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[bookmark: _Toc526841758][bookmark: _Toc526841971][bookmark: _Toc528161466][bookmark: _Toc8124120][bookmark: _Toc21514407]1. Website structure
[bookmark: _Toc526841972][bookmark: _Toc528161467][bookmark: _Toc8124121]1.1 What is the internet
Currently, it is possible to search for a great deal of information using the Internet. This is related to the question: What is the Internet?
We can simply describe the Internet as a global network linking all continents, states and cities so that any computer can communicate at any time with another computer, anywhere on the planet.
In fact, these are thousands of individual computer networks that are interconnected. Each such network can have only a few computers (small company) or hundreds of computers (big company). The owners of these individual networks will agree and interconnect. In a nutshell, a global computer network will be created.

[bookmark: _Toc528161364][bookmark: _Toc528161468]Internet services
The basic Internet services include:
www	a system of webpages displayed using a web browser
· Using a web browser (see next page) we can browse the websites of companies, offices and other people.

e-mail	communication of people and companies via electronic mail
· E-mail allows citizens to communicate (send messages) with acquaintances, but also with companies (when searching for work) and with authorities (if a citizen needs to provide a service or get information about these services).

instant messaging 	on-line (direct, live) communication between users
· Live communication over the Internet takes place so that the participants of the communication are at their computers and communicate remotely. In this way, the image of the participants of the communication can also be transmitted. The citizen can thus communicate with an office worker (this way of communicating the citizen with the office is not yet widely spread).

VoIP	Internet calling
· This is a classic use of a fixed telephone that is connected to a telephone network via a computer.

FTP	file transfer
· Citizens can send files (such as a request) to the office using a computer, or they can retrieve such files from the office.

file sharing	the file owner may allow the file to be opened by another person
· The citizen can open the form that is on the Office website and fill it out of his computer.

remote connection	a computer user can connect to his computer at home from anywhere
· This service allows you “to look" remotely at the disk of your home computer and download the necessary files from it.

online games	play with your opponent at a distance (everybody is sitting at home with 	your computer)



[bookmark: _Toc526841973][bookmark: _Toc528161469][bookmark: _Toc8124122]1.2 Web browsers
[bookmark: _Toc528161366][bookmark: _Toc528161470]Internet Browser is a computer program used to view web pages. There are a lot of web browsers.
[bookmark: _Toc528161367][bookmark: _Toc528161471]Types of web browsers
The most used browsers in the Czech Republic include:
· Internet Explorer
· Mozilla Firefox
· Google Chrome
· Safari
[bookmark: _Toc528161368][bookmark: _Toc528161472]Elements of a web browser
While there are different web browsers, it can be said that all browsers have the same basic elements of a window that a user uses to search for information on the Internet.

Mozilla Firefox browser
new card
address field
card
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search box







Google Chrome browser

bookmarks bar
address fiel
new card
search box
card
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You can see that most of the elements are the same in the two browsers shown above. Still, there may be minor differences in browsers. E.g. the address field in Google Chrome also serves as a search box.
[bookmark: _Toc526841759][bookmark: _Toc526841974][bookmark: _Toc528161473][bookmark: _Toc8124123][bookmark: _Toc21514408]2 Websites and their parts
[bookmark: _Toc526841975][bookmark: _Toc528161474][bookmark: _Toc8124124]2.1 Website
Web pages are actually a set of documents that can be viewed using a web browser. In order for a website to be able to view a web browser, its content needs to be written using special codes that can be viewed by the browser so that they are comprehensible to the Internet user.
The content of the website may contain many different parts. These include:
· text
· pictures
· videos
· sounds, etc.

The pages may be static (their content is unchanged) or dynamic (their contents vary - for example, the image moves around the screen,

[bookmark: _Toc526841976][bookmark: _Toc528161475][bookmark: _Toc8124125]2.2 Layout of web pages

Using a web browser, we can display different websites. Even though web site owners are different entities or private individuals, the pages usually have the same parts.

The classic website layout (appearance, layout) includes the following elements:
· page header - top, contains logo, site name
· menu - horizontal or vertical, serves as a navigation element; you can use it to switch to the various information that is stored on your site
· content - this is the main part of the website in which we seek information; these are displayed in the form of texts, pictures, videos, etc.
· patio – below, contains additional information (author of the site, copyright, etc.)

Graphically, the main elements of a web page look can be represented as follows:
header
menu
content
patio
















Website elements can be organized in many other ways. Nowadays we can often see so-called tile layout of web pages.

[bookmark: _Toc528161372][bookmark: _Toc528161476]Classic website layout
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The different information that this site offers will be switched by using the menu. Click the button with the name of the information we want to view.
On the menu pages displayed, for example, there are groups of information:
· Currently
· What's happening to us
· etc.

[bookmark: _Toc528161373][bookmark: _Toc528161477]Web page tile layout
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Click on the tile that has the name of the information we want to view the different information that this site offers.
On the tile pages displayed, for example, there are groups of information:
· Microsoft Office courses
· Graphic programs courses
· etc.

[bookmark: _Toc526841760][bookmark: _Toc526841977][bookmark: _Toc528161478][bookmark: _Toc8124126][bookmark: _Toc21514409]3 Website address
[bookmark: _Toc526841978][bookmark: _Toc528161479][bookmark: _Toc8124127]3.1 Web address structure
If we want to open a website of a government or self-government entity, we need to know the Internet address of this site.

The URL is usually composed of three parts:
· www.mmr.cz 
· www	an abbreviation for the World Wide Web; this part of the address no longer needs to be written
· mmr	a so-called domain that is unique; it is not possible for different organizations to have the same web address
· cz		country name (cz = Czech Republic; de = Germany, etc.)

[bookmark: _Toc526841979][bookmark: _Toc528161480][bookmark: _Toc8124128]3.2 Entering the address in the browser
Enter the address of the web pages we want to open in the address field (see chapter 1).
At this time, browsers are ready to place the web address in the address field without the abbreviation "www." Browsers will automatically complete this section.
However, beware of entering a website address into the address field. It is inappropriate to enter a web address in the search box because this field is for searching information, not for opening pages. It may be that the browser will offer us to open an incorrect or even fake site that contains other information than we wanted to find.

[bookmark: _Toc526841980][bookmark: _Toc528161481][bookmark: _Toc8124129]3.3 Opening a website
You can do the following to open the web pages we want to view:
· (a) By entering an address in the address field.
· (b) Using a list of recently opened websites.
· (c) Launch a searchable sitelink.
· (d) Spuštěním hypertextového odkazu.

[bookmark: _Toc528161378][bookmark: _Toc528161482]a) Inserting an address into the address field
This way we can use if we know the web address.

Procedure:
(1) Open a suitable browser.
Open the browser that suits you best in your layout.

(2) Enter the web address of the pages we want to open in the address field.
Most browsers have a feature that "prompts" itself and displays an address suggestion that contains the address of the searchable website when entering the address. If the list shown is the one we want to open, we can click on the mouse to the address and it will automatically be added to the address field and the page will open automatically.

(3) Confirm with the Enter key.
When you press the Enter key, the pages with the address we wrote are opened. If an address does not exist, an error message will appear. In this case, we have to check whether we did not make a mistake (typing) in writing a web address.


b) Using a list of recently opened websites
This way we can use if we want to open the web page we recently opened in the browser. The browser remembers recently visited pages.

Procedure
Suppose your web browser is open and we've already viewed multiple different websites. This shows the arrow pointing to the left in front of the address field highlighted. This arrow means: “one step back ".

[image: ] Mozilla Firefox Browser Address Field

[image: ] Google Chrome Address Entry Field

(1) Point the mouse to the "back" arrow and press the left mouse button.
You'll see a list of the pages we've opened “today” in the browser.
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(2) We'll find the address of the site that we want to open again and press the left mouse button.
When you click the mouse, the required web pages are opened.


[bookmark: _Toc528161379][bookmark: _Toc528161483]c) Launch a searchable sitelink.
We will use this method if we do not know the exact address of the website. In this case, it is useful to use the search box in the browser.

[bookmark: _Toc528161380][bookmark: _Toc528161484]Procedure
Imagine that we want to find a website that will allow us to search for connections to the capital. We then open these pages.

(1) In the search box, write text to help find the right pages
If we are looking for a connection to the capital, we can insert a "timetable" into the search box.

After pressing the Enter key, the search engine displays a list of links to web pages that contain timetable information.
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(2) We select the most appropriate link, point it with the mouse and click the left button
You need to read the short text that is under each link and try to choose the most appropriate link.
Subsequently, the pages that match the selected link will open.
If the open pages are not the ones we were looking for, we'll go back one step (the arrow to the left before the address field) and try another link.

[bookmark: _Toc528161381][bookmark: _Toc528161485]d) Running a hyperlink
We will use this method if we have an open document, for example, in a text editor where a web page is written, and we choose to open and view these pages.

[bookmark: _Toc528161382][bookmark: _Toc528161486]Procedure
 (1) We'll show you on a hyperlink
When we point the mouse over a hyperlink and press the CTRL key. The mouse icon changes to a "hand" image. Sometimes you do not have to press the CTRL key.

(2) Click the mouse
Clicking on the hyperlink automatically opens the browser that is installed on your computer. The Web page to which the hyperlink referred to opens in the browser.

Note:
For more information on the hypertext link, see Chapter 4.


[bookmark: _Toc526841761][bookmark: _Toc526841981][bookmark: _Toc528161487][bookmark: _Toc8124130][bookmark: _Toc21514410]4 Hypertext link
Hyperlink is a property that is associated with a Web site element. If you click on an element that has a hyperlink set, it jumps to a different site location, to another site, to another site, or to launch an action (for example, a video will start).
Hyperlink is most commonly assigned to text (text with a hyperlink is usually shown in red underline), a button, a mail address, or an image.
The Hyperlink is indicated by pointing the cursor with the mouse pointer when you point the mouse pointer.

Table of hyperlinks
	Demo
	Type of hyperlink

	[image: ]
	Clicking on the image can:
(1) enlarge picture;
(2) see a description of the image

	[image: ]
	The picture is the logo of the information portal. Clicking on it will go to the first page of the portal.

	[image: ]
	Click on the web address to switch to another website.

	[image: ]
	Click the "Send request" link to open the e-mail application. We can write a message and send it to her.

	[image: ]
	Clicking on the company logo will open the company's website.

	[image: ]
	Clicking on the e-mail address opens the e-mail application. We can write a message and send it to her.


Note: The table only lists typical hyperlinks (not all options).

[bookmark: _Toc528161384][bookmark: _Toc528161488]Procedure
 (1) We'll show you on the active site element
The mouse cursor moves to the active element (see table above). When the hand cursor appears, it is possible to use the jump to the point where the active element is directed.
(2) Click the left mouse button
Web pages will switch the display to a new location specified by the hyperlink.
[bookmark: _Toc526841762][bookmark: _Toc526841982][bookmark: _Toc528161489][bookmark: _Toc8124131][bookmark: _Toc21514411]5 Browse web pages
Web browsing is intuitive. However, there are a number of procedures that can make users more enjoyable and quicker to work with websites. Let's show some of them.
[bookmark: _Toc526841983][bookmark: _Toc528161490][bookmark: _Toc8124132]5.1 Scroll the screen
Most websites display more information than the screen size. We can use three basic procedures to move the screen:
· scroll using the mouse
· scroll with scroll bar
· automatic scrolling

[bookmark: _Toc528161387][bookmark: _Toc528161491]Scroll with the mouse
[bookmark: _Toc528161388][bookmark: _Toc528161492]Procedure
 (1) We will point to the part of the website we want to move.
(2) Turn the mouse wheel.
When you roll the wheel, the page content moves up. Turning the wheel apart, the page content moves down.

[bookmark: _Toc528161389][bookmark: _Toc528161493]Scroll through the slider
[image: ] If the content of the page is larger than the screen, the slider appears in the left margin of the window.
The slider element has three parts:
· up arrow
· down arrow
· slider
Procedure
Move with the arrows
· Click the arrow to move the jump screen in the direction of the arrow selected.
· If you point to the arrow and press the left mouse button, the content of the page will be continuously moved in the direction of the selected arrow.
Scroll through the slider
· (1) We'll point to the slider and grab it with the mouse (press the left mouse button and hold it).
· (2) Move the slider up or down. This causes the page content to move in the direction of movement of the slider.

[bookmark: _Toc528161390][bookmark: _Toc528161494]Automatic scrolling
If the content of the site is very large (multiple screens), we can use automatic scrolling.
[bookmark: _Toc528161391][bookmark: _Toc528161495]Procedure
 (1) We move the mouse pointer to any place of the content of the pages we want to scroll through.
[image: ](2) Click on the mouse wheel.
The icon you see appears in the image.
(3) 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.
(4) Click the mouse wheel to exit automatic scrolling.

[bookmark: _Toc526841763][bookmark: _Toc526841984][bookmark: _Toc528161496][bookmark: _Toc8124133][bookmark: _Toc21514412]6 Searching for contacts
The citizen very often needs to find out who a worker can discuss with his / her problem or who can be contacted by phone or e-mail.
For this, the citizen can use the contact information, which can be found on the websites of state administration and self-government entities.
[bookmark: _Toc526841985][bookmark: _Toc528161497][bookmark: _Toc8124134]6.1 Contact information
Contact details are particularly important:
· the name and surname of an employee of the Office
· Knowledge of an official's name is important. You will use it when you contact the office (electronically, by letter, by phone, in person).
· the title
· Can be used to reach the official title instead of a name.
· phone number
· Use the telephone to contact an official.
· e-mail address
· It serves for electronic communication of the clerk. You can send him an e-mail with the query or the required information.
· job position
· • By job position, you can see which worker can solve your request or query.
[bookmark: _Toc526841986][bookmark: _Toc528161498][bookmark: _Toc8124135]6.2 View contact information
A lot of companies currently display only a contact form on their site, through which a person can ask questions. These companies do not have any additional contact information.
This is different for government and self-government websites, as these organizations are for citizens. That is why the citizen must find a contact with the clerk with whom he needs to solve a problem.

Most regional and local authorities have a button called Contacts on their site. On such pages, the citizen finds the necessary contact very quickly.
[image: ]
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[bookmark: _Toc528161499]Procedure
 (1) We open the office site.
(2) Click the Contacts button on the menu
(3) We will find contact with the Office worker. We can then contact him using some contact information.
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[bookmark: _Toc526841987][bookmark: _Toc528161500][bookmark: _Toc8124136]6.3 Organization of offices
[bookmark: _Toc528161397][bookmark: _Toc528161501]Unions with whom the office most often communicates
Individual offices are divided into more departments. These departments are usually called unions. Each department is in charge of one area of life for citizens or a region that is in charge of the office. The ministry has departments that deal with areas within the whole state, regional authorities have unions that solve the areas at the regional level, and unions in the municipal authorities solve the problems of their citizens and care for the development of the community environment.
In larger offices, unions are further divided into departments. Each department deals with one issue.
Citizens most often need the services offered by the following unions and departments:
1. Social Affairs Department
· Department of Social and Legal Protection of Children
· Provides social and legal protection for children and deals with alternative family care.
· Department of Social Welfare and Prevention
· Provides care for seniors, disabled citizens and citizens in material need.
[bookmark: _Toc528161398][bookmark: _Toc528161502]2. Department of Construction and Spatial Development
· Separation of Building Regulations
· • Grants building permits and building approval.
[bookmark: _Toc528161399][bookmark: _Toc528161503]3. Civil and administrative division
· Administration department
· It deals with offenses committed by citizens, especially offenses against public order.
· Department of Document Issuance and Population Records
· Publishes identity cards, travel documents and records permanent residents' stays.
· Separation of services, information and matrices
· Ensures records on birth, marriage, and death matrices. Handles requests for citizenship.
[bookmark: _Toc528161400][bookmark: _Toc528161504]4. Department of Property Management
· Housing department
· Manages rents and sales of municipal dwellings and deals with non-payers.
[bookmark: _Toc528161401][bookmark: _Toc528161505]5. Trade division
· Administration and Control Department
· Handles trade license applications and controls compliance with business obligations.
[bookmark: _Toc528161402][bookmark: _Toc528161506]6. Department of Environment and Transport
· Department of Environmental Protection
· Provides maintenance of greenery, environmental protection, animal protection, waste collection and treatment, etc.
· Department of Transport
· • Keeps roads, issues parking cards, maintains clean roads, etc.

[bookmark: _Toc528161403][bookmark: _Toc528161507]Postup
The citizen who wants to do something at the office should do the following:
(1) Determine which department or department may solve its problem or request.
(2) Find a contact to this department (see the procedure on the previous page).
(3) Reach one of the officers of this department with a suitable contact information (phone number, e-mail address) or visit the office and discuss the issue personally.
[bookmark: _Toc526841764][bookmark: _Toc526841988][bookmark: _Toc528161508][bookmark: _Toc8124137][bookmark: _Toc21514413]7 Searches for office address and office hours
[bookmark: _Toc526841989][bookmark: _Toc528161509][bookmark: _Toc8124138]7.1 Office hours of office and address
If a citizen needs to deal with matters in the office, he may use electronic communications in some cases, but in most cases the office must directly visit.

To do so, he needs to know four data:
· the name of the official
· department (unions)
· office address
· office address

The office address and office hours are often located on the contact page or the home page. Sometimes you can find the address of the office in the headers of the site. However, there are authorities with contact details located elsewhere on their site.

[image: ]



















[bookmark: _Toc526841990][bookmark: _Toc528161510][bookmark: _Toc8124139]7.2 Finding office address and office hours
[bookmark: _Toc528161407][bookmark: _Toc528161511]Procedure
(1) We open the Office website.
(2) Let's take a look at the opening page for the address of the office and office hours. Let's take a look at the opening page for the address of the office and office hours.
(3) If the search results are not on the opening page, we will open the Contacts button. We look through the open page and look for the office address and office hours.

Note: 
· Some authorities have "hidden" information in other places. On such sites, it is necessary for a citizen to gradually search for each subplate.



[bookmark: _Toc526841765][bookmark: _Toc526841991][bookmark: _Toc528161512][bookmark: _Toc8124140][bookmark: _Toc21514414]8 Maps application
If a citizen wants to visit the office for personal conduct, there may be situations where he does not know where the office is located. Mostly, the citizen knows the place where the office is located in the municipality where they reside. However, the problem may arise when a citizen first visits a regional office or a ministry. It is advisable to find out in advance where the office of the office is located and how we get to it.
[bookmark: _Toc526841992][bookmark: _Toc528161513][bookmark: _Toc8124141]8.1 Open the map application
The map application is available on all web browsers. This app offers the following services in particular:
· find a location by a known address
· planning a journey from one place to another
The application address is www.mapy.cz.

[bookmark: _Toc528161410][bookmark: _Toc528161514]Procedure
Open the map application as follows.
(1) We open any web browser.
(2) Enter the address www.mapy.cz in the address field (just enter mapy.cz only).
[image: ]1
2
3



[bookmark: _Toc528161411][bookmark: _Toc528161515]The important elements of the application you are viewing are
· (1)	Office search address card by known address.
· (2) 	Trip plan card to the location of the office.
· (3)	Button to hide the search bar.





[bookmark: _Toc526841993][bookmark: _Toc528161516][bookmark: _Toc8124142]8.2 Find the office seat by address
Find the location of the Office's location in the map application.

[bookmark: _Toc528161413][bookmark: _Toc528161517]Procedure
(1) Switch to the Search tab.
(2) Enter the address of the office that we found on the Office website in the input field.

[image: ]





(3) We confirm the inserted address by clicking on the magnifying glass icon. The application displays the map of the municipality and marks the location of the office.

[image: ]

















[bookmark: _Toc526841994][bookmark: _Toc528161518][bookmark: _Toc8124143]8.3 Map Control - Tips
If we look at the map instead of the office, we can work with the map. The most common activities with the map are:

· You can hide the search and scheduling panel using the panel hide button. We cling to him with a mouse. The panel is hidden and a button appears on the right of the screen to display the panel again.
· You can move the map with the mouse by pointing the map, pressing the left mouse button and moving the mouse. While we hold the button, the map moves.
· Maps can be zoomed in or out by using the mouse by pointing to the map and spinning the mouse wheel toward each other (shrinking) or moving apart (zooming)



[bookmark: _Toc528161519][bookmark: _Toc8124144]8.4 Viewing the aerial image of the office
The map application allows you to view an aerial image of the office's office.

[bookmark: _Toc528161416][bookmark: _Toc528161520]Procedure
(1) Search office location (see previous procedure).
(2) We'll zoom in on the map instead of the office.
(3) Use the button located in the upper left corner of the map with the aircraft image to switch to aerial view.

[image: ]





[image: ]Viewing an aerial view of a place on the map is very convenient. The citizen can explore the neighborhood of the office and memorize the main points of interest to help find the office.





[bookmark: _Toc526841995][bookmark: _Toc528161521][bookmark: _Toc8124145]8.5 Finding the route to the seat of the office
If a citizen wants to go by car to an office whose address he has found (see the previous pages), you can use the map application to display the route from your residence to the office.

[bookmark: _Toc528161418][bookmark: _Toc528161522]Procedure
Suppose we have an open map application. Let's also assume that we live in Šternberk and we want to go to Olomouc office, whose address we found on the previous pages of the textbook.

[image: ](1) Switch to the route planner.
(2) In the field named "Start" we will write "Šternberk“
(3) In the box titled "Destination" we will write the address of the Office's office.
[image: ]
In the figure, you see the app shows the length of the route and how long it will take to drive.

















[bookmark: _Toc526841766][bookmark: _Toc526841996][bookmark: _Toc528161523][bookmark: _Toc8124146][bookmark: _Toc21514415]9 Conclusion
They have learned in this learning text:
1. Select and open a web browser.
2. View a website with a state, regional, or local authority in the web browser.
3. Look for the address of the Office website.
4. Use hyperlinks on websites.
5. Look for contact details for Office staff.
6. Search the office address and office hours.
7. Search the location of the office on the map and, if necessary, find a route to your office from your place of residence if you want to go to the office by car.

Workshop 1 – Textbook
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