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Entry Level Skills:    
The student has some experience using a computer.  The student has mastered the 
Computer Basics module competencies.   If the learner has not done the Word Processing 
module the tutor may need to spend additional time teaching the basics of selecting, 
cutting, copying, and pasting text, and how to use save, print preview, and print functions 
during this module.  
 

Module Competencies: 
The student understands what the internet and the World Wide Web are and can use a web 
browser to access a specific website.  The student can explain what a URL is.  The student 
understands some of the main online threats and knows basic web safety strategies.  The 
student demonstrates his ability to locate information online by using one or more search 
engines. The student can move between web pages and can select, save, and print 
information from web pages.   The student can identify what a secure password is and can 
use the internet to execute various life skills such as filling online forms.   
 

Extra lessons on subjects of special interest are included at the end of this 
module.  They include:  registering online, internet job search skills, finding online 
directions, computer virus protection and copy and paste text from web pages.   
 

Module Lessons: 
Lesson 1:   Introduction to the Internet 
 
Lesson 2:   Web Pages 
 
Lesson 3:   Exiting an Internet Browser 
 
Lesson 4:   Web Addresses & Moving Around on the Internet 
 
Lesson 5a:  Basic Cyber Safety 
 
Lesson 5b:  Safety While Browsing 
 
Lesson 6:   Search Engines & Basic Internet Searches 
 
Lesson 7:   Printing Web Pages 
 
Lesson 8:   Filling in Online Forms 
 
 
 
 

Extra Lessons of Special Interest 
 
Lesson 9:    Registering for Online Access 
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Lesson 10:  Online Job Search 
 
Lesson 11:  Finding Directions Online 
 
Lesson 12:  Selecting Info from a Web Page 
 
Lesson 13:  Computer Virus Protection 
 

Module Cumulative Task: 
Internet Scavenger Hunt Worksheet 
 

Module Guidelines: 
Learning to use the internet is probably the most important computer skill that our 
students want to learn.   It is important when teaching this module to help students to 
understand both the strengths and the weaknesses in using the internet as an information 
source.   It is also critical that we help our students to understand the threats to their 
personal safety and their identity when online and to teach them ways to be safe online.  
 
Just because your student tells you that they have already used the internet, don’t assume 
that they know how to use the internet safely and properly.  Often students have been 
shown how to open a browser and go to a pre-marked website(s) only.   They do not 
understand how to access and use other web pages.   Often they cannot always differentiate 
between advertising and actual information on a web page.    They have a tendency to click 
on whatever sites or links come up without checking if that is an appropriate or a safe item 
to click on. 
 
Preparation for Instruction:   
The tutor should be familiar with the computer to be used for the lessons and how to 
access and use the Internet.  The tutor should be comfortable with the lesson to be taught 
including all terminology used in the lessons.   
Plan ahead and always check to make sure that any website, video, or other online resource 
that you plan to use during a lesson is still available and working prior to giving the lesson.    
 
Some of the skills in this module are complex and will require repetition and much practice 
before the student has mastered them.    Some students may require more repetition and 
more guided practice than others. 
 
Many of the lessons in this module have suggestions for online resources (websites, games, 
videos, quizzes) that the tutor can use with the student to reinforce the learning and to test 
for student understanding.   While these online resources are useful they are not meant to 
replace actual one on one tutoring with guided learning experiences.   
 

For this module you will need the following resources: 
Computer with an internet connection  
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Mouse 
Handouts  
Worksheets  
 
A list of prepared and bookmarked websites for student practice as suggested in the 
individual lesson. 
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LESSON 1:  Introduction to the Internet  
 

Objectives:    
The student will be introduced to the internet and will learn some basic terminology 
related to the internet and the World Wide Web.  
 

Vocabulary -  network   internet  world wide web web pages 
Internet Service Provider  browsing 
Difference between Internet and World Wide Web 

 

Procedure: 
1. Explain that the internet is similar to a town.  A town is made up of homes and other 

buildings which are connected by roads.  The internet is made up of computers and 
other equipment that are connected together via wires.  Just as each building in a 
town has a unique street address, each computer or piece of equipment that is 
connected to the internet has a unique address.  The internet provides services just 
like a town does.  There is an electronic post office to send and receive mail, there are 
online libraries where you can find books and other information, there are chat 
rooms, blogs, and social networking sites that are like having a 24 hour coffee shop 
where you can meet and communicate with other people.  The world wide web is like 
a giant shopping mall where you can shop for virtually anything.  There are online 
media sites which are like tuning into your local radio or TV station to get news, 
music, or entertainment.   

 
2. Explain that when we connect several computers together to share information they 

make up something called a network.  The internet is an international network of 
computers that are connected.  

 
3. Ask the student if they have ever used the internet.  What did they use the internet 

for?  Explain that the internet has many different uses.  Give examples of some uses 
(e.g. email, facebook, watch a podcast or online news report, search for a recipe, use 
MapQuest to find directions to a particular location, do online shopping, chat with a 
friend online, search for a job in an online job database). 

 
4. Many people talk about the Web or the World Wide Web.  The Web or World Wide 

Web does not mean the same thing as the internet.  Explain that the World Wide Web 
is only one of the services on the internet. Some other services on the internet are:  
Email, internet telephony (e.g. Skype), webcasts and podcasts, which stream video or 
audio over the internet, and file sharing.   

 
5. The web is probably the most popular internet service which millions of people use 

every day.  The web is actually a series of electronic files called web pages that are 
linked together.  Web pages may contain pictures, text, ads, sound or videos. 
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6. To connect to the Internet you will need 2 things.  First, you will need special software 

called a Web Browser on your computer.  Many people use Internet Explorer as their 
browser. Second, you will need a Internet Service Provider (an ISP) to provide the 
connection between your computer and the internet.  An example is Sympatico or 
Videotron. If you connect to the internet and look for information on the web you are 
said to be browsing or surfing the net.   

 
7. Review the main vocabulary for common internet terms and components with the 

student.  Briefly review the difference between the internet and the World Wide Web. 
 
8. Have the student fill in the Internet worksheet, if desired. 
 
9. Only after the lesson has been completed and the student has filled in the worksheet, 

should the tutor give the student the handout to keep for future reference.   
 

Assessment: 
The student is able to define basic terminology related to the internet.  
 

Reflections on the Lesson: 
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LESSON 2:  Introduction to a Web Page 
 
Objectives:    
The student will learn how to open a web browser and access a webpage on the 
internet.  The student will be able to identify the main parts of a web page.  
 

Resources Needed: 
Handout  
Worksheet  
List of prepared websites for student practice 
 

Main parts of a web page: 
 title bar; address bar 
minimize, maximize & close buttons; 
 scroll bar 
 home icon 
 status bar 

 

Procedure: 
1. Tell the student that we are going to practice browsing the internet.  Ask them if 

they remember from the previous lesson what two things we need to browse 
the internet.   If necessary, remind them that we need a web browser and an 
internet service provider.   
 

2. Explain that we will use Internet Explorer as our web browser but there are 
several other browsers available.  The tutor could mention a few other web 
browsers, for example Mozilla Firefox, Google Chrome, Opera, and Safari.   Ask 
the student if they have ever used Internet Explorer.    Demonstrate how to open 
Internet Explorer from the desktop, if needed.    

  
3. If the computer is not connected to an ISP, you will see a message indicating that 

Internet Explorer is unable to display the webpage.   If the computer is 
connected to an ISP, then Internet Explorer will display a webpage called the 
home page.  The home page is the first webpage for that website.   A website can 
have many different pages.  Each webpage has a web address.    Just as you use a 
street address to locate a store or a person's house, the computer uses the web 
address to know where to look for the web page on the internet.  

 
4. When the home page is displayed, spend some time talking about some of the 

main parts of a webpage (title bar, address bar, content area, toolbar, scroll bar) 
while you point to their location.  First, point out the Title bar at the top of the 
screen and minimize, maximize, and close buttons in the upper right corner.   Ask 
the student if they remember seeing these in other windows that they have used 
before and if they remember what their function is.   If needed, briefly review 
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their functions.   Next, point out the scroll bar on the side of the webpage and 
ask the student if they can tell you what the scroll bar is used for.  If needed, 
briefly review by showing them how the scrollbar works.     

 
5. Show the location of the address bar.  Explain that the web address of the active 

web page is located in the Address bar of the webpage.   In this case the home 
page is the active web page.  Explain that you can type in a different web 
address here and it will take you to another webpage.  Demonstrate by typing in 
another web address.   Demonstrate that you can easily go back to the home 
page by clicking on the home icon.   

 
6. Explain that the main portion of the web page is the content area.  It may contain 

many different kinds of information and some of this information can be shown 
in separate boxes or columns.   There may be pictures as well as text.   There 
may also be advertising on the web page.   Point these out.    

 
7. Point out the toolbar area.  Move your cursor over some of the main elements as 

you briefly mention some of their functions.  Many of these will be covered in 
subsequent lessons.   

 
8. Show the location of the Status bar.   Explain that this bar shows you the progress 

of web page transactions.  You will notice that the percentage shown changes as 
the web page loads.   Once the page is fully loaded the status bar will be at 
100%.   

 
9. Ask the student to close the Internet Explorer program.  If needed, remind them 

to click on the close button (large red X in the upper right-hand corner).   
 
10. Have the student locate the Internet Explorer program on the desktop and open 

it. 
 
11. Ask the student to show you where the address bar is located and what the 

address is of the current web page.   Ask the student to show you where the 
content area and the toolbar are located on the web page.   Have the student 
point out the location of the scroll bar and the status bar.  

  
12. Give the student a list of a few websites to practice accessing.   Explain that 

when you type in another web address you need to be careful to type it in 
exactly as it is written, without adding spaces or other characters that are not 
on the list.   

 
13. Let the student practice accessing a few websites and using the home icon to 

return to the home page.   Then have the student close the Internet Explorer 
program. 
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14. Briefly review the procedure for accessing the internet and changing web 
addresses. Briefly review the terms address bar, content area, toolbar area, 
status bar. 

 
15. Only after the lesson has been completed and the student has filled in the 

worksheet, should the tutor give the student the handout to keep for future 
reference.  

 

Assessment: 
The student is able to open Internet Explorer and to access a specified web page 
without assistance.   The student is able to locate and briefly explain the main parts 
of the web page (e.g. address bar, content area, toolbar area, scroll bar, status bar, 
title bar) without assistance.   
 
 

Links to future lessons: 
This lesson is a basic introduction to opening and using a web browser.  The student 
should be comfortable with accessing the internet and going to a specific website by 
typing in the web address before teaching additional internet skills.  This lesson 
contains some basic internet vocabulary that the student should become familiar 
with.   It may be necessary for the tutor to review some or all of the vocabulary 
during subsequent tutoring sessions.    
 
 

Reflections on the Lesson: 
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LESSON 3:  Exiting an Internet Browser 
 

Objectives:    
The student will learn how to safely exit an internet browser after deleting the 
browsing history.  
   

Cookies 
Internet options/Tools menu/browsing history/Delete 

 
 

Preparation for Instruction:   
The tutor should be familiar with the computer to be used for the lesson and how to 
access and use a web browser and how to clear the browsing history before exiting.   
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 and the details 
of how to delete the browsing history before the lesson is taught.  
 

Procedure: 
1. Ask the student if they can tell you what an internet browser is.  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. Explain that when we access various websites some information may be stored 

about the sites we visit and any information that we enter or download.   Cookies 
are small files put on your hard drive during browsing.  A website puts a cookie 
on your computer to remember certain data so it may run smoother the next 
time you return to the site, but cookies can also be used to track your browsing 
activity and to collect and store personal data which may be given to third 
parties for advertising and other purposes.   

 
4. To be safe online, we should always delete our browsing history before exiting a 

web browser.     
  
5. Explain that there is an option we can select from the browser to delete our 

browsing history before closing our browser page.     
  
6. Demonstrate by selecting the Internet Options from the Tools menu of the 

Internet Explorer browser.    Select Browsing History.  The tutor can also briefly 
discuss what history, form data, and saved passwords are on the Delete Browsing 
History window. 

 
7. From a suitable website, have the student practice clicking on some links. 
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8. Have the student practice deleting the browsing history from the Internet 
Options of the tools menu on the browser.       

 
9. Explain that once the browsing history has been deleted we can now safely exit 

our internet browser.   Demonstrate how to exit Internet Explorer. 
 
10. Have the student practice safely exiting Internet Explorer.    
 
11. Briefly review the process for safely deleting the browsing history and then 

exiting Internet Explorer.     
 

Assessment: 
The student is able to open Internet Explorer and access one or more websites, then 
delete his browsing history and safely exit the browser without assistance. 
 

Links to future lessons: 
It may be necessary to review the process for deleting the browsing history at 
subsequent sessions to be sure that the student is really comfortable with deleting 
the browsing history before exiting the web browser.  This lesson should be taught 
early in the module 3 material.   The tutor should remind the student often about the 
importance of deleting their browsing history and proper closing of a web browser 
before ending a computer session.  It should be referenced later when teaching the 
lessons on cyber safety.   
 

Reflections on the Lesson: 
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LESSON 4:  Web Addresses and Moving Around on the Internet 
 

Objectives:    
The student will learn different ways to move around on the internet using browser 
buttons to access different web pages.   
 

URL = web address 
Links or hyperlinks 
Back and next buttons 
Reload and refresh 
Favorites 

 
 

Resources Needed: 
Handout summarizing ways to move around on the internet 
Worksheet or list of web pages that contain links and directions 
Worksheet to practice going to links 
Bookmark online website for review (optional) 
 

Preparation for Instruction:   
The tutor should bookmark the website if interactive review is to be used for the 
lesson and verify that the site is working on the computer to be used.  
 

Procedure: 
1. Have student open a web page and point to the part of the webpage that 

contains the web address.  Demonstrate where to find the web address if 
needed. 

 
2. Explain that a web address is also called a URL. (Uniform Resource Locator)   
 
3. www.  indicates a page on the world wide web.  
  
4. Explain that the next part of the web address is called the domain name.     

Different types of domain names exist.   Some common ones have endings like:   
.com for a commercial site, .org for an organization, .gov for a government site, 
.edu for an educational site.    

 
5. Explain that it is very important to type the address in completely and exactly as 

written. 
 
6. Demonstrate by opening a web browser and typing in the full URL into the 

address bar of the browser.   
7. Have the student practice typing URLs and making sure they are exactly as 

shown. 
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8. Explain that this is one way to go to a specific web page.  In this lesson we will 

also learn some other ways to move around the internet from one web page to 
another. 

 
9. Explain that often when we go to a webpage we may find some other 

information that looks interesting and we would like to know more about.   
These are called links or hyperlinks.  Links are just a way to go from one web 
page to another.  A link can appear as a picture, as a button, or as text that is 
underlined or in a different color than the rest of the text on the page.  If you 
move your mouse pointer over a link, the cursor changes from an arrow to a 
hand with a pointing finger.    

 
10. Demonstrate by pointing out one or more examples of links on a webpage and 

show how the cursor changes when you move the mouse over the link. 
 
11. Click on a link to demonstrate what happens.    
 
12. From a suitable website, have the student practice clicking on some of the links. 
 
13. Next, point out the location and explain the purpose of the back and next 

buttons on the browser.  Demonstrate how to use them to move between two 
web pages. 

 
14. Have the student practice using the back and next buttons to move between two 

or more web pages.  
    
15. Explain that sometimes when we click on a link or type in a web address the 

web page does not seem to load properly.  In this case, we could use the Reload 
or Refresh button on the browser's toolbar to refresh the webpage.  
Demonstrate using the reload or refresh button. 

 
16. Have the student practice using the reload/refresh button.    
 
17. If we find a website that we would like to access again, we can save it in 

something called Favourites.  Point out the location of the Favourites button on 
the web browser and demonstrate how to add a website to the favourites list.   

 
18. Use the back button to return to the previous web page.  Now use the favourites 

list to access a previously saved web page.   
 
19. Have the student practice moving between web pages and using the favourites 

list to save some web pages and then to access previously saved pages in the 
favourites list.  
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20. Give the student worksheet 1 that contains directions for using the various 
browser buttons and a list of some web pages that contain links and have the 
student demonstrate his ability to locate and use the links and buttons specified 
to arrive at the correct web pages. 

 
21. Briefly review the various ways that we can move to a different web page.  
 
22. If time permits, give the student worksheet 2 and have them practice going to 

links and finding the specified information.  This worksheet is included as 
further practice for the student.  

 
23. Only after the lesson has been completed and the student has filled in the 

worksheet 1, should the tutor give the student the handout to keep for future 
reference. 

 
 

Assessment: 
The student is able to access Internet Explorer, type in a URL and use links and some 
of the main browser buttons (back, next, reload, favourites) to move around web 
pages without assistance. 
 
 
Links to future lessons: 
It may be necessary to review the concepts in this lesson at subsequent sessions to 
be sure that the student is really comfortable with moving around between web 
pages.  For some students, it may work better to teach just a few of the new lesson 
concepts in one session and then teach the remaining ones in a subsequent session.    
 
Depending on the student’s level and the time available, the tutor could also discuss 
and demonstrate how to organize the favourites list into folders and how to delete 
items from the favourites list.  Alternately, the tutor could cover these aspects in a 
later session.    
 
 

Reflections on the Lesson: 
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LESSON 5a:  Basic Internet Safety  
 
Objectives:    
The student will learn about some of the risks associated with using the internet and some 
tips to keep himself safe online.  
  

Vocabulary: identity theft, phishing, secure passwords, security questions 
 
Important points:  
- protect your identity and to be careful when downloading anything from the internet  
-use a secure password 
-don’t open emails or attachments form people you don’t know  

 

Resources Needed: 
Cyber Safety Tips Handout 
Worksheet on safety terms and true/false 
Worksheet on passwords 
Secure Passwords Handout 
Online games - optional 
 

Preparation for Instruction:   
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.  Tell your student that we will 
learn about protecting your information, and protecting yourself & your children. 

 
3. Internet fraud is a growing problem.  Identity theft is when criminals try to get your 

personal information (name, address, phone number, date of birth, bank or credit 
card info) and use it to impersonate you for financial gain.  Phishing scams often 
happen as a cleverly disguised email that appears to be from a trustworthy company 
such as your bank or credit card company.  The email asks you to go to a link that 
takes you to a fake website and enter personal information such as your bank card 
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password or pin or your credit card details so they can steal your identity.  Identity 
fraud is when someone unlawfully changes their identity by assuming the identity of 
someone else or of a fictitious person.  They may do this on online chat sites or social 
networking sites to try to lure unsuspecting children or adults into dangerous 
situations.  Another favourite trick of internet criminals is to use something called 
phishing to steal your personal information.    

 

NOTE:   The tutor may wish to use a short video with the student to help them 
understand the concept of phishing at the following websites: 
http://www.onguardonline.gov/videos/phishy-office.aspx 

 

http://www.identitytheftsecrets.com/videos/wellsfargo.html 
This is a short video which tries to demo how “authentic” a phishing email & fake 
bank website can look. 

 
4. Ask the student what things they think we could do to protect ourselves while online.  

Spend time discussing the basics of this area of cyber protection.  The key here is to 
protect your identity and to be careful when downloading anything from the 
internet.   

 
5. Ways to protect your identity online:  1. never give out personal information such as 

your name, address, phone number or email address on any website unless you have 
read the privacy policy or terms of use on the website.  Parents should also teach their 
children not to give out this info.  2. When using social networking sites such as 
Facebook, make sure that you have set the appropriate private settings and that you 
choose wisely what you post on these sites and who you accept to add as “friends”.   

 
6. Talk with the student about the importance of using passwords on the computer.   

Explain that it is important to create secure passwords and not to share your 
passwords with others.   Spend a few minutes talking about what a secure password is 
and provide some examples (e.g. 6-8 characters, upper & lower case letters & 
numbers, don’t use words, names, birthdates, social insurance numbers).   It is also 
important to use different passwords for different accounts such as email, Facebook, 
etc and to change them regularly.   Choose letters from a phrase to help you 
remember your password.  If available, do use a security question to help in case you 
forget your password.  Don’t have the computer remember your passwords.   The 
tutor may want to demonstrate an example where the computer application will 
prompt the user about saving the password and show the student how to respond in 
such a case.   

7. Give the student the worksheet on secure passwords and ask them to complete it.  
 
8. Next, ask the student if they have ever downloaded anything from the internet.   

Explain that there are some dangers associated with doing this.   Downloading music, 
games, files or software from websites can be enticing, especially if it’s free, but some 
of these may contain spyware or viruses that could hurt your computer.  Anything 

http://www.onguardonline.gov/videos/phishy-office.aspx
http://www.identitytheftsecrets.com/videos/wellsfargo.html
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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. 

 
10. Ask the student to explain some things they can do to protect themselves online. 
 
11. Give the student the worksheet on cyber safety and ask them to fill it in. 

NOTE:  The tutor may also want to use one or more of the online sites to test the 
students understanding of the concepts presented in this lesson.   

 
12. Only after the lesson has been completed and the student has filled in the worksheets, 

should the tutor give the student the handouts to keep for future reference.   
 

Assessment: 
The student is able to explain some of the dangers associated with using a computer and 
how to protect themselves online without assistance. 
 
Links to future lessons: 
This lesson introduces the concept of cyber safety.   It contains many terms and concepts 
which may be new to the student.   For some students it may be necessary to repeat some 
or all of the material in subsequent sessions until they have gained a good grasp of what the 
dangers are and what things they can do to be safe online.  This lesson should be taught 
prior to teaching lesson 6b on safety while browsing.    
 

http://www.bbc.co.uk/webwise/course/safety/childsafety/childsafety.shtml 
Could have the student do this course to learn how they & their children can stay safe 
online.   While it’s primarily for children, the info in it is also applicable to adults. 
 

http://www.onguardonline.gov/games/id-theft-faceoff.aspx 
This is a game about how your identity can be stolen.   

 

 
 
 

 
 

http://www.bbc.co.uk/webwise/course/safety/childsafety/childsafety.shtml
http://www.onguardonline.gov/games/id-theft-faceoff.aspx
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LESSON 5b:  Safety while Browsing 
 

Objectives:    
The student will learn to identify some threats while browsing and learn how to use some 
safety features and browser tools to stay safe online.   
 

Lock symbol 
Secure website 
Deleting browser history- clearing cache 
Safe downloading 
Using a public computer 

 

Resources Needed: 
Handout summarizing browser safety tips 
Worksheet on browser safety 
Prepared list of selected websites to check 
Online game or quiz – optional 
 

Preparation for Instruction:   
The tutor should be familiar with basic browser safety features (pop-up blocker, domain 
highlighting, safe downloads, clearing browsing history) and where these features or tools 
are located on the browser to be used for the lesson.  This lesson assumes the use of 
Internet Explorer as the browser.  If another browser will be used, then the tutor should be 
familiar with it prior to teaching the lesson. 
 
It is important to demonstrate on the computer where to find certain browser tools and 
how to use them.   It would be helpful to find some websites that contain advertising, 
contests, or offer of free downloads, or security scans, and then bookmark them to be used 
during the lesson.  Where possible, have the student practice using the browser tools and 
identifying various items such as ads, gimmicks, secure websites presented in this lesson.  
Online games or quizzes can be used as an instructional aid or at the end of the lesson to 
test understanding but these are not meant to replace actual instruction during the lesson.  
Any online sites intended to be used during the lesson should be accessed, reviewed for 
suitability with your student, and then bookmarked prior to teaching the lesson. 
 

Procedure: 
   
1. Ask the student if they have ever browsed or surfed the web to find something.   What 

kinds of websites did they look at?   
 
2. Explain that while the internet can be a great source of information and 

entertainment, we need to be aware that when we surf the web we could be exposing 
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ourselves to harm.  It is possible that visiting some websites may expose us to 
spyware, or when we download information we may also get unwanted applications 
or even malware, or we could inadvertently be visiting fraudulent websites.  It is 
important to be aware of these dangers and to learn how to use safety features in your 
browser to minimize the risks.    

 
3. Before entering any sensitive information on the internet such as your bank card or 

credit card number, make sure that you are on a secure website.   A secure website 
such as a banking or merchant site will display a lock symbol and the address bar 
will change from  
http:// to https://.  Demonstrate by going to a banking site and selecting online 
banking.  Point out the changes you will see in the address bar of the online banking 
webpage. 
 

4. Always be sure to delete your browsing history (also called clear your cache) after 
visiting these sites, particularly if you have accessed them from a public computer.  
Ask the student if they remember from an earlier lesson how to delete the browsing 
history.   

 
5. Ask the student what kinds of things they might want to download from the internet.  

Give some examples if needed.  Ask the student if they can think of any reasons why 
downloading things from the internet could be risky.  Explain to the student that 
spyware, adware, and malware can infect your computer when we do downloads, so 
this is an area where we need to be especially careful.  To keep your computer safe 
you should always keep the firewall turned on and keep your security software up to 
date.  You need to be careful about what you choose to download and from what 
sources.    

 
6. Discuss with the student some hints for safe downloading.  For example, beware of 

clicking on ads or contests, and on offers for free security software or free computer 
scans.  Demonstrate by bringing up a web page or web pages that contain some 
advertising, contests, or offers of free security and point these out to the student so 
that they will be able to recognize them in the future.  Only download from reputable 
sites or known sources 

 
7. Ask the student if they have ever used a public computer, such as a computer in a 

library, an internet café, or at a business center or an airport.  Explain that while using 
public computers to check your email or Facebook accounts, or to do online 
transactions can be convenient, especially for people who don’t have a computer at 
home, it is also more risky.   People may target the computers in these public places to 
try to steal your passwords or other sensitive data.  Also, if you leave the computer 
even for a short time without properly closing all open applications and logging out, 
the next person to use that computer may be able to see your browsing history or gain 
access to accounts or applications that you’ve left open.   
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8. So how can you protect yourself if you use a public computer?  First, look around to 
see if anyone is nearby and watching you.  You don’t want them to be able to look over 
and see what code or password you are entering.   Second, if possible avoid doing 
online transactions for banking, shopping, or other financial transactions.  It’s possible 
that a thief has installed a device on the computer that secretly records what you type 
in and then emails it for later use.  Always log out of any website that required a login 
and be sure to close the web browser when you are finished.  Never let the computer 
(public or private) save your login information.  Some operating systems can save 
your user id and password.  If a pop-up box appears and offers to save your password 
always click “NO”.  Always be sure to delete your browsing history (also called 
clearing your cache) if you have accessed websites from a public computer.     

 
9. Briefly review the main ways to be safe while browsing.  Have the student tell you 

some things they can do to ensure their privacy and some tools on the browser that 
can help them to be safe while browsing the web.  It may be helpful to group them and 
review per group.   

 
10. Give the student a list of websites.  Ask the student to go to each of the websites and 

tell you if it is or is not a secure website and to explain how he can tell.  After the 
student has accessed each website, ask him why he would want to delete the 
browsing history.  Have the student demonstrate how to delete his browsing history.   

 
11. Give the student the worksheet on browser safety measures and ask them to complete 

it.    
 

Assessment: 
The student is able to identify a secure website from the address bar, to identify 
advertisements or gimmicks on a webpage, and to delete his browsing history without 
assistance.   The student is able to explain some of the dangers while browsing the web and 
knows some browser tools and safety measures to use to be safe while browsing. 
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LESSON 6: Search Engines & Internet Search 
  

Objectives:    
The student will learn what a search engine is, some popular search engines to use, and 
how to do some basic internet searches.   
 

Why use a search engine 
Common search engines 
Keywords 
how to use the Google search engine 

 

Resources Needed: 
Handout of popular search engines   
Worksheet or list of words or subjects for searching 
 

Preparation for Instruction:   
The tutor should have a list of some popular search engines available for use with this 
lesson.   If the online searching tutorial is to be used with the lesson, the tutor should try it 
out first and bookmark the site.  While the online tutorial can useful, it is meant to 
supplement and not to replace actual instruction and having the student do actual online 
web searches.    
 

Procedure: 
1. Suppose that you have a project to do for school or for work.  You need to find 

information about a particular subject to do your project.  You could get this 
information by going to a library and searching the library catalogue for books or 
articles on that subject or even search for a particular book if you knew the title or 
author of that book.  You could also use the internet to search for that information by 
using something called a search engine.  A search engine is a software system that 
lets you search databases full of millions of web pages.  There are many different 
search engines available.  Some of the more popular search engines are:   
www.google.com, www.msn.com, www.yahoo.com, www.bing.com. 

 
2. How does a search engine work?  When you use a search engine you type in words 

you want to search on, called keywords.  The search engine uses these keywords to 
search for matches by scanning titles, keywords, and phrases in its index and returns 
a list of results called hits.  The search engine displays the results by putting the web 
pages it decides are the most relevant at the top of the list.  Different search engines 
may use different criteria to decide the order in which the results are displayed.   

 
3. Now demonstrate how to use a search engine.  Open Internet Explorer and type in the 

address of the search engine.  For this lesson we will use Google but other search 

http://www.google.com/
http://www.msn.com/
http://www.yahoo.com/
http://www.bing.com/
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engines can be used as well.  Type in the address of the search engine, in this case 
www.google.com, into the browser’s address bar and hit enter.  The Google 
homepage will appear.  Spend a few minutes pointing out the main items on this page.  
For example, talk about the search bar itself, the buttons above the search bar that let 
you choose different types of info for your search (e.g. Web, Video, Images, Maps, 
News, Books), the search button, and perhaps briefly mention the preferences or 
search settings option.    

 
4. Demonstrate how to use the search engine by typing some keywords or a phrase into 

the search bar and clicking on the Google search button.  The search engine will scan 
the web pages of several databases for sites that contain some or all of the keywords 
typed.  If any matches are found, a list of websites (hits) is shown.  A list of websites 
that contain one or more of the keywords is returned.  These links may contain 
different things.  Some may provide information in the form of a report or an 
organization’s website while others may contain pictures or a video and still others 
may contain advertising to sell you a product. 

 
5. It would be beneficial to point out examples of results that represent advertising.  

Explain to the student that advertising search results are usually shown at the top of 
the results page (often highlighted in another color) or in a separate column to the 
right of the main results on the page.  

 
6. Select one of the links displayed and click on it to go to that website.   Discuss briefly 

with the student what kind of information is displayed on that link.  If that particular 
link is not one that interests you, remind the student if necessary, that we can use the 
BACK button at the top of the browser to go back to the previous page.  Click on the 
browser’s Back button to return to the results page.  Point out to the student that 
when you select a link and then return to the results page that link will usually appear 
in a different color.  Explain that this can help you to remember which links you have 
already clicked on so that you don’t go back there many times.  

 
7. Select one or more of the other links displayed and discuss with the student the kind 

of data found on those links.  Have the student practice returning to the results page 
by using the Back button.   

 
8. There may be many pages of results returned.  Point out to the student that the 

number of results is shown at the top of the first results page.  Also point out the 
numbers at the bottom of the results page and explain that each of these contains a 
list of results that the search engine found and you can go to these other pages by 
clicking on the desired number or by clicking on Next to step through them page by 
page.  Demonstrate moving between a few of the various pages and returning to the 
first results page.  Let the student practice doing this also. 

 
9. Close the web browser. 
 

http://www.google.com/
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10. Now have the student practice using a search engine.  Ask the student to open the web 
browser and access the Google search engine.  Have the student choose a topic they 
want to search on.  If the student has trouble to come up with something the tutor can 
suggest a few keywords for searches.  These should be simple searches with just a few 
keywords for now.  For example, the student could type in Montreal shows.  Ask the 
student to tell you how many results (hits) were returned.  Have the student practice 
going to one or more of the links displayed and looking at the type of data found at 
each of those links.  Discuss the content of the link selected.  The student should use 
the BACK button to return to the results page.  Have the student practice doing a few 
simple searches with you until they feel comfortable with this new skill. 

 
11. Briefly review what a search engine is and how it works and the steps for using a 

search engine. 
 
12. Give the student a worksheet and ask him to demonstrate his new search engine 

skills.  Have the student access and use the Google search engine to find the 
information requested and to fill in the answers.  Alternatively, the tutor could use a 
prepared list of keyword searches and have the student perform the search and 
answer questions verbally to the tutor in order to assess the student’s mastery of the 
lesson objectives.   

 
13. Only after the lesson has been completed and the student has filled in the worksheet, 

should the tutor give the student the handout to keep for future reference. 
 

Assessment: 
The student is able to explain what a search engine is and briefly how it works.  The 
student is able to open Internet Explorer and use a search engine to do some simple 
searches to find specific information without assistance. 
   
 

Reflections on the Lesson: 
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Links to future lessons: 
This lesson goes into more details about cyber safety and should be taught after lesson 5a 
Basic Internet Safety.   It refers to deleting the browsing history or clearing the cache and 
should be taught after lesson 3 Exiting an Internet Browser, which teaches how to do this.    
 

Reflections on the Lesson: 
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LESSON 7:  Printing a Web Page  
 
Objectives:    
The student will understand how to determine if the content of a web page will print 
properly.   The student will learn how to print a web page.    
 

Printable vs. non printable websites 
Printable view version 
Print preview 
Print options 

 

Resources Needed: 
Predetermined websites (some which have printable views and some which do not). 
 

Preparation for Instruction:   
The tutor should be familiar with how to print web pages from the web browser and 
should have some known websites which are printable and some which are not.   
 

Procedure:   
1. Explain that sometimes we find web pages that are very interesting and we want to 

print out a copy of the web page or pages.  
 
2. Explain that not all web pages are printable.  Sometimes the content of the web page 

may be too large to fit the printed page and so some content will be lost if printed.  
The web page may contain graphics or advertising that you may not want to print out.  
Sometimes it is possible to avoid printing this extra material.  

 
3. Demonstrate by accessing a web page that has a printable view version.   Click on this 

version and discuss with the student how the page changes.  The tutor can mention 
other symbols that indicate a printer friendly page. 

 
4. Remind the student that before we print we should always check first to see what the 

printout will look like before sending it to the printer to avoid wasting paper & printer 
ink.  If the student has used a word processor before, ask the student if they 
remember how to do this check before actually printing out a file.  If they do not 
remember or have not used a word processor before, explain the concept of print 
preview and demonstrate how to access the print preview command from the web 
browser.  From Windows 7, click on the arrow next to the Printer icon in the browser 
and select preview. 

 
5. Look at the preview window that opens and discuss the content briefly with the 

student to determine if the content is suitable now for printing.   The tutor may wish 
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to have more discussion with the student about using various options on the preview 
window, such as adjusting the size of the document to fit on fewer or more pages.  If 
adjustments are made, then the tutor should demonstrate how to select print from the 
preview page directly. 

6. Demonstrate how to print a web page.  This can be done either from the print preview 
window or by closing the preview window and then selecting the print option from 
the browser.  From Windows 7, click on the arrow next to the Printer icon in the 
browser.  Explain how to fill in the various fields of the Print Webpage Window (e.g. 
the printer name, number of copies, amount of pages). 
NOTE: The student should learn how to print from both the preview window and 
directly from the print option on the printer icon in the browser.  

 
7. Have the student open a web browser, find an interesting web page, and check to see 

if the web page content will print properly.  Have the student practice using print 
previewing and then printing one or more web pages.    

 
8. Ask the student to access a particular web page that does not have a printable view.  

Have the student determine if the content can be properly printed.   
 
9. Now ask the student to access another web page that does have a printable view.  

Again have the student determine if the content will print properly.   Have the student 
print out the web page.    

 
10. Briefly review the steps for previewing and printing a web page.  
 
11. Ask the student to explain what clues to look for to find out if the content of a web 

page will print out properly or not.  Ask the student to explain the difference between 
using print preview and print of a web page.    

 

Assessment: 
The student is able to access a web browser, locate a web page and check if the page 
content will print properly; the student is able to print out the content of the web page 
without assistance.  The student can explain the difference between using print preview 
and print of a web page.  
 

Reflections on the Lesson: 
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LESSON 8:  Filling in Online Forms 
 

Objectives:    
The student will learn how to access and fill in online forms.   The student will understand 
how to tell if the form can be submitted online or must be printed out for submission.   
 

Types of online forms 
Submitting forms online 
Text boxes, pull down menus, check boxes 

 

Resources Needed: 
Bookmarked websites for online forms 
 

Preparation for Instruction:   
The tutor should prepare and bookmark some websites with online forms to be used for 
the lesson and verify that the links work prior to giving the lesson.     
 

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 just as you can fill in a paper form with a pen, there are times when you 

may want or need to fill in a form online. For example, if applying for a government 
service or making a change to your social insurance or passport information there is 
an online form that you can access and fill in on the computer.  Filling in these forms 
is very similar to preparing a paper form.  Sometimes these online forms can be 
submitted directly online while other times they must be printed and mailed or taken 
to an office for submission.    

 
3. Explain that when you click on a link to an online form, your browser opens the link 

and makes the page appear on your computer screen.  What you see is an empty 
version of the form.  Some sections of the form may have a simple text box where 
you can type in your information, such as your name in the empty box.  Other sections 
may have a pull down menu where you open the menu by clicking on the arrow and 
selecting the appropriate option.  There may be questions with a series of check 
boxes and you select the appropriate one by clicking in that box and a tick or 
checkmark appears. 

 
4. Demonstrate how to access and fill in an online form with the student.   The tutor 

should go to a preselected website and show how to fill in an online form.  It may be 
worthwhile to show one that has submit and clear buttons and one that does not 
provide this option.  The tutor may choose to go to the website and bring up the 
online form first and then discuss the various types of boxes and menus (as 
mentioned in the previous step) while he/she demonstrates how to fill each type in.  
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Explain that some websites allow you to actually submit the form online while others 
do not.   If a submit button is present on the demo website, point this out to the 
student.  

 
5. Alternatively, the tutor could do the BBC webwise online forms course 

www.bbc.co.uk/webwise/course/forms/online first with the student before going to 
an actual website to fill in online forms.  The course may be helpful for some students, 
but it is recommended to actually demonstrate filling in online forms and to let the 
student have hands on practice by going to an actual website and filling in an online 
form.    

 
6. Have the student practice opening and filling in information on one or more online 

forms.  The tutor may use the same website as used for the demonstration or some 
other previously selected website.  If the website has an actual submit button, just 
have the student make note of it but do not actually submit the form at this time.  The 
tutor may wish to show the student how to print out the entered information to be 
used at a later time.   

 
7. Test the student’s mastery of the lesson objectives by having them go to a suitable 

website such as  
http://canada.gc.ca/forms-formulaires/onlineformstop.html, and then select 
an online form, open it, and fill in the information online.   If the website has an actual 
submit button, just have the student make note of it but do not actually submit the 
form at this time.  The student may wish to save to disk or memory stick the 
completed form or to print out the completed form for future use. 
NOTE: the student can enter fictitious information on the form to preserve 
confidentiality.     

 
8. Briefly review the process for accessing and filling in online forms and the different 

ways these forms can be submitted.     
 

Assessment: 
The student is able to open Internet Explorer and access a website, find and open an online 
form and fill in the information on the form without assistance.   The student is able to 
identify whether the online form can be submitted online or requires it to be printed and 
then submitted.    
 

Reflections on the Lesson: 

 

http://canada.gc.ca/forms-formulaires/onlineformstop.html

