That websites can contain links to WebPages on other websites

· How to use web browser navigation buttons

· How to use different techniques to print parts of webpages

· How to copy only the information you want into a new document 

· How to understand web addresses

· How to use a search engine to find a website

TASK 1: 
FIND THE BRISTOL CITY COUNCIL WEBSITE
In this task you will access the Wolverhampton council website by using its web address.

1. Launch Internet Explorer web browser in the normal way.

2. In the browser address bar, type the web address for Wolverhampton City Council.  Click on the Go button or press the Enter key to access the website.
Bristol City Council Web Address

www.bristol.gov.uk

You will be taken to the homepage of Bristol City Council.
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Your web browser window should look similar to the picture above.
Notice the circled items. The circles are highlighting some of the links that can be clicked on to jump to the most popular WebPages or sections of the website. They are known as navigation areas or navigation bars. They are designed to allow you to navigate the website more easily.  The area in the middle of the page may be different on your screen.
TASK 2:  
USE THE A-Z INDEX TO FIND OPENING TIMES OF TRINITY ROAD LIBRARY
1. Find for the navigation bar along the top of the webpage. You will see links for Home, A-Z, Contact Customer Services   
Clicking on HOME will always bring you back to this page (the Bristol City Council Homepage).
2. Click on the link A-Z
Look for the navigation bar along the top of the page. You will see a row of letters. Each letter is a link. Each letter links to a list of things that begin with that letter.
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3. In this task you are trying to find information about Trinity Road library.  
4. The word Trinity begins with the letter T. To see a page with a list of items that begin with the letter T, click on the letter T.
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5. Check that you can see a webpage that looks similar to this.
6. You should see a list of links.  All the items in the list begin with the letter T. 
7. Look through the list of links.  You will notice that there is not a link with the word Trinity in it.

At the bottom of the page there are some links to access more pages with items beginning with the letter T
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8. Click on the link to access page 2

9. See if you can find Trinity Road Library on page 2 or page 3…  Can you find it?
Maybe it would be better to search for a more GENERAL word, for example Library

10. The word Library begins with the letter L.  To see a list of items beginning with the letter L, click on the link L.

11. After you click on the L link you should see a new list appear. In the new list look for a blue link named with the word Library. 
There may be many links about libraries.  Trinity Road is one branch of the libraries in Bristol. 

12. Click on the most suitable link for finding information about library opening times.
It is not always easy to know which link will be best to find the information that you want.
There is no harm in trying links. If you click on a link and you do not find the information you are looking for, you can use the browser Back Button to return (go back) to this page. Continue to search by trying other links and using the back button.
13. You should now see this page… if you do not then go back and try different links.
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14. To find information about a particular library you must click on the link labelled LIBRARY FINDER
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15. On the library finder page; use the short form to select a library branch.

16. Make a print out of the information on screen about the library.  Write your name on the printout.
TASK 3: 
USE THE A-Z INDEX TO FIND A PRICE LIST FOR BISHOPSWORTH SWIMMING POOL
1. Click on the A-Z link in the navigation bar.

2. Locate the B link.  Click on the B  (B for Bishopsworth)
3. Click on the link for Bishopsworth Swimming pool
4. Check that you can see information about Bishopworth swimming pool.
TASK 4: 
LEARN HOW TO USE  THE PRINT PREVIEW FEATURE TO CHOSE WHICH PAGES TO PRINT
Print outs from websites can often look very different to what you see on the screen.  You can avoid wasting paper by using print preview. Print preview allows you to see if a print out will be the same as the webpage you see on screen.  

1. Open the File menu.  Select the Print Preview... option.

Notice how the screen has changed.  You can now see how a printout will look before you actually print it out on paper.  (Check the top left corner of your screen – it should say print preview in the title bar) 
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Print preview showing page 1 
2. Click the right arrow to view the other print pages.   On your answer sheet write down the number of the page that has information about swimming prices

.
3. Close the Print Preview window by clicking once on the red X.
TASK 5: 
FIND INFORMATION ABOUT BISHOPSWORTH  LIBRARY
1. Click on the A-Z link in the navigation bar.

2. Locate the L link.  Click on the L  (L for LIBRARY)
3. In the new list that appears click on the Branch Libraries link.

4. Use the library finder to find information about Bishopsworth Library
Printing out a full web page sometimes uses a lot of paper. It is better to print only what you need from a website. 
When printed, a single webpage may take 10 pages, BUT you may only need some information from page 6 for example.

To save paper and ink it is better to print out only the information you need. 
There are various ways to do this.

1. Print only the pages that contain information you need.

2. Mark out (highlight) the words you need print them.

3. Copy words from the webpage to a word processor.

In the next part of this exercise you can practice different ways of printing from a website.

TASK 6: 
PRINTING OPENING TIMES - PRINTING ONLY PAGES YOU NEED

In this task you will print only part of a webpage by printing out a chosen page
1. Before you continue, make sure you have the information about opening times for the library on screen. Do task 5 again if you do not have the information on screen.
Firstly you need to find out the page number of the page that you want to print.  You need to find the page numbers of the page that has the useful information on. The print preview feature can help you identify which page numbers you need to print.

2. Access the File menu.  Select the Print Preview... option.

3. The print preview screen shows that all the information about opening times is on page 1. 
4. Use the arrow to see page 2.  No information about opening times is given on page 2. Printing page 2 would waste paper.
5. Close the print preview window.  
6. Access the File menu and click on the Print command…
The print window appears. Here you can make changes to how the webpage will be printed. 

Because all the information about opening times is on the first page you can choose to print only the first page. (Page 1)
The standard setting is to print All the pages. 

7. Change the Page Range setting to from All to PAGES by clicking on the radio button next to the word Pages.  Ensure that there is a 1 in the text box.  
The change you have made in step 7 means that only the first page (page 1) of the webpage will be printed to paper.  No other pages will be printed.
The numbers typed here allow you to choose single pages or a group of pages for printing - This can be very useful to avoid wasting paper. 
8. When you are sure you have changed the setting click on the Print button. Collect your 1 page printout from the printer.  Write your name on the printout.
TASK 7: 
SELECT PART OF THE WEBPAGE AND PRINT IT

In this task you will use a different method to select and print out some information.
1. Before you continue, make sure you have the information about opening times for Bishopsworth Library on screen.
2. Highlight / select the words (text) starting from Internet and computers - equipment down to the end of the information about Serif Photoplus X2 (Drawplus, Pageplus and Webplus).
If you do not know how to highlight words then ask your tutor to show you the technique.
3. On the menubar; access the FILE menu.  Click on Print… and the Print Options window will appear again. 
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4. This time in the Page Range settings click the option for Selection.  
In step 2 you highlighted / selected some text.  The Selection option changes the way the page is printed.  Only the words that you highlighted / selected earlier in step 2 will be printed out.
5. Click on the print button. 
6. Collect your printout from the printer.  Write your name on the printout.
TASK 
TASK 8: 
FIND INFORMATION ABOUT RUBBISH TIPS IN BRISTOL
In this task you will look for where you can dispose of an old bed.
1. Click on the A-Z link in the navigation bar.
Tip begins with the letter T.

2. In the A-Z list locate the T link.  Click on the T.
3. Look down the list of items that begin with the letter T
Notice that there is not anything about TIPS
Information about Tips could be listed under a different name.  
Maybe it is listed with other things under a more general name?  

Sometimes when using websites you need to think of other words you could search for that are similar to or related to the information you are looking for.  
Remember: Websites are not always well designed.  
Information can be in unusual places…  

…. What is a tip?  What is a tip used for?

A Tip is a place where you dispose of waste. So let’s look for waste disposal.  Waste disposal begins with W.
4. Click on the W in the A-Z list.
5. Look down the list of items that begin with the letter W
6. Notice that there are several items relating to waste.  Click on the one you think is most appropriate. 
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7. Waste reception and disposal is probably the most obvious link… click on it to access this page…
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As you can see; the information shown seems to be about harbour waste disposal in Bristol harbour (a harbour is a place to keep ships and boats safe).  

This is not the information you are looking for!  Sometimes websites are not perfectly designed or have mistakes.  You need to be prepared to work around these problems if you want to use websites successfully.
Another word that you could have a look at is rubbish 
In the A-Z list click on the letter of the alphabet that you think will have information about Rubbish.
8. Look through the items of the list that appears.

9. In the new list that appears, locate a link (about Rubbish) that you think will help you find information about Rubbish tips.

10. Explore some of the links and see if you can find an address or information about where the rubbish tips are.

You may realise that you cannot find the information you are looking for.  Maybe you try searching on a different keyword…

for example Recycling.
11. Check that you can see a webpage that looks like the one on the next page.  
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12. Click on the link for Household Waste Recycling Centres (HWRC's).

TASK 9: 
PRINT OUT SOME DETAILS FOR BRISTOL RUBBISH TIPS 
The print out must include 2 sections: 

· Locations and opening times
· Please note the following

1. Browse through the webpage about becoming a mentor.   Look for the heading: For further information.  You will find some contact information below the heading.
2. Using your mouse highlight all of the words starting with For Further Information and ending with the email address.
3. Make a Print of the highlighted information. (use same technique that you used in task 7 step 3)
4. Close all your on-screen windows

At this point if you have been sitting at your computer for a while, please take a break and stretch your legs.

TASK 10:  Print out an answer sheet for use with task 11
1. Access the BRC student resources website using internet explorer.
2. follow the link for finding information
3. in the handouts section:  find and click on the link 

2.2.2.3a [ANSWER SHEET]  - BRISTOL COUNCIL WEBSITE.doc
4. If you are asked about “do you want to open or save this file?” click on the OPEN button.
5. Print out a copy of the answer sheet.  Collect your printout.
6. On your screen close the window showing the answer sheet.
TASK 11:  FINDING INFORMATION EXERCISE

Before you begin this exercise you should print out the answer sheet to write your answers on.  Find it in the FINDING INFORMATION section of the BRC Student Resources website.

Using the skills you have learned using links and the back button; try to find the following things on the Bristol council website. 
Try to use the A-Z search feature first.  If you can’t find the answer to a question with the A-Z feature then you might like to try typing keywords in the search box in the top right corner of any page on the website.
NOTE: 

The website is updated constantly so don’t worry if you cannot find something.  The information may not be available any longer.  
You should print out the information you find using one of the 3 methods you used earlier.

1) How much does it cost to get a copy of a birth certificate?
2) A phone number for reporting a road pothole. 

3) Information for someone who wants to start a business selling food as a street trader.

4) How to report a stray dog during office hours.

5) How to order a new rubbish bin.

6) How to pay your Council Housing Rent by telephone.

7) Who can you report an abandoned car?
8) How much is council tax charge for a band B property in Bristol.

9) A phone number to report noisy neighbours outside office hours

10) What is the fee for a domestic planning application?
11) A phone number to talk to someone about how often the grass will be cut at St George park.

12) Find an email address for reporting a broken paving slab.
ADVANCED
CREATE A DOCUMENT WITH ALL LIBRARY OPENING TIMES 

In this task you will try to copy and paste information about opening times for all the branch libraries in Wolverhampton.

1. Open a word processor. Make sure you have a clean blank page to work on. Ask your tutor if you are not sure how to do this.
2. Open a web browser.  You should now have 2 windows open.
3. Access the Bristol Council Website
4. Access the branch libraries page.

5. Use a link to access the page for the first library shown in the list.

6. On the webpage use the mouse to Highlight / select all these items:

· the name of the library

· The contact information

· Opening times
TO COPY THE HIGHLIGHTED TEXT

7. Hold the CTRL key and then tap the C key.  You have just told the computer that you wish to copy this information to somewhere else
TO PASTE THE HIGHLIGHTED TEXT IN TO A DOCUMENT

8. Switch to the blank page in the word processor that you opened earlier in step 1.  
9. Be certain you are on the word processor page before you continue.

10. Hold the CTRL key and then tap the V key.  You have just told the computer to paste (automatically re-type)  the information you copied in steps 6-7

11. On the keyboard Press the Enter key twice to create a gap below the writing.
12. Switch back to the web browser window
13. In the browser window use links and the back button to access the branch libraries page once more.
14. Use a link to access the page for the next library shown in the list.

15. Repeating the same method, copy the details of the opening times for all the other branch libraries.     
PRINTING

16. Ask your tutor to show you how to 
· add a title page

· tidy up your work

print it as an booklet

Links
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