

[image: S:\WYDA - nová\7 - Projekty EU\7-5 ERASMUS +_EGOV 2017-2019\Formuláře\Šablony - učební materiály\EGOV - picture1_cover.jpg]

	[bookmark: _Toc8382749]Workshop 1 (MATERIAL FOR A PARTICIPANTS)

	SEARCHING FOR INFORMATION FOR COMMUNICATION WITH THE OFFICE



	1. Worksheets
2. Individual 	works
	
	3. Textbook
	
	4. Procedures


[image: S:\WYDA - nová\7 - Projekty EU\7-5 ERASMUS +_EGOV 2017-2019\loga\eu_flag_co_funded_pos_[rgb]_right.jpg]




	Author
	WYDA s.r.o., Žďár nad Sázavou, CZ

	Project name
	Workshops for more effective using of e-government services

	This project has been funded with support from the European Commission. This Publication (communication) reflects the views only of the author, and the Commission cannot be held responsible for any use which may be made of the information contained therein.


[bookmark: _GoBack]


PROJECT PARTNERS
	Country
	Company
	WWW
	QR code

	[image: S:\WYDA - nová\7 - Projekty EU\7-5 ERASMUS +_EGOV 2017-2019\Formuláře\Šablony - učební materiály\cz.png]
	WYDA s.r.o.
Žďár nad Sázavou
	http://www.wyda.cz
	[image: ]

	[image: S:\WYDA - nová\7 - Projekty EU\7-5 ERASMUS +_EGOV 2017-2019\Formuláře\Šablony - učební materiály\de.png]
	Institut für technologieorientierte Frauenbildung e.V.
Kassel
	http://frauencomputerschule-kassel.de
	[image: ]

	[image: S:\WYDA - nová\7 - Projekty EU\7-5 ERASMUS +_EGOV 2017-2019\Formuláře\Šablony - učební materiály\fi.png]
	Kb S Höstman Ky
Vaasa
	https://www.conductus.fi
	[image: ]

	[image: S:\WYDA - nová\7 - Projekty EU\7-5 ERASMUS +_EGOV 2017-2019\Formuláře\Šablony - učební materiály\pl.png]
	Centrum Ksztalcenia Ustawicznego
Tarnowskie Góry
	http://cku.szkola.pl
	[image: ]




Simulation environment
	www
	QR code

	http://egov-sim.eu 
	[image: ]










[bookmark: _Toc8127905]Procedures
[bookmark: _Toc8127906][bookmark: _Toc21515286]1. Moving through websites
possibility 1 – Rotate the mouse wheel
1. Move your mouse over the web browser's desktop.
2. Rotate the mouse wheel to “scroll” through the screen content:
· Turn the wheel towards you to scroll up.
· Turn the knob from one another to scroll down.


possibility 2 – Use the slider on the right edge of the browser window
1. Point the cursor to the slider.
1. Press the left mouse button (press and hold down) to "grab" the slider.
1. Move the mouse up or down to move the slider.
· Changing the slider position will cause the screen content to "scroll".
· This scrolling is smooth and varies according to the slider position.
6. To exit the "scrolling" content screen, release the left mouse button.


[image: ] possibility 3 – Use the arrows on the edge of the bar with the slider
1. Point to a suitable arrow at the edge of the slider.
· If you want the screen content to move down, we will show the scroll bar at the top of the bar.
· If you want the screen content to move up, we will show the scroll bar on the bottom of the bar.
8. Click on the selected arrow.
· The screen content moves "step" to the selected direction. 

or
9. Press the left mouse button and hold it down.
· The screen content is continuously "rolling" in the selected direction.
· If you release the left mouse button, "scrolling" will cease.


possibility 4 – Automatic scrolling
1. Move the mouse pointer to any place of the content of the pages we want to scroll through.
1. [image: ]Click on the mouse wheel.
· The icon you see appears in the image.
1. Move the mouse pointer in the direction we want to scroll through the text.
· The contents of the screen are scrolling in the direction of the mouse. The further down the mouse pointer from the icon, the faster the screen content moves.
1. Click on the mouse wheel to exit automatic scrolling.
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[bookmark: _Toc8127907][bookmark: _Toc21515287]2. Inserting a familiar web address into your browser
We will use this procedure if we know the address of the websites we want to open.

possibility 1 – Insert an entire address into the address field
address field
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1. Click the mouse to enter the address field.
1. Type the full address of the webpages we want to open using the keyboard.
1. Press the Enter key.
· The desired web page is displayed.

Note: If the address is www.hracky.cz, it is not necessary to write the first part of the address (www). Just write an address in the form hracky.cz. Current web browsers will automatically populate the www.



possibility 2 – Inserting a website address using "whiskey"
1. Click the mouse to enter the address field.
1. Start writing the address of the websites we want to open.
1. Follow the "whitelist" (drop-down list) under the address field.
1. If the entire address of the webpage we want to open appears in the address bar, click on it.
· The address will be displayed in the address field.
21. Press the Enter key.
· The desired web page is displayed.


[bookmark: _Toc8127908][bookmark: _Toc21515288]3. The desired web page is displayed
Often, we want to open a specific website, but we do not know their web address.

Browser Mozilla Firefox
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possibility 1 – Using a search engine
1. Click on the search box.
1. Write the name of the subject (company, office, organization, etc.) whose pages we want to open.
· The more accurately we write the name of the subject, the more likely it is that the search engine finds the correct web address.
24. From the address bar (usually the search engine finds a large number), we select the most appropriate short description.
25. We point to the address so that the hand-held icon appears.
26. Click the mouse.
· The search pages are then opened.


Demo
If we are looking for the Czech Statistical Office, it is advisable to enter the full name of the office in the search field, "Czech Statistical Office".

The image is marked with a red oval, which link is the most appropriate to choose and click on it.
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[bookmark: _Toc8127909][bookmark: _Toc21515289]4. Working with hyperlinks
Different objects displayed on web pages can be hyperlinked objects. This means they can "jump" to another place on the site, open new content, or perform another action (such as downloading a file).
We'll recognize the hyperlinked object so that when you point it to the mouse cursor, the cursor shape changes to "the hand".

possibility 1 – Open a link in the same panel
This will ensure that the original content on the panel is replaced with new content that the hyperlink was pointing to.

1. Point the cursor over the hyperlink.
1. When the mouse pointer is in the shape of a hand, click the left mouse button.
29. New content will appear in the same panel.
· If we wanted to go back to previous content, we can use the arrow icon to the left.
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possibility 2 Open a link in another panel
We choose this procedure if you want to leave the original content open and open new content at the same time.
1. Point the cursor over the hyperlink.
1. When the mouse pointer appears in the shape of a hand, right-click the context menu.
1. With the left mouse button, select "Open link in the new panel“.
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