1.2 FIND AND EXCHANGE INFORMATION:

SELECT AND USE A VARIETY OF
APPROPRIATE SOURCES OF INFORMATION

Tasks

This section mainly addresses the curriculum areas specified, although to allow a more realistic setting

for each task, some elements from other curriculum areas may also be mentioned. This section has
been prepared for use with Microsoft Office ® 2010 software and Windows ® Internet Explorer.
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1.2 FIND AND EXCHANGE INFORMATION

When working with Kanzil Construction Ltd, you will have to use information not only from the
internet, but from various other sources such as text from newspapers, magazines, and brochures
as well as images from your mobile phone or digital camera. You may have to use maps frequently
in your work which could be printed maps or maps from the internet.

TASK 1.2A

Using the printed brochure, supplied by your tutor, entitled “Reducing Emissions from social housing”
written by the Energy Saving Trust extract the following information.
(Source: http://www.energysavingtrust.org.uk).

1. According to the brochure, what percentage of carbon dioxide (CO2) emissions is attributed to
housing in the UK?

2. Read the brochure and complete the missing words in this sentence.

“There is an increasing awareness of the need to improve
to address issues of climate change, affordable warmth and sustainable development”.

3. Read the brochure and complete the missing words in this sentence.

The “Northern Ireland Fuel Poverty Strategy” sets a target for alleviating fuel poverty in

Northern Ireland by the year 20
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TASK 1.2B

There are certain copyright regulations you should be mindful of when gathering information from the
internet or from printed materials.

Initially, copyright law applied only to the copying of books. Now it covers a wide range of works which
include; Sheet music, Dramatic works, Sound recordings, Motion pictures, Computer programs, Blogs,
Maps, Photographs, Paintings, and Architectural drawings.

You should always ask for permission if you want to use any of the items listed above in work you create
yourself, however, Copyright material can be copied for educational purposes if the copying is not done
through reprographic means (e.g. by means of photocopying, facsimile, scanning or other mechanical
device) and the source is acknowledged. The copied material cannot be used for commercial purposes.

Copyright is the automatic protection the law affords original literary (including software), artistic
or dramatic work and sound recordings that are the result of intellectual effort or creative skill.

This could cover a website’s content, technical drawings or instruction manuals, for example.

The following image shows the Copyright notice on the Amazon.co.uk website. Please read.

Back to top
9. Copyright, authors' rights and database rights

All content included on the website, such as text, graphics, logos, button
icons, images, audio clips, digital downloads, data compilations, and
software, is the property of Amazon.co.uk, its affiliates or its content
suppliers and is protected by Luxembourg and international copyright,
authors' rights and database right laws. The compilation of all content on
this website is the exclusive property of Amazon.co.uk and its affiliates and
is protected by United Kingdom and international copyright and database
right laws. All software used on this website is the property of
Amazon.co.uk, our affiliates or our software suppliers and is protected by
Luxembourg and international copyright and author' rights laws.

You may not systematically extract and/or re-utilise parts of the contents
of the website without Amazon.co.uk's express written consent. In
particular, you may not utilise any data mining, robots, or similar data
gathering and extraction tools to extract (whether once or many times) for
re-utilisation of any substantial parts of this website, without
Amazon.co.uk's express written consent. You also may not create and/or
publish your own database that features substantial (eg our prices and
product listings) parts of this website without Amazon.co.uk's express
written consent.
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TASK 1.2B

Unlike most other intellectual property rights, copyright does not require registration.
It is an automatic right once your work is ‘fixed’.

e |n the UK, copyright protection for literary, dramatic, musical and artistic works lasts until
70 years after the death of the creator.

e Copyright in film lasts for 70 years after the death of the last to die of the first director,
author of the screenplay, author of the dialogue or composer of the music.

e Copyright in sound recordings and broadcasts lasts 50 years.

e Copyright of publications lasts for 25 years.

Copyright is an automatic right in the UK (and much of the rest of the world). Unlike most other
intellectual property rights, you don’t have to apply for copyright and there’s no register of copyright
holders.

It’'s a good idea to mark your work with the international copyright symbol © followed by your
name and the year of creation. This will identify you as the owner of the copyright which will make it
easier for a potential user to seek your permission. For non-print material, where the © would not be
visible, you could use other ways of presenting copyright information. For example, some websites
require users to agree to their copyright terms and conditions before they can actually buy any music
or film from their website.

Look at the following image taken from the http://www.cskills.org website.

2. Intellectual property

The contents of the Site are protected by copyright, trademark rights, database rights, patent rights, design rights and any other text, graphic,
audio, video or images, contents, software, data and information. You may imprint. copy, down load or temporarily save extracts from the Site only
for your own personal information

We aliow you onto this Site in return for you agreeing not to adapt, alter or create any derivative work from any of the material contained in this
Site

The names, images and logos identifying CITB-ConstructionSkills are registered trademarks. The copying and use, in any manner, of the CITB-
ConstructionSkills logo, name or images is not permitted without prior written consent of CITB-ConstructionSkills. You can request permission to
use the CITB-ConstructionSkills logo by writing to. Communications & Marketing, CITB-ConstructionSkills, Bircham Newton, King's Lynn, Norfolk

PE31 6RH or by email to marketing@cskills org

All other trade marks, brand names, product names and titles and copyright used on this Site are used under licence granted by their respective
holders. No permission is given by CITB-ConstructionSkills in respect of the use of any of them and such use may constitute an infringement of
the holder's rights.

If you print off, copy or download any part of a Site or breach these Terms and Conditions, you right to use the Site will cease immediately and
you must, at our option, return or destroy any copies of the materials you have made

Discuss with your tutor and colleagues how this notice protects the organisation.
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TASK 1.2C

Find and exchange information - using the Internet. The internet is a global network of
interconnected computers that communicate with each other via the existing telephone network.

It was first designed in 1969 by the US Department of Defence. For many years it remained as an
academic and military network, but in the 1990’s people started to realise its commercial potential.

The following are some terms associated with using the internet;

e |nternet: Largest computer network in the world, consisting of millions of computers. It supplies
many services such as email, shopping facilities, flight bookings, banking etc.

e Web browser: (e.g. Internet Explorer) is a program that lets your computer find, retrieve, and view
information on the internet.

e Web Page: A single page within a web site containing information (text and graphics). Many pages
make up a web site.

e Web site: A collection of web pages within an web site which contain connected or related
information.

e Hyperlink: is a link or shortcut which transports you to another web page or web site.
e Usually underlined.
e The mouse cursor turns to a hand symbol on a link.
e Can be text or an image.
e A single page within a web site containing information (text and graphics). Many pages make up
a web site.

e Search Engine: A type of web site which helps you locate information on the internet.
(e.g. http://www.google.co.uk)

Displaying a web page

Click on the address bar in Internet Explorer, type in the address (URL) of your chosen web site and
press the enter key on your keyboard, or click on GO. For example if | wanted to visit the CITB
Construction skills website, | would type in http://www.cskills.org

€ | htkp: /v cskills.org,

It is important to type the web address correctly as omitting a full stop or even a single letter may
result in you not getting to your intended web page.

58



Essential Skills ICT Level 1 Resource Pack for Experienced Construction Workers

1.2 FIND AND EXCHANGE INFORMATION

TASK 1.2C

The CITB Construction Skills website then should appear after you type in the URL.

°__hv ) exkile org BB A= J e

Fle Edt Vew Favortes Took Hep

x Govgh | cith construction skils | M search + Mo 2 Sonin W -

J Favortes | g 7 Spicy Chicken Wrap Great L... B Browse quick shops For two ... 8] Microsoft Exchange - Outh... 88 - B

= v @bt camdengroup.co... | @ Mosoft Exchangs - Outos... | @ Interactwve tooks | Housing pr... BB Copyright, Designs and Pate... | @CITS - Constructionsidls - B O - Page- Sey- Tos- @
........................... This websie uses cookies. Piease close and continue, or Set your browser 10 exciude the cookies. Fing out more B

SI(i"s L — = T B |

driving right skills, right place, right time -~

Supporting your Apprenticeships Education centres & Levy & Grant Our Sector Skills About us
construction providers
business

Council Role

CUT THE CARBON GREEN DEAL GREEN DEAL

Time is running out a
Green Deal starts 2012

| www .cskills org/cutcarbon

Other examples of Web Site addresses( URL’s) are;
e http://www.hseni.gov.uk

e http://www.energysavingtrust.org.uk

e http://www.rsms.co.uk/citb-health-and-safety

When typing a web address (URL) it is good practice to start off typing in the http://www part of
any address although it is not always necessary. You will also need the following symbols;

It is good practice to start off typing in the http://www part of any address although it is not
always necessary.

: (oronounced colon) key beside on the left hand side of your keyboard (beside the letter L)
[Hold down the SHIFT key as well].

// (pronounced forward slash) is the / key pressed twice. This key is on the left of your keyboard
underneath the colon key.

(Pronounced ‘dot’), is the full stop symbol on your keyboard just above the spacebar on your
keyboard.
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Web addresses are known as URL’s (Uniform Resource Locators), they are made up of 2 distinct
parts — a protocol and a domain name.

The protocol
http://The protocol is the first part of the URL, tells the web browser what type of site it is contacting
— a normal website (http), or a secure web site (https) e.g. https://www.ulsterbank.com.

The Domain

www. The majority of web addresses have a World Wide Web as the first part of the domain name.
For example, in the http://www.cskills.org web site, the “cskills” is the domain name. The host
part of the name is chosen by the owner.

Type of Site

The end part of the website tells you what type of web site it is. In the http://www.cskills.org
example, the .org indicates that the site belongs to an non-profit organisation.

Other website endings include;

.co. This part of the address tells you what type of site the web site is, e.g. .co (company)or .com
.com stands for commercial sites.

.gov s for government sites.

.ac stands for academic sites.

.org stands for non profit organisations.

.net stands for network organisations

Country of origin

A web site which ends in .UK would indicate that the web site is a UK site.

Other countries are denoted by;

.ie for Ireland

.de for Germany
fr for France
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To start Internet Explorer
Open Internet Explorer by clicking with the left mouse button on the Start button and then clicking

(with the left mouse button) Internet Explorer.
Activity: Lets practice (Connecting to the Internet)

To start Internet Explorer

A web browser is an application which allows you to view web pages, there are various Web
browsers available, the one featured in this resource pack will be Microsoft’s Internet Explorer
web browser.

Open Internet Explorer by clicking with the left mouse button on the Start button and then clicking
with the left mouse button on Internet Explorer.

' Internet _‘_}‘ My Documents ﬁ

w  Internet Explorer

My Recent Documents F

.% E-mai \
Micros] Opens your Inkternet browser,

S :
Microsoft Office Word 2003~/ My Music
—
5! My Computer

My Network Places

Zankral Panel

Microsoft Office Excel 2003 @. Sek Program Access and

Pickures

=/ 8 Macromedia Dreamweaver 5

5

W
& YLC media plaver
a8

Cefaulks
Adobe Reader & fgﬁ Printers and Faxes
Windows Media Player @ Help and Suppart
):) Search
@| Lag OFf ['E'l | Shut Ciovan

[ All Programs b

:I .'." Et a ” a Blackboard L... a
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1.2 FIND AND EXCHANGE INFORMATION

TASK 1.2C

The first web page you will see will be the Home page. For example your training organisation may
have their website set as the Home Page. You will notice a row of lcons on the top right hand side of
the Web browser.

i v E) [ o= v Page~ Safety v Toolsv @~
i

rr

If you visit other websites, you can click on the Home Page icon g}} to return to the Home Page.

Entering a web address
If you know the URL for a page, you can type it directly into Internet Explorer.
The web page address is called the Uniform Resource Locator (URL) address.

= 1. In the Address bar, type the URL http://www.cskills.org

2. Click the Green arrow -? icon or press ENTER key on the keyboard to go to the website.

/= CITB - ConstructionSkills - Windows Internet Explorer

—%-w & | http:ffwww. cskills.orgf —»?

File Edt View Favorites Tools Help
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You can now browse around the Construction Skills website.

driving right skills, right place, right time .

ting your Apprenticeships Educ
tion
business

The Countdown

Time is running out
Green Deal starts 2012

www.cskills org/cutcarbon

» The Green Deal
» Cutthe Carbon countdown O

YOUR CITB-CONSTRUCTRONSKILLS

Sedect 3 region for its 2012 -

2016 CSN report: Leam

]

Click on the Play button to see the video.

Use the scroll wheel
on the mouse to
reveal the full length
of the web page.

Place your index
finger on the mouse
scroll when and pull
the wheel towards
yourself while the
mouse still remains
in its original
position.

Try clicking on some of the hyperlinks with the left mouse button. If you click on the first
hyperlink “Supporting your construction business”, you should get a further menu,

try clicking on any item in the menu.

Supporting your Apprenticeships
construction

et Supporting your construction busined

Health & Safety
Card schemes

Construction Routes
Training Courses
from the National

Construction
College 1tdown /

Publications 1g out
—115 2012

Investors in People

Fairness, Inclusion
& Respect :utcarbon

The Birches
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Basic navigation

e Using links. Most webpages have dozens or even hundreds of links. To get from one page to
another, click with the left mouse button on any link.

e Figuring out which things on a page are links isn’t always easy. Links can be text, images, or a
combination of both. Text links often appear as coloured and underlined, but link styles vary among
websites.

To test whether something is a link or not, point to it. If it's a link, two things happen:

The mouse pointer changes to a hand with a pointing finger. @ or a URL appears in the
status bar at the bottom of your web browser.

Select a region for its 2012 -
2015 C5H report: Leam

YOUR CITB-CONSTRUCTIONSKILLS

@ et fa v Rw -

7~ CItB

ConstructionSkills - Windows Internet Explorer

Using the Back and Forward buttons.

As you go from page to page, Internet Explorer keeps track of your trail.

To get back to the previous page, click the Back button.
Click the Back button several times to retrace your steps even further.

@ After you've clicked the Back button, you can click the Forward button to go forward in the trail.

Explore the webiste and use the Back and Forward buttons.
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Printing

If you find a page you want to print out from the current web site

you are visiting, click with the left mouse button, the printer icon. @A v
Your page should automatically start printing.

(= BBC - Homepage - Windows Internet Explorer

Fle Edt View Favorkes Took Hebp

W 4 | EmESC-Homepage

Make Text bigger

If the text on the Web Page is difficult to see, you can enlarge it to make it easier to read by
clicking (LMC) on the View menu, then select Zoom, then select Zoom In, or set your preferred
option e,g, 125%.

File Edit Favorites Tools  Help

% Goog | Toolbars ’
9 Quick Tabs Chrl+Q
Explorer Bars * & Browse quick shops fo

GoTo >l ’ —
Stop Esc 4‘—

Refresh

ZoomIn  Chl+

Zoom Out  Ctrl -
Encoding

400%
e " 200%
Caret Browsing F7 °

150%
Source ® 125%
Security Report 100%
International Website Address 75%
Webpage Privacy Policy. .. 50%
Full Screen

Custom...
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Using Bookmarks

By bookmarking a web page for future reference, you can save time having to enter the web address
into the address bar every time you wanted to visit the website.

To bookmark a Web Page in Internet Explorer

1. Go to the page you want to bookmark/add to your favourites.

/= CITB - ConstructionSkills - Windows

i J Aebpe fwovee cskills,org)
@C £ http:/, cskills.org,

File Edit VYiew Favorites Tools Help

x Google | cith construction skills

545 Add to Favorites.., ~

Favorites | Feeds |Add to Favorites. .. (alt+2)
& Favorites Bar

() Microsoft Websites

@ BEC - Homepage

£ | college website

€  Christmas Carols & Quiz!

\dd a Favorite @

Add a Favorite

N Add this webpage as a favorite. To access pour favorites, visit the
Favorites Center.

Name: EITE‘ - ConstructionSkills] I

Create in: I')‘,@ Favorites V] [ New Folder ]

[ add || cance |

% |——sprr etz e———

2. Click Favorites in
the top menu bar then

Add to Favorites.

3. The Add Favorite dialogue box appears.
The title from the web page will be in the
name box. Click Add.
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Once a web page has been
added to your Favorites simply
click Favorites in the browser top
menu bar or the Favorites icon at
the top of the browser window,
navigate to the bookmarked page
you wish to visit and click the
shortcut in the Favorites list.

‘/.-‘ CITB - ConstructionSkills - Windows Inte;

@E;: ® |€ htbp:/jwww . cskills.org/

File Edit VYiew Favorites Tools Help

x Google | citb construction skills

() Microsoft Websites

EX BEC - Homepage

£ | college website

& | Christmas Carols & Quiz!

Add the following website
to your Favourites list;

http://www.cefni.co.uk
http://www.hseni.gov.uk
http://www.fmb.org.uk
http://www.doeni.gov.uk
http://www.homebase.co.uk
http://www.diy.com

£ | CITB - ConstructionSkills -

€ See Suggested Sites

Favorites | Feeds | History
(& Favorites Bar

‘ W H B i% Spicy Chicken Wrap Great L,
545 Add to Favorites... ~ [E] _
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If you don’t have the exact web site address, it is best to use a search engine to help you look for
relevant websites. There are many search engines available but the most popular is the Google ®
search engine (http://www.google.co.uk).

General search engines will search for any site, any subject, and any type of file. Web sites are gathered
by search engines via software programs called “spiders” that crawl the web and look for web sites.

Some search engines allow natural language queries where you just type in the question. A popular
search engine for this type of query is http://www.ask.com.

what is the capital of Africa?| W

jeeva 5 r [ uk only

Type the question here
and then click on Search

7

Question of the Day
/

What is dust made of?

Get the Answer »

| Search the web “8 You will then get a
% Total Population of Africal ,\ "_,:'_",:P:/I:"b page ShoWlng a I|St Of
possible websites you
Everything There are 922,011,000 people people living in Africa. ROcts Shout Advica could investigate to
W Source: Wikipadia Africa Population Numbers
Images ' | See Atso: United Nations Population 1430 of Africa help yOU flnd more
Video . . N
e e — Click on any of pistin. information about the
rent Iries in Africa
ot M the hyperlinks to a0 topic you were
Afrlca Poguladons n of Europe .
s P v be taken to the searching.
Hare Answers relevant website. lopulation
Africa - Wikipedia on Ask Jeeves
’\i ?:w s;r:we Hymc\a:. st ale half or more of the population is under 25 years of age. The total number of Related Questions
| peopls in Africa grew from 221 million in 1950 to 1 billion in . View adicle on Wikipadia » How Many People Live in Africa?
Source Why is Africa so Poor?
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One of the most common search engines is http://www.google.co.uk. By using Keywords,
Google will search the World Wide Web to help locate the information you are looking for.

A search becomes more effective if you plan your search strategy. Think of the keywords to describe
the topic you are looking information about. Be as specific as possible.

Requiring or excluding words searches
If researching Solar panel suppliers in Northern Ireland, putting in the keywords Solar Panel as the

search terms wouldn’t yield the results you would require.

A better search would be Suppliers of solar panels in Northern Ireland.

Search

GO- :SIC Suppliers of solar panels in northern ireland “

Search 1 i 1

8_1[ Type the keywords here and then click on Search icon l

Vet Ads relat solar panels in northern ireland
images Northern Ireland Solar Panels | solarpanelquotes.co.uk o PR~ 4 e B S i s
9 - Ardara ~ Camckt
www.solarpanelquotes.co.uk Omagh - @
Maps Best way to get 6 quotes today! UK's Leading Solar Comparison Site Belfa b
Rosses ~ Mguheracar [cra.gavof‘go Lisbum
Videos 2 lee  UPper “Enniskiién
suppliers of solar panels | wholesalesolarkits co uk hiee oPP* noiskipé I
News www wholesalesolarkits co uk/upsolar Sigo N Mar
Wholesale Solar Panels to Installer suppliers of solar panels Trade Prices 2012 Ggogle - ©f  ciifp data ©2012 Google, Tele Atlas
Shopping Solar PV Kits - Roof Fixings - Solar Inverters - Contact
More
Solar Panels - Make Savings with Solar PV i
www solarpvpanelsonline co uk/Quote C“Ck on any Of the

Compare With Us_ All Fitters MCS Certified

hyperlinks to be taken

Glasgow, UK

Change location MCS Appraved Installers - Solar PV from £3500 co.uk/SolarPV
{ : Installers
to the relevant website. s e var

: Thermomax Ltd - BANGOR - Manufacturer of solar panels

he web www.4ni_co.uk » Business
Pages from the solar energy. collector sizing. solar collector selection, collector positioning, collector wﬂ I

UK onentation, concentrators ... JAW McCall Supplies (NI) Ltd Northern Ireland ... Y ANRSS R 61 OO s fm(is R )

onocle okl H & wensr )

If you want your search to be less general, there are a number of techniques you could use.
For example to research the topic of solar panels and hot water in Northern Ireland the following
keywords could be used;

Information on solar panels +solar hot water package in Northern Ireland

Note: The inclusion of the + sign before a word, means that the word(s) after the + have to be
included in all of the search results.
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The search results

GO ugle
Search

Web
Images
Maps
Videos
News
Shopping

More

Glasgow, UK
Change location

The web
Pages from the

Information on solar panels +solar hot water package in Northern Ireland

About 103 results (0.18 seconds)

Ad related to Information on solar panels +solar hot water ... Why this ad?

Solar Panels - Make Savings with Solar PV
www.solarpvpanelsonline.co.uk/Quote
Compare With Us. All Fitters MCS Certified

MCS Approved Installers - Solar PV from £3500

Solar water heating systems explained - benefits, costs, savings ...
www_energysavingtrust.org.uk/Generate-your.../Solar-water-heating

Solar water heating systems use free heat from the sun to warm domestic hot water ...
the water hotter, or to provide hot water when solar energy is unavailable . ... Choose
your country: England | Northern Ireland | Scotland | Wales | United Kingdom ....
Larger solar panels can also be arranged to provide some contribution to ...

Solar Panels | Solar Hot Water Heating | Kingspan Renewables
www_kingspansolar.com/

Solar Panels, Solar Hot Water Heating, Kingspan Renewables. ... Click here to learn
everything you need to know about Kingspan Solar and its world ... Complete Solar
Package Thermomax Flat Plate Varisol ... Northern Ireland, BT63 5LE ...

Ads - Why the

Solar Hot W
www_trustedso
New Solar Hed
Do You Qualify

Free Solari
www.ashadegr
Free Solar pa
join our 10,000

Solar Panel
www._northwale
Flintshire Base
3.68kw installe

Information

www_solartwin
A ~an

The inclusion of the - sign before a word, means that the word(s) after the - will be excluded
from the search results. For example Information on solar panels -PV

Information on solar panels -PV

Go ugle

Search About 167,000,000 results (0.24 seconds)

Web Solar Energy Information and solar enerqgy facts!
www_your-solar-energy-home.com/

Images What is solar energy and how can Solar Energy work for You! How you can live a
cleaner, greener and more energy independent life!

Maps

Videos Information About Solar Panel Farms | National Geographic

greenliving.nationalgeographic.com » Green Energy » Solar Panels
News Solar farms are impressive to look at, with row upon row of shiny rectangles angling

, toward the sun. For all their silent, seeming immobility, a flurry of activity is ...
Shopping
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Exact phrase searches

If you want a certain phrase to appear in your search results, then you search for that phrase
by putting it in quotes. For example if you were looking to read up on the building regulations
2012 in Northern Ireland, you would get back very precise results by using the following
keywords placed inside quotes;

“Building Regulations Northern Ireland 2012”

+You Search |Images Maps Play YouTube News Gmail Documents Calendar More ~

GOUSIQ "Building Regulations Northern Ireland 2012" “

Search About 2,630 results (0.10 seconds)

Web The Building Regulations (Northern Ireland) 2012 - Legislation.gov.uk
www._legislation.gov.uk/nisr/2012/192/contents/made

Images These Regulations revoke and replace, with amendments, the Building Regulations

Maps (Northern Ireland) 2000 and all subsequent amending Regulations ( “the ...

Videos The Building Regulations (Northern Ireland) 2012 - Legislation.gov.uk
www._legislation.gov.uk/nisr/2012/192/introduction/made

News 15 May 2012 - These Regulations revoke and replace, with amendments, the Building

. Regulations (Northern Ireland) 2000 and all subsequent amending ...

Shopping

More The Building Regulations (Northern Ireland) 2012 - L egislation.gov.uk
www_legislation.gov.uk/nisr/2012/192/part/G/madeview=plain
PART GResistance to the passage of sound. Application and interpretation. 48.— (1)

Glasgow, UK Regulation 50 shall not apply to—. (a)an internal wall that contains a door; ...

Boolean search operators
Boolean search operators are commands that you can use to narrow or widen your search.
Many (not all) search engines recognise them. The operator should be typed in capitals.

Boolean operator Action

Narrow search and retrieve records containing all of the words it separates.

Broaden search and retrieve records containing any of the words it separates
- ‘mouse or mice or rat’.

Narrow search and retrieve records that do not contain the term following it.

Group words or phrases when combining Boolean phrases and to show
the order in which relationships should be considered: e.g. (‘mouse or mice')
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Using a search engine of your choice, try the following searches;

Boolean operator Type in to search engine

Northern Ireland suppliers of Double-glazed windows AND Argon

Northern Ireland suppliers of PVC Double-glazed OR Triple-glazed units

Lime NOT Limestone

TASK 1.2D(B)

Type into Google The answer is

500 inches into meters

42% of 70

£500 into euros

750 gallons into litres

2.5 miles into km

458 * 4
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Google Maps and Street view
Kanzil Construction Ltd make use of Google Maps and Streetview regularly to help find the locations
of projects they work on. Follow the following steps to become familiar with this application.

1. Go to http://www.google.co.uk

2. Click on Maps

/ideos Maps News Gmail More ~

3. Type in the Postcode of a location (or the address) in the search box and click on the magnifying
glass icon to the right of the search box.

e.g

‘ GOugle BT79 7AH ’

4. The map will appear of the region you entered.

GOK 18|c BT79 TAH n
Gt dractions My places & oo ¢ ~ 5 Z“ u
- < > & * )
\v/ £ aNee 0 T e
@ Omagh BT79 7AH : g i b RS ot -
L \
~ S axn
% vt )
Ba
o™ .
rh o e Qo =)
& & < i
2 i
Y 1 ™
AN "R
%, 5ot
‘ Bk Chiny
el -
< %
4 ¢
¥ Ll .
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Using Street View

1. To use Streetview,
click on the pegman icon
on the left hand side of the
map and drag him to the the
place you want to see on the
map — the map will change to
a Street view image.

8779 7A4 |

You can use the controls to

navigate around the streetview.

e You can also enter Street View
by zooming in all the way, for
areas where Street View
imagery is available.

Navigating in Street View
To rotate your view in Street View,

<%s use the wheel in the control panel in the top left corner.

v

|« | » | oruse the left and right arrows on your keyboard.

"‘ or click and drag with your mouse.

To walk down a street,

>

L L) click on one of the white arrows overlaid on the street.

A or use the up and down arrows on your keyboard.

[ v

To jump and view a place,

k click on the rectangular ‘waffle’ or circular ‘pancake’ shape lying flat where
your mouse is pointing.

Q When there is a magnifying glass within the pancake, clicking it will zoom
in on the current image.
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Price a flight
Kanzil employees would occasionally have to take flights for meetings and training events to the UK
and Scotland. You are asked to price a flight using the website http://www.easyjet.com

Price a flight
e | eaving from Belfast International ﬁ
Going to Glasgow

Flying out on (a date of your choice)

Returning on (a date of your choice)

¥ Where are you going?

Flying from

[Befst i S = Choose Belfast INT (BFS)
Going to

(Clasgow GLA = Choose Glasgow

[™ One way only [ Flexible on dates

Qutbound: Return:

o - Select your outbound
‘09!12/2012 AT L e e—

and return flights

Adults Children (<16) Infants (<2)
L —— 1 adult

L ——— Click on Show Fiights when

your search criteria details
have been entered in

P Manage bookings

Note: After selecting your flight, follow the on screen instructions. In order to book a flight
you need to register your details with easyjet.com (name, address, emalil, credit card etc).
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Kanzil Construction Ltd will be starting a new job in Dublin city centre within the next 3 weeks. You are
asked to carry out the following research using the internet.

1. How many miles will it take travelling from Omagh to Dublin

2. Use http://www.google.ie to find the name of a nice restaurant you might like to visit during your
stay and write down the name of the restaurant

3. The new job will be working on a site near the Guinness brewery in Dublin, find out what is the
name of the area where the Guinness brewery is located?

4. Use Google to convert £500 into Euros?

€

5. How many miles/KM is Dublin airport away from Dublin city centre ?
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Downloading information from the internet

As an employee of Kanzil Construction Ltd, you will be required to find and download information
from the internet. Using a search engine of your choice, and using a phrase search, look for
“Construction (Design and Management) Regulations 2007”.

"Construction (Design and Management) Regulations 2007"

| Google N

Click on the link from the HSE website, www.hse.gov.uk/construction/cdm.htm

Construction (Design and Management) Requlations 2007 - HSE
www._hse.gov.uk/construction/cdm_htm

The Health & Safety Executive’s (HSE) information for clients, designers, workers &
contractors on the Construction Design and Management Regulations (CDM)

What do | need to do? - Summary of duties - Legal requirements - Designers

Scroll down the web page until you see the Resources area on the right hand side
of the screen. We are going to download the Health and Safety booklet from the
website and store it in the Kanzil Health and Safety folder you created earlier.

 Da@ely wpics ” . .
you i construction project
+
Health topics * improve health and safety in your industry = " \:/ - =
= Construction Design and = have the right people for the right job at the right time 1o manage the risks \/“\/\/ N
Management (COM) on site \/\/ &
+ Whatdolneedto do? = focus on effective planning and manage the risk - not the paperwork /\/
What happens if | don't Everyone controlling site work has health and safety responsibilites. Checking /\/\ -
comply? that working conditions are heaithy and safe before work begins, and ensuring *  How to notify projects (F10)

that the proposed work is not going to put others at risk. require planning and
organisation. This applies whatever the size of the site.

® Notification forms - F10
(Online and manual forms)

Approved Code of Practice
(ACoP)

What's in it for me?

How do | find out more? . .
What do | need to do? Frequently asked Resources Click on the link
+ Legal requirements . .
—— CDM 2007 places Iegal duties on fuestions Managing health and “Managing
How to notify projects (F10) virtually everyone involved in « General COM 2007 : safety in construction
Do's and Donts construction work. Those with legal * NotificationF10 b“ health and
re commonly kn i
+ CDMFAQs mﬂ?ﬂ:: Yo * Domestic safety in
1 saderstip il : ; clientsouseholders HSE - Red, amber and . ”
Involvemnent toolkit Clients Clients (others) green lists constru ction

Migrant workers in construction

+ Worker engagement

CDM co-ordinators CDM co-ordinators

Designers Designers

Principal contraclors Principal contractors

CDM training
presentations
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Date of publication: 2007
ISBN: 9780717662234

Sonbs cotes 1444 When the next web page

) appears, click with the left
Price: £15.00 mouse button on Buy or

" Buy or download free | download free

Scroll down the page until you see on the left hand side of the screen an option to download.

ordination of all involved, enabling earlier identification of risks, effective targeting of effort in
priority areas and elimination of unnecessary bureaucracy. Considers the spectrum of project
aspects and roles embraced by CDM 2007 s holistic approach, including clients, the CDM
co-ordinator (notifiable projects only), designers, the principal contractor (notifiable projects
only), other contractors and self-employed, competence issues and training needs, worker
engagement and communication. Also documents the duty to keep a project health and

==
safety file. Qty D

Keywords £1500
Not found what you are looking for? You can also use the keywords below to search for
related products.

| et e o e

CDM, Construction, Construction, Designers

Notes

Supersedes all editions of (INDG220) (MISC193) (CIS39) (CIS40) (CIS41) (CIS42) (CIS43)
(CIS44) and earlier editions published with ISBNs 0717607925, 0717607550 & 0717608077

Downloads

Where possible the HSE will provide a PDF version of documents. These documents can be
viewed on your computer or printed on your own printer. You will require a viewer to view these
files, one of these is available at the Adobe Acrobat site.

» Free pdf download available ™

Right click on the words Free pdf download available, then Left click on Save Target As.
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only), other contractors and Open
engagement and communid Open in New Tab ki
safety file. Open in New Window
( Save Target As... ]
Keywords Print Target
Not found what you are look (
related products. Cut
CDM, Construction, Constri C;;y Shartcut
Paste
Notes e )
Supersedes all editions of ( % Blog '_N'tl? W'n_dows LN_E 0
(CIS44) and earlier editions| = E-mail with Windows Live (
a Translate with Live Search
Downloads All Accelerators 4
Where possible the HSE wi  Add to Favorites... t]
viewed on your computer or| il
files, one of these is availap ~ Send to Oneflote
> Eo6 5 GowmIoad i o
Author
HSE
Date of Publication
2007
NuhllnkhAe
tto:/iwww.hse.aov.ukioubnsioricedsl144.odf
Save As ) Browse until you find the Kangzil
R Vo Hadth andoaey 3 02m@ Health and Safety folder you
e created earlier. The document
e will be downloaded and saved
[B into this folder.
Desklop
My Documents
My Computer
L I T v [Sse_Je——— Click on Save.
My Network ~ Save as type: Adobe Actobat Document v
Download complete E] I @
e Download Complete
1144.pdf From www.hse.gov.uk
(RN NN NN RE R )
Downloaded: 845KB in 4 sec When the file has finished
Download to: F:\SWC FOLDERS\2011-12 classsestA0. . .\l144.pdf . )
Transfer rate:  211KBjSec dOWﬂloadlng, click on open.
[T] Close this dialog box when download completes
[ Open <e-{-BpemFeiderlt——isse—ri Click on Open.
1| SmarScreen Filter checked this download and did not report any
threats. Report an unsafe download.
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HSE pocnbazle

Managing health and safety The document
in construction automatically
Construction (Design and Management) Regulations 2007 opens up.

Approved Code of Practice

This is a free-to-download, web-friendly version of L144, (Published 2007).
This version has been adapted for online use from HSE's current printed
version.

You can buy the book at www hoebooks co.uk and moot good bookshops.

ISBN 978 0 7176 6223 4
Price £15.00

The Construction (Design and Management) Regulations 2007 (COM2007) are
in force from 6 April 2007. This Approved Code of Practice (ACOP) provides
=l practical guidance on complying with the duties set out in the Regulations. It

HSG224, the ACOP to the C (Design and
Reguiations 1994

The key aim of COM2007 s to integrate health and safety into the management
of the project and 1o encourage everyone involved to work together to.

® improve the planning and management of projects from the very start;
£l

mmueﬂm

Copying information from the internet

Sometimes you may just want to “copy” information from the internet to use in your work. Before you
copy anything off the internet be sure to read the Terms and Conditions of the website. You should
always be aware of copyright when extracting information from the internet. It would be a
breach of copyright to take information from the internet without acknowledging where you got the
information from. The following exercise will help you practice extracting information from the internet.

Open Internet Explorer.

Change the Home page web address to http://www.google.co.uk

1. Carry out a search to look for the contact details of the CITB in Northern Ireland.

[. Contact details for CITB Northern Ireland “ ]

Click on the first link that appears in the search results.

CITB - ContactUs

www_citbni org uk/Contact-Us »
Contact Us. Tel: 028 9082 5466. Fax: 028 9082 5693. Email: info@citbesni.org.uk
CITB-ConstructionSkills Northern Ireland’s Headquarters are located at: Nutts ...
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2. Copy the contact details from the page, by highlighting the data you want
(hold down the left mouse button and drag).

Contact Us

el: 028 9082 5466
Fax: 028 9082 5693
Email: info@citbcsni.org.ukj

CITB-ConstructionSkills Northern Ireland’s Headquarters are located at: Nutts Corner Training Centre, 17 Dundrod Road, Crumlin,
County Antrim, BT29 4SR.

2

3. Then right click with the right mouse on the word Copy.
4, Open up a new Word document.
5. Position the cursor where you would like the information to go, then with the right mouse button

on Paste. The information should now be transferred from the internet to your in Word
document. Save the document to your Kanzil Word Processing folder.

Mailings Review View Add-Ins PDF

=L 4= | e | A

A | & ==tz EEEY | . [ AnRh(r %

v ’ é EE 2T | AaBbCcDe | AaBbCcDc AaBbCi AaBbCc Ad B AaBbCc. &R

% . A FIEESEE = O T Normal | % NoSpaci.. Headingl Heading 2 Title Subtitle g‘?"vt & s
yles *

Paragraph . Styles ) Edi

Tel: 028 9082 5466
Fax: 028 9082 5693
Email: info@otbesni_org uk

CITB-ConstrugtionSkills Northem Ireland's Headquarters are located at: Nutts Corner Training Centre, 17
Rundrod Road, Crumiin. County Antrim, BT294SR

I @y~
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Try downloading these 3 documents and save them to the Kanzil Health and Safety folder.

Related resources

& The safe use of
compressed gases in
welding, flame cutting
and allied processes

— Managing contractors: A
s & guide for employers. An
YY" openlearning booklet

— Protecting the public:
-

-
. "‘ Your next move
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Downloading a digital photograph from a digital camera.
Kanzil Construction Ltd take many photos on a daily basis of projects they work on showing the
different stages of construction.

Using a digital camera, you are asked to
take a photograph which you will download
from the camera and save into the Kanzil
Projects folder.

1. After you have the photograph taken,
plug the USB cable into your camera.

2. Plug the other end of the USB cable
into the USB port on your computer.
On most laptops the USB spot is
located on the back, for desktop
computers it is usually on the front.

3. A screen will then pop up asking what action you wish to take. Choose the option “Copy pictures
to a folder on my computer using Microsoft Scanner and Camera Wizard.” Another screen
will then pop up indicating that the pictures are being copied.

Removable Disk {G:) L x|

—__ This disk or device contains more than one type of
cohtent.

What do you want Windows to do?
-\ Print the pictures $ad
using Photo Printing \Wizard

View a slideshow of the images
using Windows Picture and Fax Viewer

, Copy pi a folder on my computer
using M canner and Camera “Wizar
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Click NEXT on the screen that pops up.

®) Scanner and Camera Wizard Tl x]

Welcome to the Scanner and Camera
Wizard

(G)

This wizard helps you copy pictures from your camera, scannes, of other
device to your computer, your netwoark, or the Web.

If you prefer, you can work directly from pour device. This option is
recommended for users only.

To continue, click Next.

Nest> Cancel |

Check off which pictures you’d like to have copied. If you want them all copied to the computer
then keep all of the boxes checked. If you’d rather select only certain pictures, scroll to the
bottom of the screen and click “CLEAR ALL.” You can then go through and check the pictures
you wish to have copied.

®) Scanner and Camera Wizard i x]

Choose Pictures to Copy
Pictures with check marks will be copied. To rotate a picture or view its properties, click it, and
then click the appropriate button.

[10 picturefs) selected of 10

< Back Next > Cancel
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4. The next screen will ask you to type a name for this particular group of pictures. Call it
Kanzil Belfast. [t will also ask you where you’d like the pictures to be saved. As a default,
My Pictures should already be in the box.

) Scanner and Camera Wizard x|

Picture Name and Destination
Select 3 name and destination for your pictures.

1. Type a name for this group of pictures:
Type in Kanzil Belfast [ =
v
.

My Pictures iy Piues\Beach i 2006
I

I™ Delete pictures from my device after copying them

<Back | New> |  Concel |

5. The following screen shows that the copying is in progress and long until it is completed.

¥ Scanner and Camera Wizard x|

Copying Pictures
Please wait whie the wizard copees your pctures.

Locatior:
[:\Moi dokumenti\Jure\My Pictures\Beach tip 2006

Pictuse:
[Beach tip 2006 004.jpg

Picture progress: 0% complete

l

Currently copying picture 4 of 10:

To stop copying. click Cancal
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The next page to pop up will ask you what you’d like to do next. Select the last option “Nothing. I’'m
finished working with these pictures.”

®) Scanner and Camera Wizard

Other Options
‘You can choose to keep working with your pictures.

Your pctures have been successfully copied to your computer or network.
You can also publish these pictures to a Web site or order prints online.

‘What do you want to do?

€ Publish these pictures to a Web site
€ Drdet prints of these pictures from a photo printing Web site
@ Nothing. I'm finished working with these pictures

Learn more about working with pictures.

<Back Next > Cancel |

Your pictures will then appear in the folder that you selected earlier in the process and you
can then view them.

@ Beach trip 2006 , —_— A-‘g.ég

flo £k Vew Favorkes Tock Mebp | R |
OO YD = [ 1
| Adkess [ 0uos dokusmenhiinwely PeturesiBoach bip 2005 1>

0’ Picture Tasks

File and Folder Tasks 2

(37 Mave the selected Reos

D Pubieh the selacted
Retrs to the Web

72) Eaithe seincted
Retrs

. Delete the selected
Rons

i

vl«|

The last page to pop up will state that the Camera Wizard is done. Click FINISH at the bottom
of the screen.
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Insert a photograph into a document
After you have transferred the photograph from the camera you can then insert it into a document by
following these steps.

1. Open Microsoft Word.

2. Create a new document.

3. Click where you want to insert the picture in your document.
4. On the Insert tab, in the lllustrations group, click Picture.

-
1
1

T I

Picture Clip Art Shapes SmartArt Chart Screenshot
Pane v v

Ilustrations

Locate the picture that you want to insert. For example, in the My Pictures folder.
3. Double-click the picture that you want to insert.

To resize a picture, select the picture you’ve inserted in the document. To increase or decrease the
size in one or more directions, drag a sizing handle away from or toward the centre, while you do one
of the following:

e To keep the centre of an object in the same location, press and hold CTRL key while you drag the
sizing handle.

e To maintain the object’s proportions, press and hold SHIFT key while you drag the sizing handle.

e To both maintain the object’s proportions and keep its centre in the same location, press and hold
both CTRL and SHIFT keys while you drag the sizing handle.

TASK 1.2E(C)

Use a digital camera to take at least 5 photographs of a job you are currently working on.
Download these from the camera to a new folder you will create on your memory pen.
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Find and exchange information - Using E-mail

Employees of Kanzil Construction Ltd make regular use of E-mail (electronic mail) to exchange
information. The company sends and receives numerous emails on a daily basis. Making use of E-
mail means the company can work more efficiently. Documents, drawings and photographs can be
attached to a message and are received by the recipient much quicker than if they were to be sent via
post.

Kanzil Construction Ltd use Outlook ® E-mail. There are other E-mail providers, and some E-mail
accounts are free to use such as Hotmail ®.

This resource pack contains the instructions for using Outlook ®.

Your E-mail address
An e-mail address typically has two main parts:
info@kanzilconstruction.co.uk

The first field is the user name (info) which refers to the recipient’s mailbox.

Then there is the sign (@) which is the same in every email address.

Then comes the domain name (kanzilconstruction).

The final part of an email address includes the top-level domain (TLD).
For the above address this is ‘co.uk’, which is for commercial sites based in the UK.

Record your email address here.

My Email address is: @

My password is:
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Record other important e-mail addresses here.

My tutors E-mail address is: @
My employers E-mail address is: @
E-mail address is: @
E-mail address is: @
E-mail address is: @
E-mail address is: @
E-mail address is: @
E-mail address is: @
E-mail address is: @
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Record below the email address of other companies/suppliers etc you work with.

Company name:

E-mail address: @

Web address: http://www.

Company name:

E-mail address: @

Web address: http://www.

Company name:

E-mail address: @

Web address: http://www.

Company name:

E-mail address: @

Web address: http://www.

Company name:

E-mail address: @

Web address: http://www.

Company name:

E-mail address: @

Web address: http://www.
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Activity: Lets practice (Using Outlook)

Microsoft Cffice 2010 Toolks 3
‘[@ Microsoft Office Toals 3

‘ Microsoft Access 2010
&] Microsoft Excel 2010
1 Microsoft InfoPath Designer 2010
Micrasoft InfoPath Filler 2010
LE Microsoft Office Access 2003

@ Microsoft OFfice Excel 2003

A Microsoft Office InfoPath 2003
@ Microsoft Office PowerPoint 2003
Microsoft Office Publisher 2003
[W] Microsoft Office Word 2003
M| Microsoft OneMote 2010
E Microsoft Cuklook 2010
P | Microsoft PowerPoink 2010
windows Catalog [P Microsaft Praject 2010

|E| Microsoft Publisher 2010

@7 F'.rciceisisaries - b l@ Microsoft SharePoint Workspace 2010
: Adobe ‘Web Premium C54 [ ,@ Microsoft Yisio 2010
soft Office @ Microsoft Word 2010

=

A

Microsoft Update

Set Program Access and Defaults

] € 04

Programs

Documents 3

:@ Microsoft Yisual Studio 2005 »
Settings k|

,[@ Sage 50 Payroll 3
Search b & Internet Explorer

N 1. Click on Start.
Help and Suppart | T - 2. Click on Microsoft Office.
3. Click on Outlook.

Log OFf ann.okane...

Shut Do,

| is start r@AeE

BE © vR

Windows XP Professional

1. You may be asked to enter your E-mail address and password.

Your email address will take the format of @

2. Then click on the sign in button.
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sign in

Windows Live ID:

|

Password:

Your email address goes here
e.g. info@kanzilconstruction.co.uk

I

= YOUur password goes here.

Fergot your password?

[J Remember me

[ Remember my password

Click on ‘Sign in’.

You will see your inbox with new email messages.

Scott, Finola - Omagh Student - Outlook Web App - Windows Internet Explorer

File Edt view Favontes Took Help

Folders e.g. Inbox, B
Sent items...etc

Outlookjweb App Mai* Offices Photoss Mores | MSN*
Inbax (16

BR Favortes Mrew - K - Move - Ficer = vew+ & 3
3 box 16 P - &
-l - -

A unread Mail 1o
3 sent kems Amange by: Date - Nawest on Top = Wedensday January 19th 2011

[£2

i - Omagh 54
| Inbox | 16 | Wedensday January 19th 2011 = |
o Drafts WWed 08:29)
= To:
U=} Sent Items o
wl Notes

<@ Junk E-Mai

@ Delatad Tes Thu 06/01 Dear A",

B Search Folders | Camara Africa 11 programme L]

T clol Please note that the LRC will by

B Atd contact.. 9am until 2pm.
-1 Evening Class Monday and Tuesday

| Artention Catering/Hospitality Staff ...

20/12/2010|

Sorry for any inconvenience thi

-} Student Questionnaire ]
16/12/2010 Kindest regards,
| Are you stressed by Xmas? where to ... ' o Readlﬂg pane _
List of email messages | lets you preview
: your messages
2010/ X
New messages have a one at a time.
2010
- | unopened envelope icon.
L] Mail 2010]
E Calendar -
8] contacts IJ 2u1;:|
] Tasks -1 Produce a Profit with a Tenner Challe... =
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Activity: Lets practice
Find and exchange information. TASK 1 - opening a new message

To open a message, click on the left mouse button twice on top of the message you want to open.
The preview of the message will appear on the righ hand side pane of your screen but the message
will open up as a separate window after your click twice on top of the one you want to open.

Outlook Web App Mail”

Inbox (16 Items, 16 Unread)

4 ) Favorites Alew ~ | XK ~ Move ~ Fiter = view ~ | S

[ nbox (18) 4&

- R s
£ Unread Mail (15) 2
=] sent Items Arrange by: Date = Newest on Top = Wedens

a4 |
.7} Inbox (16 -] Wedensday January 19th 2011 v 4 &4
<2 Drafts Wed 09:29
L_;_J'i Sent Items L
wl Motes S _L| Click twice on the message
‘ you want to open.

The Message opens in a separate window.

Outlock Web App Mal= Offices Photos= Mores |  MSN®
Inbox
a L Favormes B¥riaw (8] e Sationk om 4
o Inbax i R .;“'—1.‘.51 W Forvard v- H- = AR ] =2 ® 3 - w
- uieeirod Lo Wedensday January 19th 2011
el Sent frems Arange br
4 [ Scort, Fros - Oegh Sk The address(es) of the people who
) Inbosx [ ¢ =l Wed) To: . Fic ST [FTACKemeInt B a0 Uk];
B oot fart receive the message appear here.  [=wien s ——
=) sent ems sems O [OMALIY
g 4 aed Dear All,
& Dawtad Tems Fans
W9 Samd: Foden <99 Please note that the LRC will be closed on Wednesday 19th
. o : tlosed on
. ttc-:-nmr- January 2011 from 9am until 2pm.
AEE dit T
| Ewer
— Sorry for any inconvenience this may cause.
nay cause
2l Stuq Kindest regards,
Mg
= Are
wed | The content of the
N fj message appears here.
= ]
MGy
= Ewm & et fa - Huems -
=l Woeld AIDS Dy Today - what do yo... td
— Mad Miciaues Bosn [ e ]
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1.2 FIND AND EXCHANGE INFORMATION

TASK 1.2F&G

Activity: Lets practice

Find and exchange information. TASK 2 - Create a new e-mail message

You are asked to send a new e-mail message to your tutor asking him/her what time the Health and

Safety meeting will be held next Friday.

Above where your messages are displayed, click on New.

(_)_J Scott, Finola - Omagh Student - Outlook Web App ‘ l

Microsoft
Outlook'Web App
Inbox (16 Items, 15 Unread)
) 5% Favorites 3 New  ~ X ~ Move ~

L] Inbox (15)
S Unread Mail (16)

=] sent Items Arrange by: Date «

A new window appears allowing you to create a new email message.

> Untitled Message - Windows Internet Explorer

€ | https:/{amsprd0102.outlook.com/owa|?ae=Item&a=Newdt=]

H 6 @& Y &8 B V- Aoptons..

=1 Send

¥ FlE]

Subject:

1.

Enter the recipients' e-mail
addresses or names in the
“To’, box.

Or you can select the
recipients' names from a
list in the Address Book.

Address
Book

_Tahoma

3. Compose your
message here.

‘9.7-

2. In the Subject box,
type the subject of the
message — Meeting
time query.

4. After you have composed the
message, click Send at the top
left hand side of the email.
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1.2 FIND AND EXCHANGE INFORMATION

TASK 1.2F&G

Activity: Lets practice
Find and exchange information. TASK 3 — Reply to an e-mail message

1. Check your inbox and open the message you have received from your tutor by double clicking on
it with the left mouse button. This message will be the response to your Meeting Time query email.

e | O’Kane, Anne 13:24

Meeting time query | This message will be the response

to your Meeting Time query email.

2. You need to reply to this email to ask what room the meeting will be held. You want to let your
manager know you are attending the meeting so therefore you should use the CC: feature in your
email. CC means Carbon Copy and Can you also send a Copy of your message to your manager
(ask your tutor for the CC: address).

Note: When sending an e-malil, the To field recipients are the person or persons that you want to
send the message to primarily. The CC field recipients are others whom you want to publicly inform
of the message, and BCC field recipients those are those who are being secretly informed of the
message.

3. LMC on the Reply icon, when you reply to an e-mail message, the sender of the
original message is automatically added in the To box.

4. Compose the following message.

Dear (Tutor name),
Hello, can you please let me know what room the Health and Safety meeting will take place in?
Regards

(Your name)

5. Send the e-mail message.
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1.2 FIND AND EXCHANGE INFORMATION

TASK 1.2F&G

Activity: Lets practice
Find and exchange information. TASK 4 - Forward an e-mail message

Check your inbox and open the message you have received from your tutor by double clicking on it
with the left mouse button.

o Re: indicates you have received a Reply | 13:29
RE: Meeting time query

You will be attending the meeting with a colleague and therefore it is a good idea to “Forward” the
message to your colleague.

Note: By “Forwarding” the message you are sending an email to a person who was not already a
recipient of the original message.

Forward

1. Click on Forward, (you see Forward at the top of the message) and enter the e-mail
address of a colleague you want to pass the message onto.

2. Compose the following brief message.

Dear (colleague name),
Please find information Re: Health and safety meeting.
Regards

(Your name)

3. Click Send.
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1.2 FIND AND EXCHANGE INFORMATION

TASK 1.2F&G

Activity: Lets practice
Find and exchange information. TASK 5 — Add an attachment to an e-mail message

Many types of Files can be attached to an e-mail message, for example photographs, drawings,
spreadsheets, letters etc.

Can you send the Time Sheet document provided by your tutor (or ask your tutor for an alternative
the file) and attach it to an e-mail to your tutor. Your tutor will place this file in your Kanzil Word
Processing folder.

1. Create a new e-mail message, and type in your tutors e-mail address.

2. In the message window click on the paper clip (this icon indicates you want to attach some file to
your e-mail message).

§ ¢

/= Untitled Message - Windows Internet Explore

@https:)‘j'-ar*:;‘-c:r'j‘fil=].Z.outlook.coms‘»;ﬂ.«v'a, e=Item&a=Newat=IPM.NoteZcc=MTQUMC4ZNT AuNJQsZWAERDISHDISNDKZMzZ
i=d send me B, ? 8 B V- [Boptons.. |[HTML v (7)
@ To... ||

&3 Cc...

Subject:

Tahoma vitow B I U =i EE . A. v
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1.2 FIND AND EXCHANGE INFORMATION

TASK 1.2F&G

3. Browse to the Kanzil Word Processing folder and click the Time Sheet file that you want to attach

When you have locted your file, click on OPEN

Insert File

Look in: |[[j Kanzil Word Processing JB vl @- X CiE-
u—:JTrusted Size Type Date Modifie
Temelates @;E 19KB Microsaft Word Doc.. [E2/OTE0TEE
Rz Look for the Time Sheet document. ’
Documents
(3 Desktop
My
Documents
R
Computer
g My Network
Places
< | =
File name: | v ‘
Files of type: I al Files v}
4. Then click on Insert
< | =
File name: l v I
Files of type: I all Files v|
4
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1.2 FIND AND EXCHANGE INFORMATION

TASK 1.2F&G

5. You know your file is attatched when you see the file name beside the Attached field.

Subject: ]

Attached:

Ensure you have the Time Sheet document attached here.

6. Compose the following message

Dear (colleague name),

Please find attached my time sheet for last month.

Regards

(Your name)

7. Check your message for spelling misakes before sending. Use the spell g

check facility by clicking on the Spelling and Grammar and icon. Spelling &
Grammar

8. Send the message.
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1.2 FIND AND EXCHANGE INFORMATION

TASK 1.2F&G

Activity: Lets practice (Open or save an e-mail message attachment)

You can open an attachment from an open message. After opening and viewing an attachment, you
may choose to save it to a disk drive. If a message has more than one attachment, you can save
multiple attachments as a group or one at a time.

To Open an attachment
1. Open the email with the subject “Attachment”, received from your tutor. Double click the
attachment, you will find it in the top part of the email underneath ‘Subject’.

/> Untitled Message - Windows Internet Explorer

& | https://amsprdii02 outlook.com/oy g P Note@oc=MTQUMC42MT A C SNSXINETMLDASMA==8p: Q
| =send 0 @ B Y 8 B Y - Aoptons. |[HTML v (7)
(@ To...
&g Cc...
| : Click twice on the file
Subject:
. name to open attachment
Attach... ['_]heatth_glance_en.pdr’(7 MB) [Op=n =5 Web Page] )]
| | Tahoma viiiow|B I U == idEE . A. v

Activity: Lets practice (To Save an attachment)

1. Right click on the attachment (underneath the Subject), and choose Save Target As.

/= Untitled Message - Windows Internet Explorer
£ | https:/famsprd0102.outlook.com/owa/?ae=Item&a=Newat=IPM.Note&cc=MTQUMC42NTAUN]QsZW4tROISNDISNDk2NZISHSXIVE I MLDASMA==8p: 5
i=dsend W 0 W B Y 8 B ¥V - [Aoptons.. |[HTML v (2
[} To...
(&g Cc...
Subject:
Attach... ) health_glance_en.pg&2tam <= :
Open
Open in Mew Window I
v = 2= v ¥
Tahoma 10 Save Target As... i - A A
Print Target
Ple Cut

Copy
Copy Shortcut

Paste

Add to Favorites. ..

Send to OneMote

Properties

2. Choose where you would like to save the attachment to, e.g. your memory pen.
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1.2 FIND AND EXCHANGE INFORMATION

TASK 1.2F&G

Please tick when complete

1. Reply to the email received in your inbox with the Subject: Company
information

2. Compose and send an email to at least 2 colleagues, asking them to give
you details on their previous work experience. Reply back to the emails you
receive.

3. Open the email message you have received entitled “Health and Safety”

Forward the “Health and Safety” email to one other colleague in the class

4. Look at any one of the messages in your inbox, record below the following
information

- Who is the message from?

- What is the subject of the message?

- What date was the message sent?

5. Send an E-mail to your tutor and attach the Kanzil Belfast projects
document (supplied by your tutor).

6. Download and Print the attachment from the “Quotation” email message
you have received.

7. Check your ‘Sent items’ to view message you have already sent.
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1.2 FIND AND EXCHANGE INFORMATION

TASK 1.2F&G

Please tick when complete

8. What do the following symbols mean when displayed beside your messages

.
]

9. Attach one of the Photographs you have taken (Task 1.2¢(c)) to an email and
send it to a colleague with a brief message.

10. Reply to your colleagues email (the message with the photo attachment)

11. Delete any unwanted emails from your inbox

12. Add at least 3 of your colleagues E-mail address to your E-mail
address book.
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1.2 FIND AND EXCHANGE INFORMATION:
SELECT AND USE A VARIETY OF
APPROPRIATE SOURCES OF INFORMATION

Answers

This section mainly addresses the curriculum areas specified, although to allow a more realistic setting

for each task, some elements from other curriculum areas may also be mentioned. This section has
been prepared for use with Microsoft Office ® 2010 software and Windows ® Internet Explorer.
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1.2 FIND AND EXCHANGE INFORMATION
ANSWERS

TASK 1.2A
1. 27%
2. energy performance

3. 2016

TASK 1.2B

Tutor led discussion with students concerning the importance of copyright.

TASK 1.2C

Tutor checked

TASK 1.2D(A)

Boolean operator: AND

GOugle Northern Ireland suppliers of Double-glazed windows AND Argon i

Search About 311,000 results (0.3

Web Ads related to Northern Ireland suppliers of Double-glazed ... Why these ads? Ad
Images Ireland Double Glazing | localdoubleglazingquotes.co.uk Affl
localdoubleglazingquotes.co.uk/Ireland wwy
Maps 75% off Double Glazing Get the Best Prices in Ireland Do
Cal
Videos Anglian Double Glazing - Many Style & Colour Combinations.
News www.anglianhome.co.uk/Double_Glazing Su
Enquire Today For Your Free Quote! uk
Shopping Get a Quote - Tilt & Turn Windows - Casement Windows - Sash Windows Seg
Vie
Wore Double Glazing Prices | doubleglazingguotes.com
www.doubleglazingquotes.com/ Ar¢
Upvc Double Glazing Northern Ireland Free Quotes By Local Window Fitters ww
Glasgow, UK ) ) . Get
. New Windows - uPVC Windows - Windows & Doors - Cheap Quotes
Change location Ac
Double Glazing | Is It Really Worth It? Wi
The web www.homeheatingguide_co.uk/double-glazing.html —]
WwW
Pages from the Double glazing can reduce heat loss by up to 20% in turn reducing energy bills and ... Se.
UK commonly the void between these two glass panels is filled with Argon gas ... logo to o)
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1.2 FIND AND EXCHANGE INFORMATION
ANSWERS

TASK 1.2D

Boolean operator: OR

Search

GOx )gle Northern Ireland suppliers of PVC Double-glazed OR Triple-glazed units “
Search

Neb Mclihatton & Company Limited

www mcilhattons.com
Images Our range of double glazed units are designed especially to cope with the ... are
Northern Ireland's foremost manufacture of double glazed units and PVC-U ...

Maps residential home renovations, Mcllhatton & Company Limited manufacturers the ...
Videos
Double Glazing Windows. upve Windows: Prices, Double Glazed ...
News  www networkveka.co.uk
by networkVEKA conservatories
Shopping B Sound reductions - The fitting of upve double glazed or triple glazed ... or
. double glazed windows with the |atest energy saving double glazing units or

replace ... of local double glazing suppliers across the UK - Scotland -
Northern Ireland and ...

Glasgow, UK

Double Glazmq Installers in Northern Ireland local business listings ...
Change location

www yell com/s u"i-m]; \g+installers-northern+ireland htm|
ﬁwttt-tatx-\q 5-1w

The web Double Glazing Installers in Nonhem Ireland - find business results in ... Misted
Double Glazed Units; Window & Door Handles: Upve Door Panels .. Alumumum

P from th
8?(25 . Glass Suppliers, Rooflights & Skylights; UPVC Windows, Doors; Conservatories ...

Boolean operator: NOT

Search

GO\’SIC | Lime NOT Limestone] “

Search

lemg the Lawn

wwu_edu/~agexten/hortcultturi/liming htm

Images Also it is not caustic or disagreeable to handle as is bumt or hydrated lime_ It may also
Maps contain varying amounts of magnesium carbonate. Limestones ..
Videos FAQs - Lime Basics - NLA
www_lime org/lime_basics/faq asp
News A: Lime is a generic term, but by strict definition it embraces only the manufactured
forms of lime—quicklime and hydrated lime_ It does notinclude limestone. ...
Shopping
More What is Lime? | Products | Graymont

www.graymont.com » Products
The word “lime" refers to products denved from burnt (calcined) limestone, such ...

Glasgow, UK Hydrated lime normally does not give off heat when it is combined with water

Change location —
Natural liming matenals

aglime org uk/tech/natural ng_matenals. php

The web ems — Typucal Limoslone Heulrahsmg Values dependant on the ..
Pages from the ns S
UK Ground llmestone Heu(rahsmg value. Any amoum of material as a percentage ..
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1.2 FIND AND EXCHANGE INFORMATION
ANSWERS

GO\ 'SIL’ 500 inches into meters “

Search
W 500 inches = 12.7 metres
. More about calculator.

Goc ,8le 42%of 70 |

Search
Web Wl 42%0of70=204
e More about calculator.

GO ( )SIC £500 into euros “

Search
Web ) UKE 500 = 637.472284 Euros
Rates provided for information only - see disclaimer. More about currency
Images conversion,
Maps

GO O Sle 750 gallons into litres “

Search

web Volume =

e 750 3409.57

GO\ )gle 2.5 miles into km “

Search

web U 2.5 miles = 4.02336 kilometres

More about calculator,
Images

Google 458" 4 [T

Search

Web B 458*4=1832
Mor i tor
Images

TASK 1.2D (C-E)

Tutor checked
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1.2 FIND AND EXCHANGE INFORMATION
ANSWERS

TASK 1.2E (A)

Tutor checked

TASK 1.2E (B)

Tutor checked

TASK 1.2E (C)

Tutor checked

TASK 1.2F AND G

Tutor check
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