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LESSON 9:  Registering for Online Access 
Special Interest lesson 
 

Objectives:    
The student will learn how to register online for access to online services or sites.    
 

Secure sites 
Entering information including required fields and optional fields 
Using the tab key 
User names, passwords and security questions 
Registration confirmation 

 

Resources Needed: 
Booked-marked websites to illustrate online registration 
Handout of online registration safety tips 
 

Preparation for Instruction:   
This lesson assumes the use of Internet Explorer as the web browser.  If a different browser 
is to be used, the tutor should be familiar with that browser.   It is recommended that the 
tutor select in advance one or more websites to use during the lesson to illustrate various 
kinds of online registration.  Some possible sites could be online shopping such as 
Amazon.ca, software licensing agreement, or other online service site. 
 

Procedure: 
1. Have the student open Internet Explorer.  If needed, briefly review the browser 

concept and demonstrate how to open Internet Explorer. 
 
2. Explain that there are many times on the internet that you may be asked to register 

first for something online.  For example, you may want to do online shopping, internet 
banking, join an online community, or access and download games, music, or 
software.  To do this you must first register and provide certain information about 
you which will be saved.  Then you will be able to login and use that site.  Registering 
online is fairly simple, but it is important to be careful about the information you 
enter and the options that are selected during registration.  

 
3. Emphasize to the student that before he/she enters any personal information on a 

website they should first make sure they are on a secure website – one with https in 
the address bar and usually a padlock symbol in the address or status bar.  
Demonstrate by going to a known secure website and pointing out how to identify 
that this site is secure.     

 
4. Once you have a secure site and the registration form is displayed, spend some time 

talking about how to enter information in the various fields.   Explain that on a 
registration form there may be both required fields and optional fields of 
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information.  Usually the required fields are marked with an asterisk and these must 
be filled in to complete the registration process.  Optional fields do not have to be 
filled in and you should ask yourself if it makes sense to provide this type of 
information.  You don’t need to enter anything into these fields.  Illustrate by pointing 
out some required fields and some optional fields on the form.  Remind the student 
that we learned about using drop down menus, and textboxes in the previous lesson.  
If needed, spend some time reviewing each type and how to fill in the appropriate 
information in each.  Remind the student that to enter text into a textbox he/she must 
first left click in the box to activate the cursor.  Navigating from one field to the next is 
easily done by using the Tab key; review if needed where to find the Tab key on the 
keyboard.    Emphasize to the student to use the Tab key and not the Enter or Return 
key which may cause the registration form to be submitted prematurely.    

 
5. Demonstrate by filling in the required fields on the registration form.     
 
6. Explain that you will be asked to create a username and password so that you can 

access the site and use its service(s).  You should select a username that is easy to 
remember but that does not reveal your actual identity.  For example, don’t use your 
actual name or names as the username.  Ask the student if they can tell you some tips 
we learned in an earlier lesson about password selection and safety.  If needed review 
the key points, such as to use a mix of letters and numbers, don’t use the same 
password on multiple sites, and never give out your password to anyone.  Emphasize 
to the student that they should ALWAYS say “NO” when prompted to have the 
computer remember the password.    

 
7. Explain that when you are creating a username and password, you may also be asked 

to choose a security question.   This is a good thing, since a security question and the 
correct answer can be entered if the student ever forgets his password.  Demonstrate 
by showing a site that provides the option to select a security question & answer. 

 
8. At some point during the registration process there is usually a box that you must tick 

to say that you accept the terms and conditions.  Explain to the student that it is 
very important that they read and understand what those conditions are before 
ticking the box to accept them.    

 
9. Also explain that sometimes there are additional tick boxes for things related to 

marketing and advertising.  The student should understand that it is important to see 
what other boxes on the registration may already be ticked and determine if any or all 
of these should be cleared before submitting their online registration.  Demonstrate 
by showing the student an example of this on a registration website. 

 
10. Many websites will ask for a valid email address to complete the registration process.  

They use your email address to send you a registration confirmation.  However, not 
all websites require this so the student should verify if this is a required field or not 
before entering their email address.   
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11. From a suitable website, have the student practice entering some information for an 

online registration.  The tutor may wish to do this in stages, and have the student 
practice only part of the registration process at a time.    

 
12. Ask the student if there is a specific type of online service that he/she would like to 

register for.  If so, that website could be used.  Otherwise the tutor should supply a 
secure website to use to test mastery of the student’s online registration skills.    

 
13. Alternatively, the tutor could go to bbc.co.uk/webwise/courses/internet-

basics/lessons/registering-on-a-website/ to either introduce the lesson or to have the 
student practice before doing an actual online registration.  If this option is chosen, it 
is still necessary to have the student do some actual online registrations.   

 
14. Briefly review the process for registering for online access with the student.     
 

Assessment: 
The student is able to open Internet Explorer and access an online site or service and safely 
register for it without assistance. 
 
 
 

Reflections on the Lesson: 
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LESSON 10:  Online Job Search 
Special Interest Lesson 
 
Objectives:  
The student will learn how to access, enter search criteria, and find job listings on an online 
job website.   
 

Career information sites 
Internet job posting websites 
Registering on a site 
Searching a site 
Submitting an application online 
Attaching a resume or cover letter 

 

Prerequisite Computer Skills:   
Know how to enter search criteria 
 

Resources Needed: 
Prepared set(s) of job search criteria 
Bookmarked online job websites  
 

Preparation for Instruction:   
The tutor should select in advance one or more job websites, bookmark them, and be 
familiar with the details of how to enter search criteria on those sites prior to teaching the 
lesson.  The tutor should prepare one or more sets of job search criteria to be used to test 
the student’s mastery of online job searching.  
 

Procedure: 
1. Ask the student if they have ever used the internet to find either career information or 

to search for jobs?  If so, what kinds of jobs or career information did they look for? 
 
2. Explain that there are many websites that we can consult for career or job 

information.  There are government websites that provide detailed information about 
occupations and skills profiles for those occupations.   There are also numerous job 
bank websites that provide job postings.   You can enter various parameters such as 
work category, keywords, location, full or part time work, and date of listings in order 
to narrow your job search results.   

 
3. Tell the student that first we will look at a government website to find career 

information.  This can be helpful for someone who wants to find out information 
about the education and skill requirements for a particular occupation before they 
start job hunting.  This can help them to see if they need to get some additional 
education or work experience first. Demonstrate by going to the website 
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http://www.workingincanada.gc.ca and doing one or more example searches.  Enter 
an occupation you wish to know details about.  For example, if we enter nurse and 
then select the type of nurse, say registered nurse, and the province we are interested 
in.   The site will give detailed information about this occupation: is it regulated and if 
so by what body, what are the main job duties, what are the job and skill 
requirements (e.g. the education, skills, and experience that are usually needed to get 
a job in this field).  This will be followed by a list of job opportunities in the local and 
surrounding areas.  Discuss the results with the student.  Ask the student to choose an 
occupation and enter it.   Look at and discuss the results. 

 
4. Suppose that we already have an occupation or job category and are ready to look 

online for jobs.  Tell the student that now we are going to look at one or more internet 
job posting websites.  Demonstrate by going to a job posting website such as 
http://www.workopolis.ca.   

 
5. Click on Browse Jobs and select an appropriate category.  Click on advanced search to 

be able to enter more specific search criteria such as location, category, job title, 
posting date, etc.   

 
6. Demonstrate by selecting some categories and then doing a search for jobs matching 

those categories.    
 
7. Click on one or more of the resulting job listings.  This should bring up a window with 

details on the job posting such as the main responsibilities, the needed education, 
experience, and skills.  Discuss the results with the student.    

 
8. Next, explain that it is possible to apply to these jobs online.   Demonstrate by 

selecting the apply option.  Discuss what would be needed to complete and submit 
an online job application. Note: on some job websites it is necessary to be registered 
with them first and to login with a username and password in order to actually be 
able to apply to job postings.  
Some other job posting websites that could be used for the lesson are: 

 
www.jobpostcanada.com 
This one is billed as Canada’s biggest jobsite directory.   Because of the format this one 
might be confusing for some students.  It is probably not the best one to start the 
lesson with. 

 
www.monster.ca      
This site is easy to use and well known.  To apply for jobs listed here you will need to 
enter your email address and can either attach a CV or paste one into the enclosed 
space.  

 
www.nicejobs.ca   
This one seems easy to use. 

http://www.workingincanada.gc.ca/
http://www.workopolis.ca/
http://www.jobpostcanada.com/
http://www.monster.ca/
http://www.nicejobs.ca/
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http://www.jobshark.ca/ 
You can apply online by entering your name, email, address, phone number, and 
attaching a CV and a cover letter.   This site is twinned with another site 
http://www.jobserve.ca/ 

 

http://www.working.com/ 
 
9. From a suitable website, have the student practice selecting some criteria and 

entering the information to bring up a list of job postings.  Have them refine their 
search by entering more advanced criteria such as location, job title, posting date, 
type of work (fulltime, part time, contract), etc.   

 
10. Next have the student practice selecting some jobs from the resulting list and getting 

comfortable with the type of information presented on the website.      
 
11. Have the student demonstrate mastery of their job search skills by finding job 

postings which meet a specified set of criteria.  Using the same website or another 
pre-booked website, give the student a prepared set of criteria for job search such as a 
specific type of job or work category, location, and jobs posted within a specific time 
like within last 7 days and have them find jobs on that site that meet the set of criteria.  
If the student is interested in finding a particular type of job to apply to, the tutor can 
also have the student demonstrate his skills by entering the criteria relevant to his 
personal job search.   

 
12. Briefly review the process for searching online job postings for openings.    If 

applicable, also review the online application process.   
 

Assessment: 
The student is able to open Internet Explorer and access one or more job posting websites 
and find a list of jobs which match a particular set of criteria without assistance. 
 

Links to future lessons: 
Since some job databanks require you to register first in order to actually use their 
services, this lesson should be taught either in conjunction with the lesson on registering 
for online access or after teaching that lesson.  If the student is very interested to search job 
postings and to actually apply online to some postings, the tutor could use a subsequent 
session(s) to help the student prepare and submit his application online.  It may also be 
important for the tutor to help the student with the preparation or submission of his CV or 
cover letter.   This could be done in a subsequent session and then have the student logon 
to an appropriate job site and actually submit his application with his CV attached.   
 

Reflections on the Lesson: 
 
 

http://www.jobshark.ca/
http://www.jobserve.ca/
http://www.working.com/
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LESSON 11:  Finding Directions Online 
Special Interest Lesson 
 
Objectives:    
The student will learn how to access and use online directions tools such as 
mapquest and stm.info to find directions to a specific location. 
 

Resources Needed: 
Worksheet to find online driving directions 
Worksheet to find online public transit info  
 

Preparation for Instruction:   
The tutor should be familiar with how to use online directions tools such as 
mapquest and stm.info to find directions. 
 

Procedure:   
1. Ask the student if they have ever used the internet to find driving directions to a 

specific place.  Discuss the benefits and potential drawbacks to using online 
directions. 

   
2. Explain that we will use mapquest to find directions to a number of different 

locations. 
 
3. Have the student open a web browser and type in mapquest.ca in the search 

area. 
 
4. Spend a few minutes discussing the possible information options that the 

mapquest tool provides (e.g. maps, directions, live traffic). 
 

5. Explain that we will use the tool to get online driving directions.  Click on Get 
Directions.  Enter the start criteria (A).  For example, enter the full address of the 
Literacy Unlimited office:  501 Boul. St. Jean, Pointe Claire H9R 3J5. 

 
6. Now enter the end or destination criteria (B).  For example, enter the student’s  

full address. 
 
7. Click on the Get Directions tab.  Discuss the results with the student.   A list of 

suggested routes appears.  Select a route and look at the Driving Directions and 
at the Map. 

 
8. Next, explain that it is possible to modify the results by selecting for example, 

shortest distance or shortest time or avoid highways in the driving options box 
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which is located just above the suggested routes.  Demonstrate by selecting one 
or more  options. 

 
9. Discuss how the resulting directions have changed.    
 
10. Demonstrate how to print the directions and how to zoom in on the map.  
 
11. Have the student practice entering some criteria to get driving directions to one 

or more places. 
 
12. Give the student worksheet 1 and have them demonstrate their skills at finding 

driving directions to specific locations which meet the specified criteria.  A 
sample worksheet is provided for use with mapquest but the tutor can use 
another sheet or some prepared criteria on a piece of paper to have the student 
access and find the driving directions that meet certain criteria to demonstrate 
their mastery of this skill. 

 
13. Tell the student that we can use online tools to find public transit information 

as well.  Go to the stm.info website. 
 
14. Spend a few minutes looking at the stm.info website and discussing the possible 

information options that this online tool provides (e.g. plan your trip, find a bus 
stop, metro information). 

 
15. Demonstrate how to find your route using public transit when you do not know 

which bus or buses to take.   Show the student how to use the tool to travel by 
metro and how to find a particular bus stop if you know the bus route you want 
to take. 

 
16. Let the student practice finding various kinds of information on stm.info site. 
 
17. Give the student worksheet 2 and ask them to demonstrate their mastery of 

finding public transit info which meets the specified criteria.  A sample 
worksheet is provided for use with stm.info.  

 
18. Briefly review the process for using online tools to search for directions.   
 
19. If time permits, the tutor may also want to show the student how to use another 

online tool such as 411 to get phone number and address information about a 
person or business.    
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Assessment: 
The student is able to open Internet Explorer and access an online directions tool to 
find directions which match a particular set of criteria without assistance. 
 

Links to future lessons: 
This lesson talks about printing out online directions.  Lesson 7 Printing Web Pages 
should be taught either before this lesson or in conjunction with this lesson. 
 
Some other online directional information tools that could be used for the lesson 
are: 
http://maps.google.com/maps    
This one can be used to get directions by car, bike, public transit, or on foot. 
 

http://ca.maps.yahoo.com/ 

 
Reflections on the Lesson: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://maps.google.com/maps
http://ca.maps.yahoo.com/
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LESSON 12:  Selecting Info from Web Pages 
Special Interest Lesson 
 

Objectives:    
The student will learn how to select, copy and paste information from more than one 
web page.  
 

Selecting images 
Adjusting image size 
Referencing 
select, cut, and copy text 

 

Prerequisite Computer Skills: 
The student should know how to select, cut, and copy text  
 

Resources Needed: 
Worksheet 
 

Preparation for Instruction:   
This lesson assumes the use of Internet Explorer as the web browser.  If a different 
browser is to be used, the tutor should be familiar with that browser.  
 

Procedure: 
1. Have the student open Internet Explorer.  If needed, briefly review the browser 

concept and demonstrate how to open Internet Explorer. 
 

2. Explore one or more web pages briefly with the student.  
 

3. Suppose that we need to create a simple file or paper for school or work and we 
want to look on the internet as one possible source.  Explain that when we are 
searching websites for information, we may want to select some information 
from the page and then copy and paste that information into our document, 
with an appropriate reference to the source of the information.  

 

4. Demonstrate by selecting some text from a web page by highlighting it and then 
right click the mouse in the highlighted area and click the copy command of the 
Internet Explorer browser.  Now open a Word document or a Notepad window 
and demonstrate how to paste the information into this document by right 
clicking and selecting the paste command.  Also, demonstrate how to add a 
reference to the source of this information somewhere in the document.  NOTE:  
If the student has not used a word processing program before, the tutor will 
need to spend some time explaining how to open, copy, paste, and save a 
document. 
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5. Next, explain that we may also want to find a picture to go with the text 
information for our file.  We could use clip art, but we might want to find an 
actual picture or image to use instead.  Demonstrate how to find and copy a 
picture from a web page.  Select Images before entering the search criteria in the 
search area of the search engine window.  Click on one or more of the resulting 
images.  When you find an image that you wish to copy, put the cursor over it 
and click with the right mouse button.  Then click Copy from the resulting menu 
and open your file and right click and select Paste to copy the image to your file.  
Demonstrate the process of selecting and copy that image to your file.  Explain 
that sometimes it may be necessary to adjust the size of the picture for your file.  
Sometimes you can do so just by double clicking on it; other times, it will be 
necessary to edit the image after you have copied it.  Demonstrate how to adjust 
the image size for your file. 

 

6. From a suitable website, have the student practice selecting and copying some 
text information from a web page or pages and then pasting that information 
into their document. 

 

7. Next have the student practice finding, selecting, and copying one or more 
images from a web page or pages and then paste them into his/her file and save 
the file.  Have the student try adjusting the size of the image. 

    
8. Give the student the worksheet and have them demonstrate their skills at 

finding, selecting, and copying text and at least one image from the web page 
and then pasting these into a Word file and saving the file. A sample worksheet 
is provided but the tutor can use another worksheet or some pre-marked 
websites to have the student access and find suitable information to 
demonstrate their mastery of these skills. 

 

9. Briefly review the process for selecting, copying, and pasting information and 
images from web pages.       

 

Assessment: 
The student is able to open Internet Explorer and access one or more websites and 
select,  and copy information (text and images) from a web page(s) and then paste 
these into a file and save it without assistance. 
 

Links to future lessons: 
If the student has never used a word processor and is unfamiliar with how to select, 
copy, and paste text then the tutor will need to cover these concepts first before the 
student can master the lesson objectives.   If the student is overwhelmed, the tutor 
could cover the basic process of copying and pasting text only information from a 
web page into a file and saving it in one lesson and then cover the process of finding, 
copying, and pasting a web image into a file in a subsequent lesson.   
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Internet:  LESSON 13  - Computer Virus Protection 
Special Interest lesson 
 

Objectives:    
For the student who has his own computer and will be responsible for maintenance.   The 
student will learn about some of the risks associated with using the internet and some tips 
to keep his computer safe.   
 

malware, hackers, spyware, viruses 
anti-virus software 
accepting updates 
back up your files 
disk, a memory stick, an external drive or zip 
dangers of downloading 

 

Preparation for Instruction:   
The tutor should be familiar with the computer to be used for the lesson and how to find 
the info about the firewall, anti-spyware/anti-virus software, and automatic windows 
updates on that computer.  The tutor should be familiar with basic internet safety 
measures, use of anti-spyware/anti-virus software, and firewalls. 
  
Some links to online courses and games on cyber safety topics are provided at the end of 
the lesson.   If these are to be used with the lesson, the tutor should try them out first and 
bookmark the desired site or sites.  While these online sites can be useful tools to reinforce 
student learning and to aid with student assessment, they are not meant to be used to 
replace actual instruction.   
 

Procedure:   
1. Ask the student what kinds of safety measures he/she takes in his/her daily life.  Give 

some examples such as protecting our health and keeping our credit cards, bank 
cards, tax forms, and important personal papers safe. 

 
2. Explain that just as we take safety measures in our daily living, we also need to take 

certain safety measures when using the computer.   
 
3. Probably the two biggest sources of online risk come from malware and from 

hackers.  Malware is software that gets onto your computer and may harm it or your 
electronic information.  What are some examples of malware?  One example is a 
computer virus.  Just as people can get infected with a virus, so can computers.  A 
computer virus is a program that copies itself on your computer without your 
permission.  It may cause problems to your files or even to the computer itself.  
Another example is spyware.  Spyware is software installed on your computer 
without your consent to monitor or control your computer use.   
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4. Explain that to protect your computer there are some things you need to set up & 
have working on your computer.  To prevent your computer from getting infected 
with viruses you should install anti-virus software and update it regularly.    

 
5. Demonstrate where the anti-virus software is located on the computer used for the 

lesson and talk briefly about how you can verify that it is up to date.  You can purchase 
anti-virus software such as Norton, MacAfee, ESET Nod32, and others from several 
computer stores and vendors.  Talk about some of the possible symptoms that may 
indicate that a virus has infected your computer: computer runs slower than normal, 
you can’t open a file or program that worked fine previously, unusually slow 
downloading, computer shuts down unexpectedly or crashes, strange messages or 
files appear.     

 
6. You should also keep your computer software up to date.  The windows operating 

system and application software, such as Microsoft Office and Adobe Acrobat 
software, can be kept up to date by accepting updates from the manufacturer when 
prompted.  Explain that it is possible to set up your computer to receive automatic 
windows updates.  Demonstrate on the computer where to find information about 
automatic windows updates.  

 
7. The next area of cyber protection involves protecting your information.   Just as you 

need to be careful with your financial and other personal files at home, you also want 
to protect the files you create on the computer, your passwords and other confidential 
information that you may type in or store on the computer.  To protect your files it is 
important to back up your files regularly.  Explain to the student that backing up 
your files means to make a copy of all your important files and documents.  How do 
you do this?  You create a copy of these on an external storage device such as a disk, a 
memory stick, an external drive or zip drive and store it.   Why should you back up 
your files on an external storage device?  Explain that if the computer has a hardware 
problem or gets infected you will still have all your important data.  Also, install and 
regularly update anti-spyware software to protect your passwords or confidential 
information entered on the computer from being stolen by spyware.    When your 
computer is not in use, turn it off or disable the wireless connection if you are using a 
wireless network.   

 
8. Reminder from lesson 5:  There are some dangers associated with downloading.  

Downloading music, games, files or software from websites can be enticing, especially 
if its free, but some of these may contain spyware or viruses that could hurt your 
computer.  Anything that you download should be scanned by your anti-virus 
software before using it.  Teach your children to be careful about downloading. 

 
9. If you use email, beware of any emails from unknown senders.  Never open an email 

or an attachment from an unknown sender.  Do not follow links to websites contained 
in emails since they may contain viruses that could harm your computer. 
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10. Ask the student to explain why you should back up any files on an external device.   
 

Assessment: 
The student is able to explain some things you can put on your computer to protect it and 
keep it running smoothly and safely.  
 
http://www.bbc.co.uk/webwise/course/safety/virus/virus.shtml 
This is a good basic intro about viruses and other bad things that can get on your computer 
and some hints about staying safe.  Could use this during the lesson either to introduce 
concepts or at end to review their knowledge about computer viruses and online safety.   
 
http://www.onguardonline.gov/games/spam-scam-slam.aspx 
This is a game with questions and answers you select on the topic of spam.  It doesn’t have 
as much text as some other games on this website. 
 

Reflections on the Lesson: 
 
 

 

http://www.bbc.co.uk/webwise/course/safety/virus/virus.shtml
http://www.onguardonline.gov/games/spam-scam-slam.aspx

