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Advanced Email
:
F
orward email, set up group email
 
O
rganise your emails
O
pen attachments and save to your memory stick
A
dd attachments to new emails
Advanced 
Google
:
Learn how to get more from Google
Take home the very useful “Google Search Tips” sheet
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Learn more about E
mail
 & Google
!
Date:
 
ADD DATE
Time:
 
ADD TIME
Venue:
 
ADD VENUE
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All welcome! 
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) (
5N0412
) (
© C
omputer Sharing Centre Ltd 2012
 
| www.computersharingcentre.com
)[image: ]
image6.jpeg
computer e« Ccentre




image1.wmf

image2.wmf

image3.jpeg
computersharing «centre

Google search tips

Example

all lower case

Google does not see a difference between small letters
(lower case) and capital letters (upper case), 5o you can type
in lower case.

jane austin pride and prejudice
(not Jane Austin Pride and
Prejudice)

most important
word first

Google prioritises search words in the order they appear.
Put the most important first

train timetable

“Speech marks"

Put speech marks around a name or linked words and they
will have to appear together on the web page.

“robert harris" (0.7m results)
robert harris (21.3m)

synonym

Place the tilde sign (~) immediately i front of your search
term to get the words that mean the same included in your
search.

“funny (gets cartoon, crazy.
lots of similar words)

Plus (+) and (-)

Google ignores common words when compiling the index
such as "where"; "how"; "the"’; and other digits and letters
that slow down your search without improving the results.

If a common word is essential put a "+" sign in front of it, or
if you want to rule out 2 word put a “in front of it

peanut butter +and jelly
brew tea -beer

Sometimes the best way to ask a question s to get Google to

thomas edison invented
the * (1 got lightbulb,

fill in the * | “fillin the blank" by adding an asterix (*)at the part of the
sentence or question you want finished. phonograph, alkalin battery
and even “modern world"|
To search ".ac’; ".gov"; ".org" put "site:" in front of these
sites | 5tes with no space. acis reserved for higher site:.ac war stories (only 147
* | education/academic institutions, gov for government sites | results)
and .org for non-profit organisations)
) Tofind only powerpoint documents opt word documents | i ye Lo o
filetype: | (docx, doc), excel spreadsheets (xls, xisx) or printed material
(pdf). No space between the fle type and the : ()
inurlworld war 1 (31m)
inurls | Alows You to search for words within the URL or website
| address. Wby i cptos
» All results. i
defi To see a list of different definitions from various online. Videos.
efiNe | {;urces, type "define:" followed by the word or phrase. Bige
=
Google's spell checking software will automatically check P
spell checker | whether your query uses the most common speling of a s
given word.. use it to help your spelling! Fasthour
: et bous
‘Show Options | See this on the upper lft hand sde of your search results
page. Panty
[ Show options... Cickon tto reveal acolumn o options on the left han side ey T
shown to the right here . i
Wonder wheel | Shows the results graphically. You can click on a spoke on il i
the wheel that interests you and dig deeper then go back, Wonder wheel
Wonder wheel v s deeperthen & T

fantasticl

don't forget
these at the top!
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