











How to search 27

The Google quide

You can also use Google to search by topic. This is a very useful method when you
want to find information about a specific subject.

2,
surf to www.google.com 3
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@ Click Directory

Now you see an overview of
all the various topics:

If you click one of the topics, you will see a number of categories. Clicking a category
will lead you further into additional sub-categories. Eventually you will reach a page
where you can choose several links that will lead to your specific subject.
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The Google Toolbar

If you frequently use Google, you may want to install the Google Toolbar to help you
use Google more readily when working in Internet Explorer.
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Click to remove the
check mark by
Set Google as default search

Click

k

Accept and Download

@ Click[  fun |

@ Clickl  fn |
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File Download - Security Warning

Do you want to run or save thiz ble?
Mame: GoogleToolbarlnstaller_download_signed.exe

-
ﬂ Type: Application, 196KB

From:  dl.google.com
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While filez from the Internet can be useful, this fle type can
patentially harm your computer. F pou da nat trust the source, do not
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Internet Explorer - Security Warning lé]

Do you want to run this software?

MNarne: Google Toolbar for Internet Explorer

Publisher: Google Inc

E] More options

% [ Don't Run

wWhile fles from the Intermet can be useful, this file type can potentially harm
your computer, Only run software from publishers you trust, What's the risk?
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B Click Open File - Security Warning S|

Do you want to run this file?

. MWame: ..oogleToolbatlnstaller downlaad signed[1].exe
y Fublizher Google Inc

Type: Application
Frar:  Ci\Users\Studio Yisual Steps PC_RILANAD0SYA,.,

Fun xl[ Cancel

P = | While filez fram the Internet can be useful, this fle type can
I ¢ patentially harmfyu:uur computer. Only run zaftware from publishers
= wou brust, what's the nzk?

Your screen goes dark and you need to give your permission to continue:

@& Click | Contine |

Now the Google Toolbar will be installed and Internet Explorer opens a new window.
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Get stanad with othar Toolbar features
8 Search for the weather: For example, Lype “weather in london® inlo the search box and press Enter’
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Q Tip

Searching different file formats
With Google you can search for different types of files. You can find this option on
the Advanced Search screen. By using this option, you instruct Google to limit the
search results to a specific file type such as PDF files only, or Microsoft Word

documents.

(5 ClICk Advanced Search

@ Click [= next to
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Now you will see different file
formats. Choose a format and
Google will only search for
files of the type you have
chosen:

| Pt o egle. cam acvanced_searchihl=en & Internet | Protected Made: On 2 * Ri0w -
# Google Advanced Search - Intemet Explontr aangeboden daor Del (= | B e
@\ )% |8 bt pwwn google comyavanced_sescchliizer = | 43| 2 N Live search P -
X Google| 3+ |=] search 4 g3« o= | B - €% Dokmarks- | 0 check = '] auteril - @, = () signin =
N\ Favarites 5 ¥ Suggested Sites * | Web Slce-galerie =

\mgl!.ﬂdvnuwsurdl M- - [ @ - Page~ Safety~ Took~ @
ITNges aps  Mews  Video mail  more v

Signim

Bubeanced Sech s | Aboul Google

Find wl pages that hadg.

#ll these words.
thie @xsct wording or phrass:

ent or mand of thase woeds:

& Intermet | Protected Made: Cn G~ ham - |

©2009 Visual Steps™ - www.visualsteps.com - This guide is a free publication.
How to Search more effectively with Google.




32 How to Search more effectively with Google

Appendix: How Do | Do That Again?

. . . . &,
The tasks and exercises in this guide are marked by footsteps: X
Find the corresponding number in the appendix below to see how to do something.

i
«1 Open Internet Explorer

® Click E
p.
® Click é Internet Explorer

«2  Connect using the Dial-up

Connection window

® Type your user name and
password if necessary

® Click

£, .

¢«3  Type aweb address in Internet
Explorer
® Click the Address bar

® Type the web address

Enter - ‘
® Press \
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