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 General 
Description 

The skills and knowledge acquired in Use, Communicate and Search Securely on the 
Internet ICAICT103A are sufficient to be able to access the Internet, search for specific 
information on the Web, send and receive emails, and safely download and print data. 

 Learning 
Outcomes 

At the completion of this course you should be able to: 

 display a broad understanding of the Internet and its components 
 understand and conduct effective searches of the Internet 
 use the Internet with a good awareness of security issues 
 start Outlook 2010 and navigate the various features 
 create and send email messages 
 receive emails in your Inbox 
 work effectively with junk email 
 use online researching resources 
 conduct an online transaction 
 understand and work with some of the more advanced search tools and aids 

  
 

 Target Audience This unit applies to people who require basic IT literacy skills to access the Internet, 
communicate using email, and research the Web, in a small office environment, such as 
hospitality industry, real estate office, medical centre, and school office. 

 Prerequisites This unit assumes little or no knowledge of computing.  

 Pages 162 pages 

 Student Files Some of the topics in this unit require you to open an existing file with data in it. These files 
can be downloaded free of charge from our web site at www.watsoniapublishing.com. Simply 
follow the student files link on the home page. You will need the product code for this course 
which is INF903. 

 Includes This Unit Workbook includes: 

 Competency unit mapping 

 Complete and comprehensive learning resources 

 Formats Available  A4 Black and White, A5 Black and White (quantity order only), A5 Full Colour (quantity 
order only), Electronic licence 

 Available also as a Reference Booklet (Product Code: RB - INF903) 

This information sheet was produced on Thursday, October 18, 2012 and was accurate at the time of printing. Watsonia Publishing reserves its 
right to alter the content of the above courseware without notice.  
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Contents 

 About The Internet 

 The Internet And The World Wide 
Web 

 How The Internet Began 
 Connection Requirements 
 Understanding Web Browsers 
 Understanding Search Engines 
 Understanding Web Addresses 
 Key Terms And Internet Jargon 
 Cookies And Caches 
 Testing An Internet Connection 

 Internet Explorer Basics 

 Starting Internet Explorer 9 
 The Internet Explorer Screen 
 Turning On Screen Elements 
 The Command Bar 
 Going To A Specific URL 
 Controlling The Browser Size 
 Hiding And Displaying Images On 

A Web Page 
 Understanding The New Tab Page 
 Adding New Tabbed Pages 
 Working With Tabbed Pages 
 Zooming 
 Using Back And Forward Tools 
 The Browsing History 
 Stopping And Refreshing Pages 
 Understanding Netiquette 
 Checking Organisational 

Netiquette Policies 
 Closing Internet Explorer 

 Searching The Web 

 Understanding How To Search 
Effectively 

 Using The Address Bar To Search 
 Adding Search Providers 
 Using A Different Search Provider 
 Setting Your Default Search 

Provider 
 Searching Based On A Keyword 
 Searching Based On A Phrase 
 Combining Selection Criteria 
 Finding Information On A Page 
 Marking Favourite Web Sites 
 Viewing Favourite Web Pages 
 Creating A Favourites Folder 
 Adding A Web Site To A 

Favourites Folder 
 Deleting A Favourite 
 Changing The Home Page 

 Accessing Information 

 Using Print Preview 
 Changing Page Orientation 

 Changing Paper Size 
 Changing Web Page Margins 
 Printing An Entire Web Page 
 Copying Text To A Document 
 Copying An Image To A Document 
 Files Available For Download 
 Safety Issues When Downloading 

Files 
 Downloading An Image File 
 Understanding FTP 

 Internet Security 

 Protected Web Sites 
 Understanding Firewalls 
 Examining The Content Advisor 
 Using The SmartScreen Filter 
 Using Tracking Protection 
 Controlling Cookies 
 Understanding Pop-Ups 
 Using InPrivate Browsing 
 Understanding Encryption 

 Outlook 2010 Basics 

 How Email Works 
 Email Addresses 
 Understanding Outlook 2010 
 Starting Outlook 
 Common Outlook 2010 Screen 

Elements 
 Using The Ribbon 
 The Mail Screen 
 The Contacts Screen 
 Exiting Outlook 

 Sending Email 

 Email In Outlook 
 How Outlook Mail Works 
 Composing An Email Message 
 The Message Window 
 Creating A New Message 
 Checking The Spelling 
 Adding An Attachment To A 

Message 
 Adding Importance 
 Requesting Message Receipts 
 Sending The Message 
 Creating An AutoSignature 
 Using An AutoSignature 
 Sending A Courtesy Copy 

 Receiving Email 

 Understanding The Inbox 
 Retrieving Email 
 Opening An Outlook Data File 
 Adjusting The Message View 
 Arranging Messages 
 Reading Messages 

 Opening Several Messages 
 Understanding Conversation View 
 Navigating Messages In A 

Conversation 
 Replying To A Message 
 Replying To A Message In A 

Conversation 
 Forwarding Messages 
 Finding Related Messages 
 Marking Messages As Unread 
 Printing A Message 

 Junk Email 

 Spamming And Junk Email 
 Phishing And Junk Email 
 Understanding Junk Email Options 
 Marking Messages As Junk Mail 
 Marking Messages As Safe 

 Researching On The Web 

 Accessing Wikipedia 
 Checking Privacy And Copyright 
 Retrieving Information From 

Wikipedia 
 Understanding Newsgroups 
 Browsing Newsgroups 
 Understanding Consumer-Specific 

Sites 
 Examples Of Consumer Specific 

Sites 
 Locating Consumer-Specific Sites 
 Understanding Online Forms 
 The Good And Bad Of Online 

Forms 

 Transacting Online 

 Understanding Online Transactions 
 The Online Transaction Process 
 Accessing Transaction Sites 
 Transacting Securely Online 
 Entering Required Information 
 Completing The Transaction 
 Online Receipts 

 Advanced Search Concepts 

 Using Advanced Search Features 
 Boolean Logic 
 Understanding Meta Searching 
 Understanding Newsgroups 
 Understanding Discussion Forums 
 Understanding Wikis 
 Using Internet Information 
 Saving Information Found On The 

Web 

 Concluding Remarks 

 


