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Using Bookmarks: An Instruction Guide

WELCOME

Introduction

Have you ever tried to go to a website quickly and mistyped a web address several times? Finally, after
several tries you had to resort to a search engine to find the web page you needed. Stop wasting time
and energy. Add a bookmark! Or, if you use Internet Explorer, add a Favorite!

Bookmarking is an easy to use internet feature that remembers sites for you. These instructions will
give you the basics of bookmarking in Mozilla Firefox, Google Chrome, and Internet Explorer.

This guide will demonstrate basic features in each web browser.
Some of the tasks included are:

1. How to Add Bookmarks.

2. How to Access Bookmarks.

3. How to Edit Bookmarks.

4. How to Organize Bookmarks.

5. How to Share Bookmarks.
Bookmarking is sure to make your web browsing easy and efficient.

How to Use this Guide

There are many different ways to use this instruction guide. You can read it as a training document from
beginning to end or you can jump around to find particular tasks that are relevant to you. The Table of
Contents will provide the page number for all web browsers and bookmarking instructions.

Additional Help

If you are experiencing difficulty, please contact Cammise Mclnnis of Manhattan Strategy Group by
calling 202-450-3537 or e-mailing cmcinnis@manhattanstrategy.com.



mailto:cmcinnis@manhattanstrategy.com
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A Guide to Using Bookmarks in Mozilla Firefox

Mozilla Firefox allows you to save web pages as bookmarks. The bookmark feature allows you to save
web pages without having to type the web address repeatedly in the location bar.

In this section, you will learn

How to Add Bookmarks
How to Access Bookmarks
How to Edit Bookmarks
How to Organize Bookmarks

vk wN e

How to Share Bookmarks

This section will get you started using bookmarks to make your web browsing experience easy and
efficient in Mozilla Firefox.

How to Add Bookmarks

1. Go to a webpage you want to bookmark. In this example, we went to the United States
Department of Labor website.

[£) The US. Department of Labor Home Page - Maoilla Firefox

Eile Edit Miew History Bookmarks Iools Help

@ - C o http://uww.dol.gov/ < *3 - us department of labor P
£, Most Visited ¥ Getting Started . Latest Headlines | Testing

The U.S. Department of Labor Home ...| -

Subscribe to E-mail Updates Advanced Search
Q UNITED STATES [Fooimoo. e
DEPARTMENT OF LABOR AtoZ | SiteMap | FAQs | Forms | AboutDOL | Contact Us | Espaiol
Highlights Latest News August 12, 2010 E
For the latest updates, please visit our Highlights archive. = ETA News Release: Unemployment = MSHA News Release: MSHA fies complaint
Insurance Weekly Claims Report [08/12 with review commission over fiing of
/2010] Massey miner - 10-1121-PHI [08/11/2010]
2 US Labor Department recovers more than « Statement of US Secretary of Labor Hida L.
$868,000 in back wages for Florida-based Sols on 75th anniversary of N
timeshare company employees - [08/11 Unemployment Insurance program -
/2010] [08/11/2010]

» Newsroom
» DOL Hewsletter

Featured Initiatives

&% GreenJobs @necoverv m;ov greenzgold

People Are Asking Toolbox
= What is the current status of COBRA a y
Browse By: Topic Audience Location premium reductions under ARRA? Text Size B RSS Feeds
« When is overtime due? B rrint his Page E3 oL sieg
« Complance Assistance . Regulations
= When must breaks and meal periods be
= Disabiity Resources = Smal Business Resources given? E-mail This Page &3 Follow on Twitter
= Doing Business with DOL = Spanish Language How are vacation nav_sick nav_and neeeiha tn tinaene 1 can Carabaal =
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2. Click the bookmark icon. Itis located in the location bar.

) The U.S. Department of Labor Home Page - Moxzilla F

F it View History Bookmarks Tools Help
@ - Ny hittp://www.dol.gov/
2 Most Visited 4P Getting Started 5 Latest Headlines | Testing

The U.S. Department of Labor Home ...

3. The page is bookmarked.

How to Access Bookmarks

To access a bookmark:

1. Click Bookmarks in the toolbar.

D 2§ - us department of labor

&) The U.S. Department of Labor Home Page - Mogzilla Firefox
File Edit View History Tools Help
¥ hittp:/ fwanew. dol.gow/

£ Most Visited ¥ Getting Started

Latest Headlines

Testing

The U.5. Department of Labor Home ...| +

2. Click on the desired bookmark.

The US. Department of Labor Home Page - Mozilla Firefox

File Edit View History Tools Help

& -c

2| Most Visited 4 Gettin

Bookmark This Page Ctrl+D

cribe to This Page...

&) The US. Department Bookmark All Tab: Ctrl+Shift+D
Organize Bookmarks... Ctrl+Shift+B

B Bookmarks Toolbar »

8, Recently Bookmarked »

2, RecentTags »

Get Boglooar Add_on.

nghllglﬂm,a Firefox \
Daily Devotionals ») Is archive.

Subscribe to E-mail Updates Advanced Search
Enter E-mail Address Find itin DOL

AtoZ | SiteMap | FAQs | Forms | About DOL | Contact Us | Espaiiol

Latest News

August 20, 2010

= Secretary of Labor Hilda L. Sols today = Labor Secretary Hida L. Solis comments on

Doing What Works - Heme

Guide to State and Local Workforce Data ... 4
Links. M
Microsoft Websites ¥
MSN Websites >

| State Employment & Training Web Sites
Training 3
|| Training Software el earning software, compu..
Windows Live g
Practice L4
Gmail - Kindercare - cammise@gmail.com

Doing What Works - Home.url

Gmail - Dinner with Bosses - cammise@gmail...
State Employment & Training Web Sites.url

Browsq | | Training Software eLearning software, compu...
Daily Devationals »
" Guide to State and Local Workforce Data... e
= iness Resources
language

Links. [/
s D)
Microsoft Websites
Done

3. You will return to the associated web page.

issued the following statement on the
death of Dr. Mario Guerra Obledo [08/20
/2010]

= DOL announces release of more than
$667,000 in unemployment insurance
modernization incentive funds to US Virgin
Islands [08/19/2010]

» Hewsroom
» DOL Newsletter

Featured Initiatives

L)
o® Green Jobs
People Are Asking

= What is the current status of COBRA
premium reductions under ARRA?

Nhen is overtime due?

hen must breaks and meal periods be
n?

o [EERGOV

dedline in fatal occupational injuries during
2009 [08/19/2010]

= Unemployment Insurance Weekly Claims
Report [08/19/2010]

ereenagold
Toolbox
= Text Size RSS Feeds
E'] Print This Page DOL Blog
E-mail This Page &3 rollow on Twitter

m
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How to Edit Bookmarks

1. Click the staricon in the location bar.

) The U.S. Department of Labor Home Page - Mozilla Firefox

File Edit View History Bookmarks Tools Help

®—- c o ttps//wwdol.gov/ G@ Click the star.

2 Most Visited 4 Getting Started 5., Latest Headlines | Testing

| @ The Us. Department of Labor Home ...| = | -

2. When the Edit This Bookmark window appears type a name for the web page in the Name field.

Edit This Bookmark

Remove Bookmark

IWEL =M The U.5. Department of Labor Home Pa: Type a name.

Folder: ’ || Practice i ] E]

Tags: Separate tags with commas E

\"/

| Done | | Cancel |

3. Click the down arrow and choose the folder where the bookmark will be stored.

Edit This Bookmark

Remove Bookmark

Name: he U.5. Department of Labor Home Pag

Folder: [ | Practice E]“E

Tags: Separate tags with commas E]

al

| Done || cancel |

4. Click Done.

Edit This Bookmark

Remove Bookmark

MName: he U.5. Department of Labor Home Pag

Folder: ’ | Practice - ] E
gs with commas E]

[[ Done ]l’ Cancel ]

Sl

Tags: Separate ta
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How to Organize Bookmarks

Mozilla Firefox allows you to organize bookmarks in the Edit This Bookmark window.

In this section, you will learn how to access the expanded Edit the Bookmark window. This window will
allow you to organize your bookmarks by saving them in folders and creating new folders.

How to Organize Bookmarks by Folder
To organize your bookmarks by folder:

1. Click the bookmark icon in the location bar to get to the Edit This Bookmark window.

) The U.S. Department of Labor Home Page - Mozilla Firefox

File Edit View History Bookmarks Tools Help

@ y C i httpi//wuw.dol.gov/ Dv 2 - us department of Isbor P

£ Most Visited 4 Getting Started 3, Latest Headlines | || Testing

The U.S. Department of Labor Home ...| +

2. Click the down arrow to the right of the Folder drop down box.

Edit This Bookmark

Remove Bookmark
MName: he U.5. Department of Labor Home Pag
Folder: ’ Practice G]
Tags: Separate tags with commas

| Done || cancel |

3. Select a folder from the drop down list. In the example, the Mozilla Firefox Start Page will
be saved in a “New Folder.”

Edit This Bookmark

Remove Bookmark

Name:  Mozilla Firefox Start Page

Folder: New Falder

Tags: B Bookmarks Tool...

= Bookmarks Menu

= [, Unsorted Book...

Instructional De...
| W} New Folder

New Folder

Practice
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4. Click Done.

Edit This Bookmark

|
Name:
Folder: [ | New Folder v]
Tags  Separate tags with commas

How to Create New Folders

1. Click the bookmark icon in the location bar to get to the Edit This Bookmark window.

) The US. Department of Labor Home Page - Morilla Firefox

File Edit View History Bookmarks Iocls Help

@—v c 7y https/fwww.dol.gov/ D 29 - us department of labor s
2, Most Visited P Getting Started 5 Latest Headlines | Testing

The U.S. Department of Labor Home ...| + -

2. Click the down arrow to the right of the Folder drop down box.

Edit This Bookmark
Name:
Folder: ’ | Practice - I

Tags: Sepaorate tags with commas

| Done | | Cancel |

3. Inthe expanded Edit This Bookmark menu, click New Folder.

Edit This Bookmark

Remove Bockmark

Name:  The U.S. Department of Labor Home Page

Folder: l ' \Unsorted Bookmarks ! IE]

B Bookmarks Toelbar
I =] Bookmarks Menu
£3 Unsorted Bookmarks

MNew Foldel
Tags  Separate tags with commas
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4. Type a name for the new folder.

Edit This Bookmark

Remove Bookmark

Mame:  Moszilla Firefox Start Page

Folder: [ | New Folder -|[=]

b |-H Bookmarks Toolbar
b | Bookmarks Menu
4 (% Unsorted Bookmarks

<4 Type a name here.

Done Cancel

5. Click Done.

Edit This Bookmark

Remove Bookmark

Mame:  Moszilla Firefox Start Page

Folder. | | New Folder -|[4]

b |-H Bookmarks Toolbar
b -] Bookmarks Menu
4 (=, Unsorted Bookmarks

New Folder
Separate tags wit

Tags:

h commas

How to Organize Bookmarks Using Tags

In Mozilla Firefox, you can tag any Bookmark in the editing window. Tags are keywords that allow you to
find web pages easily by typing those words into the location bar. This feature is helpful when web
pages can be categorized by multiple themes.

For example, if you frequented a number of Labor Market Information sites. You could tag the

bookmark LMI, jobs, data, etc. Anytime either of these words is typed in the location bar, a list of the
LMI tagged bookmarks will display.

10
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The screenshot below illustrates the LMI tag example. You can see how the LMl sites that are
bookmarked and tagged come before any other web pages listed.

) Labor Market Statistics - Mozilla Firefox

File Edit View History Bookmarks Iools Help

- C @ 7 i SN [$9- Googte p
2 Most Visited P Getting St r‘{ || LMI Source: Your Source for Labor Market Information LMl - i
e | | Notice the tag, LMI, and
B\ labog Macer Sttty 8 Labor Market Statistics M1

http://www.labormarketinfo.com/

bookmark symbol.
|| Labor Market Information MI

I

hittp:/Awwwl.ctdol state.ct.us/Imif

2§ LMI - Google Search

http:/A google.com/searchic i trls=org.mozilla:en-US: official &channel=séthl=en&isource= hpdiq=LMI&btn G=Google+ Search
|| filesff/C:/Users/Manhattan%205trategy/Documents/DOL/ETA-LMI%20Cost%20Proposal.pdf

file:///C:/Users/Manhattan Strategy/Documents/DOL/ETA-LMI Cost Proposal.pdf
k || ALMIS - Google Search

N http://www.google.com/search?sourceid=navclient8lie=UTF-88urlz=1T4SKPB_enUS350U5360 8:q= ALMIS -
— _'_Z
Products & Services (LMS) in the Florida Agency for Workforce +FL Unemployment Rate

Innovation. 11.5% in July 2010
» FL Nonagricultural

m

To tag a bookmark:

1. Click the bookmark icon in the location bar to get to the Edit This Bookmark window.

) The U.S. Department of Labor Home Page - Mozilla Firefox

File Edit View History Bookmarks Tools Help

@ - C I htps//www.dol.gov/ D 23 - us department of labor 2

£ Most Visited 4 Getting Started 3, Latest Headlines || Testing

The U.S. Department of Labor Home ...| +

2. Type a name for the tag in the Edit This Bookmark window.

Edit This Bookmark

Remove Bookmark

MName: he U.5. Department of Labor Home Pag

Folder: ’ Practice - l [T]

Tags:  Seporote togs with commos<4— Type a tag here.

| Done || cancel |

3. Click Done.

Edit This Bookmark

Remove Bookmark

Name: he U.5. Department of Labor Home Pag

Folder: l Practice ']
[[ Dane ” ’ Cancel ]

Tags:

11
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How to Access the Library

In Mozilla Firefox, the Library is the place where all of your bookmarks are stored. From this view, you
can see all your bookmarks and folders. Here, you can organize your folders even more.

In this section, you will learn how to access the library.
To access the library:

1. Click Bookmarks on the Toolbar.

&) The U.S. Department of Labor Home Page - Mozilla Firefox

File Edit View History [[Bogkmarks] Tools Help

@ - Bookmark This Page Ctrl+D

Subscribe to This Page...
8l Meact Vieitar S Gettin 9

2. Select Organize Bookmarks.

£2) The US. Department of Labor Home Page - Mozilla Firefox
Eile Edit View Higtory |Bookmarks| Tools Help
< - e Bookmark This Page Ctrl+D
Subscribe to This Page...

2| Most Visited P Gettin B
Bgokmark Al Tobe il shift
The U.S. Departme: Organize Bookmarks... CtrlShift+B
B Bookmarks Toolbar >
g 2. Recently Bookmarked 5
2! Recent Tags »

Get Bookmark Add-ons

3. Arrive at the Library window.

4. Click on an item on the left side of your screen. If you select a folder, its contents will be visible
on the right hand side of the screen. In the example below, the contents of the Bookmarks
Toolbar is displayed.

wl\braly - o= S
‘ Organize ews v W Import and Backup +

» L) Histery MName Tags Location

B Tags

B Bookmarks Toolbar
| Bookmarks Menu
', Unsorted Bookmarks

4 i All Bookmarks
[ :E Bockmarks Toolbar
b =] Bookmarks Menu
!, Unserted Bookmarks

12



How to Share Bookmarks

From the Library window, you are able to share bookmarks by clicking the Import and Backup button.

3 Tbrary

By Orgonize +

e LR e Click here

Using Bookmarks: An Instruction Guide

+ () History Name Tags
2 Tags T Bookmarks Toolbar

a @ All Bookmarks
» (B Bookmarks Toolbar
» 77 Bookmarks Menu

i Bookmarks Menu
| Unsorted Bookmarks

4 Unsorted Bookmarks

How to Send Bookmarks by Exporting HTML Files

From the Import and Backup menu:

1. Click Export HTML.

@ Ubrary

= S

By Organize ~ ve = ¥ Import and Backup ~

i |

b (1) History

b Tags

4 [ Al Bookmarks

b [ Bookmarks Toolbar

4 Bookmarks Menu
£ Recently Bookmarked

Backup...

Restore 3

[Corome ]

2. Click on the bookmark or folder you want to share. In the example below, any bookmark or

folder circled can be shared.

Location

@ Lbrary

= B S

By Organize ~

Search Bookmarks p]

b (1) History
L3

Backup..

Restore
All Bookmarks

b LB Bookmarks Teolbar
4 Bookmarks Menu
2, Recently Bookmarked
b 2 Recent Tags
Mozilla Firefox
Daily Devotionals
b | Guide to State and Lo...
Links
Microsoft Websites
MSN Websites
b Training
b | Windows Live
Practice
Daily Devetionals
b | Guide to State and Lo...

Import HTML..
Export HTML..

™

Name: Bookmarks Toolbar

b | Links
Microsoft Websites
MSN Websites

b || Training |

3 Windows Live
.

Location

3. Save the file in the desired location
“bookmarks.”

. The example file will be saved on the desktop as

13
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UU - |l Desktop » v | ¥4 ||| Search
File name: =
Save as type: [HTML Files ']

4. Click Save.

uu Bl Desktop » earch )
File name: v
Save as type: [HTML Files -

¥ Browse Folders Im"

5. Access the file. In this instance, the file can be retrieved by going to the desktop.

Once you have exported your HTML file, it can be sent as an e-mail attachment or copied and pasted
into a Microsoft Word document.

How to Receive Bookmarks by Importing HTML Files

To receive bookmarks:

1. Click Import HTML.

Ly | 0
Wy Organize

& (1) History
b5 Tags

Search Bookmarks ] |

#. Import and Backup =

Backup... Location
Restore »

a [T A Bookmarks =
i -8 Bookmarks Toolbar o‘l Import HTML... I
47 Bookmarks Menu o Export HTML...

|8 Recently Bookmarked
b |8 Recent Tags
| Mozilla Firefox
|, Daily Devotionals
b | Guideto State and Lo...
| Links
.|| Microsoft Websites
| MSN Websites
b ||| Training
b |, Windows Live
| Practice
| Daily Devationals
b | || Guide to State and Lo... Name:  Bookmarks Toolbar

I

> || Links
| Microsoft Websites
) MSN Websites

» || Training

> || Windows Live

. Unsorted Bookmark:

14
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2. Inthe Import Wizard window, click “From an HTML File.”

Import Wizard u

Import Settings and Data ej

Import Bookmarks from:

Microsoft Internet Explorer

Click here.

= o e .

< Back [ Next > ]’ Cancel

3. Click Next.

Import Wizard u

Import Settings and Data ej

Import Bookmarks from:

Microsoft Internet Explorer

= o e .

< Back [[ Next = ”’ Cancel

15
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4. Select the File to be imported. In the example, we are importing the “Practice Bookmarks” file.

@by

=)

I

- | M Desktop »

Favorite Links
[E Documents
% Recent Places

B Desktop
More »

Folders bg
B Desktop A
Manhattan Strat
1. Public
Computer
Network
Control Panel

& Recycle Bin

.. BD
L onoi =

File name:

=

‘ Name Size Type

| FVIL DUCUENt
& |51
f . bookmarkl23
@ HTML Document
2,04 KB
| f bookmarks
@ HTML Document
49.6 KB

. Guide to State and Local
@ Workforce Data for Analysis ...
HTML Document

f More Bookmarks
@ HTML Document
58.7 KB

- Practice Bookmarks
@ HTML Document
109 KB

Date modified i

Practice Bookmarks

v |HTML Files v

5. Click Open.

Favorite Links
IE Documents
%] Recent Places

B Desktop
More »
Folders bg
B Desktop A |
Manhattan Strat,
1. Public
18 Computer =
Network
Control Panel
& Recycle Bin
'
L

BD
noi =

File name:

Size Type

I VIL DOCURTEnNt

254 KB

" bookmark123
@ HTML Document
204 KB

bookmarks
@ HTML Document
49.6 KB

= Guide to State and Local
@ Workforce Data for Analysis ...
HTML Document

f More Bookmarks
@ HTML Document
58.7 KB

- Practice Bookmarks
e HTML Document
109 KB

Date modified G

Practice Bookmarks

v |HTML Files v
=) J

16



6. When you return to the Library, you will see a folder called “Imported.” This folder contains all
of the newly imported bookmarks.

Links
Microsoft Websites
MSN Websites

b | Training

3 ‘Windows Live
Practice
Daily Devetionals

3 Guide to State and ...

b | Links
Microsoft Websites
MSN Websites

b |\ Training

b L Windows Live
Bookmarks bar
Daily Devetionals

*| Mame

i

Get Bookmark Add-ons
Mozilla Firefox
Daily Devotionals

| Doing What Works - Home

Guide to State and Local W...

Links
Microsoft Websites
MSN Websites

|| State Employment & Traini...

Training

Training Software eLearnin.
Windows Live

Practice

Gmail - Kindercare - cammi...

Location

https://addons.mozilla.org/en-U...

http://dww.ed.gov/

m

http://www.ctdol.state.ct.us/pro...

http:/fwww.capterra.com/trainin.

https;//mail.google.com/mail/?s...

b |\ Guide to State an
MSN Websites
Microsoft Weg!ta

b | Training

Notice the “Imported” folder.

Windows Live
Imported

|>..
r

Meozilla Firefox
Daily D

7. If you want to rename the “Imported” folder or add a description, enter the information in the

fields located at the bottom right of the screen.

Links
Microsoft Websites
MSN Websites

b | Training

b | Windows Live
Practice
Daily Devetionals

b | Guide to State and ..

b | Links
Microsoft Websites
MSN Websites

b ) Training

3 ‘Windows Live
Bookmarks bar
Daily Devetionals
b | Guide to Stateand ..
MSN Websites
Microsoft Websites
b | Training
Windows Live
Imported
| imporied @)}
Mezilla Firefox
Daily Dy

*| Mame

m

Get Bookmark Add-ons
Mezilla Firefox
Daily Devotionals

|| Doing What Works - Home

Guide to State and Local W...

Links
Microsoft Websites
MSN Websites

|| State Employment & Traini...

Training

Windows Live
Practice

| Gmail - Kindercare - cammi...
|| Doing What Works - Home...

Neme: Imported (1)

Description:

Training Software eLeamin...

A

Location

https://addons.mozilla.org/en-U...

http://dww.ed.gov/

m

http://www.ctdol.state.ct.us/pro..

http://www.capterra.com/trainin...

https://mail.google.com/mail/7s...
http://dww.=d.gov/
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Enter name and description here.
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A Guide to Using Bookmarks in Google Chrome

Google Chrome allows you to save web pages as bookmarks. The bookmark feature allows you to save
web pages without repeatedly typing the web address in the location bar.

In this section, you will learn

How to Add Bookmarks
How to Access Bookmarks
How to Edit Bookmarks
How to Organize Bookmarks
How to Share Bookmarks

vk wN e

This section will get you started using bookmarks to make your web browsing experience easy and
efficient in Google Chrome.

How to Add Bookmarks
To add bookmarks:

1. Go to the website you want to save. In this example, we visited the US Department of Labor
website.
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2. Click the bookmark icon next to the web address.

<« C 2] htto//www.dol.gov,
[ Educational Attainm... [ Injuries, linesses, an.. [ Suggested Sites [ ] Veterans - Main [ Web Slice Gallery [ f

3. The web page is saved as a bookmark.

How to Access Bookmarks

In Google Chrome, you can access bookmarks from the Bookmark toolbar or the “Other bookmarks”
folder.

How to Access Bookmarks from the Bookmark Toolbar

To access bookmarks from the bookmark toolbar:

1. Go to the bookmark toolbar. Itis located beneath the location bar.

8 Borders - Free Wi-Fi - Bor.

& C ¢ htp: W\anbordirscom online/store/BordersMediaView freewifi?sc eid1=0112 » O~ K~

dersMed 2
[m Educational Attainm... [ Injuries, linesses, an... [ Suggested Sites [ Veterans - Main [ Web Slice Gallery *J favorites instruction... (7 Other hnukmarks]

2. Click on a bookmark. In the illustration below, the first bookmark listed is “Educational
Attainm...”

3. Once a bookmark is selected, the browser will automatically navigate to the desired web page.
m Educational Attainm... [ ) Injuries, Ilnesses, an... [ Suggested Sites [ Veterans - Main [ Web Slice Gallery -" favorites instruction..

How to Access Bookmarks from “Other bookmarks”

If you want to view a list of all your bookmarks:

1. Click the “Other Bookmarks folder located in the bookmark toolbar.

B Borders - Free Wi-Fi - Bor...

< C 1% nttp://www.borders.com/online/store/Bo sMed 11 » OG- F~
[{ Educational Attainm... [ Injuries, linesses, an... [ Suggested Sites [ Veterans - Main [ Web Slice Gallery *J favorites instruction... CIle Here =P (3 Gther bookmarks

2. Select a folder or bookmark from the drop down list. In the example, the “Training” folder is
selected.

Note: Another drop down box will display the contents of the selected folder. When this
happens, click on the desired bookmark in the new drop down box. The first bookmark in the
“Training” folder is Doing What Works-Home.
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=
> O k-
leb Slice Gallery ¥ favorites instruction... (53 Other bookmarks
5 el (1 Daily Devotionals »
LT SN [ Doing What Works - Home
[ Grnail - Dinner with Bosses - cammiise@gmail.com
STICS [ Guide to State and Local Workforce Data for Analysis and Info...
3 MSN Websites v
tons | Economic Releases [ Microsoft Websites v
NT W | PAY & BENEFITS "W | PRODUCTIVITY W | INJURIES [ State Employment & Training Web Sites
[ Training Software eLearning software, computer based trainin... .
[D Doing What Works - Home Training < Click Folder.
) Gmail - Dinner with Bosses - cammise@gmai.com Windows Live »
! 3 Help v [0 Imported 3
! [}) State Employment & Training Web Sites @ TheU.S. Department of Labor Home Page
[ Training Software eLearning software, computer based trainin... Imported (1) »

3. Once a bookmark is selected, the browser will automatically navigate to the desired web page.

How to Edit Bookmarks

To personalize your bookmarks, you may want to rename them.
To rename bookmarks:

1. Double click the bookmark icon in your navigation bar.

« C | o oy /www.dol.gov,
[A Educational Attainm... [ Injuries, linesses, an... [ Suggested Sites | Veterans - Main [ ) Web Slice Gallery [ ] f

2. When the Bookmark window opens, type a new name in the Name field.

¢ hitp://www.dol.gov/

1 Bookmark Remove |

Name: <+ Type a hew hame here
Folder: [Help -
[ dit.  |[ Done |

How to Organize Bookmarks
In Google Chrome, you can organize bookmarks in new or pre-existing folders.

How to Create New Folders
To create new folders:

1. Go to the bookmark window and click Edit.
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Ty http://www.dol.gov/

Bookmark Remove
WEIGEE The U5, Department of Labor Home Page
Folder: [Help ']

I Edit... ! Done
2. Click the down arrow in the Folder field.

¢ http://www.dol.gov/

Bookmark Remove

NEIW R The U.5. Department of Labor Home Page
Folder: [Help *_ CI|Ck arrow.

| Edt. [ pone |

3. Click on the location of your new folder. In this example, we are saving the new folder in
Unsorted Bookmarks.

= T
) Edit Bookmark [

Mame: The U.S. Department of Labor Home Page

URL: http://www.dol.gov/

D Poverty and low income -
- [C7 Productivity
{7 Safety and Health
[ | Unemployment & Employment
{0 Links
1 Microsoft Websites
—{T] MSN Websites
=23 Training
-7 Help
L0 Dell
{77 Windows Live L
{3 Practice ‘ ‘
{1 Bookmarks Toolbar

- [EETTEINTE) Select location.
[E2] i | ]

o

4, Select New Folder.

= T——
B Edit Bookmark ==

Mame:  The U.S. Department of Labor Home Page

URL:  http://www.dol.gov/

{3 Poverty and low income: -
3 Productivity
{3 Safety and Health
«{7] Unemployment & Employment
{7 Links
3 Microsoft Websites
£ MSN Websites
-[3 Training
-3 Help
03 Dell
£ Windows Live | |
{2 Practice
{73 Bockmarks Toolbar £
&
[l I ] ]

o |
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5. Name the New Folder.

B Edit Bookmark

Mame:  The LS. Department of Labor Home Page

URL: http:/fwww.dol.gov/

-1 Productivity -
-] Safety and Health
-[C1] Unemployment & Employment
{7 Links
{7 Microsoft Websites
{77 MSN Websites
=+ Training
2-C3 Help
L0 Dell
{271 Windows Live
{7 Practice i
{1 Bookmarks Toolbar | |

=+ Unsorted Bookmarks

- == <4— Name the New Folder.

4 [ | 3 |

o) o]

6. Click OK.

- | —
R Edit Bookmark =

Mame: The U5, Department of Labor Home Page

URL: http:/fwww.dol.gow/

.17 Productivity -
t[C] Safety and Health
[N | Unemployment & Employment
(7] Links
- Microsoft Websites
3 MSN Websites
-] Training
-7 Help
L3 Dell
3 Windows Live
- Practice
--[Z1 Bookmarks Toolbar
-] Unsorted Bookmarks

ool | [

1 n | 2

et _—

How to Organize Bookmarks by Folder

Using Bookmarks: An Instruction Guide

Google Chrome has general folders already created. “MSN Websites,” “Windows Live,” and “Unsorted
Bookmarks” are three examples of pre-existing folders.

To save new bookmarks in a pre-existing folder:

1. Click the down arrow in the Folder field.

¢ hitp://www.dol.gov/

Bookmark

Remove

NEIG T The U5, Department of Labor Home Page]

Folder: [Help

[ Edt. |

Done

L&
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2. Select the designated folder. Here, we added the bookmark to the pre-existing folder
“Practice.”

¢ httpy//www.dol.gov/

# Bookmark Remove
MName: The U.5. Department of Labor Home Page

Folder: |Practice

Select a folder.

Help

Guide to State and Local Workforce Data for Analysis and Infermed Decision Making
Help

Guide to State and Local Workforce Data for Analysis and Infermed Decision Making
Bookmarks bar

Other bookmarks

Choose another folder...

3. Click Done.

¥ hitp://www.dol.gov/

| Bookmark Remove

Name:

Folder: [Practice -
Edit... I Done !

How to Access the Bookmark Manager

In Google Chrome, the Bookmark Manager is the place where all of your bookmarks are stored. From
this view, you can see all your bookmarks and folders and organize them even more.

In this section, you will learn how to access the Bookmark Manager.
To access the Bookmark Manager:

1. Click the toolbar options icon at the top of your screen.

» 0O & Click toolbar options.
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2. Select bookmark manager.

X
» O &
New tab Ctrl+T
New window Ctrl+N
New incognito window Ctrl+Shift+N
¥ Always show bookmarks bar Ctrl+B
Full screen F11
History Ctrl+H
[ Bookmark manager Ctrl+Sh|f‘t+E]
Downloads Ctrl+J
Extensions
Set up sync...
Options
About Google Chrome
Help F1

Exit

3. The Bookmark manager window will open.

C %

[ Educational Attainm... [*) Injuries, llnesses, an... [) Suggested Sites [ Veterar

| Search bookmarks
Bookmark Manager Organize ~
(ErBookmarks bar “ [ Educational Attainment
= [ Other bookmarks [ Injuries, linesses, and Fatalities
7 Daily Devotionals [ Suggested Stes
~ (7 Guide to State and | [ Veterans - Main
(3 Benefits [ Web Slice Gallery
[ Compensation |= [ fayorites instructions - Gaogle Search

(3 Economics Misc,
(3 Educational attai
(23 Employment On|
(C3 Employment an|
(03 General Sources
(1 Industry-specific
(3 Inflation and Con
(3 Job Vacancy Da
(£ Labor-managem¢
(23 Occupation and
(23 Poverty and low
(3 Productivity
[CJ Safety and Healt
(3 Unemployment &
(C1 MSN Websites
(3 Microsoft Websites
« £ Training
= (J Help
(23 el e
»

How to Share Bookmarks

From the Bookmark Manager window, you are able to share bookmarks.
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How to Send Bookmarks by Exporting HTML Files

To send bookmarks:

1. Click Organize from the bookmark manager window.

C «

m Educational Attainm... [ Injuries, linesses, an...

) d |

[7) Suggested Sites [

Search bookmarks

Bookmark Manage

2. Select Export Bookmarks.

- LR xg

[ Educational Attainm... [ Injuries, linesses, an...

Bookmark Manager Organize ~

[ Suggested Sites [ Veterans - Main

Search bookmarks

Vete

[) Web Slice Gallery [ favorites instruct

3 Mozila Fir| add page Imark Add-ons
3 Daily Devo g folger brefox
[ Guide to §
5 Bensfit Rename ptionals
oe Edit 1at Works - Home
ompe
o Ecnnp;r Show in folder State and Local Workforce Data for Analysis and Informed Decision Making
B0 Bducal Cut Websites
(3 Employ Copy
[ Employ Paste pettes
5o Py Del - jployment & Training Web Sites
enera Delete
(3 Industr

Reorder by title
(3 Inflatior

L
£ Job Va !

Import bookmarks_ .

[as IR Cxport bookmarks. .

[T Gmalr - Kin

Software elearning software, computer based training solution

. onling training

Click Export Bookmarks.

(23 Occupation a
(3 Poverty and |
(3 Productivity
(3 Safety and H
(3 Unemplayme
([ Links
(] Microsoft Websil
(1 MSN Websites

[ Doing What Works - Home.url

[ Gmail - Dinner with Bosses - cammise@gmail.com.url

[ State Employment & Training Web Sites.url

[ Training Software eLeaming software, computer based training solution
[ Daing What Works - Home.URL

[) Gmail - Dinner with Bosses - cammise@gmail com URL

[™) State Employment & Training Web Sites URL

[ Training Software eLearning software, computer based training solution

T
-0 ;‘:‘m‘g (23 Bookmarks Toalbar
- alp o
Unsorted Bookmarks
(1 Dell >
< [ ’

3. Name your HTML file and determine where the file will be saved on your computer.

. online training.url

. online training URL

In the

example, the HTML file will be saved on the desktop.
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7
Save As

B )

—~—
{\/‘”\_/‘ 7|- Desktop » v|&,‘|seg,ﬁ

[

2|

File name: ‘

8

Save as type: [Chrome HTML Document

¥ Browse Folders

Type the File name.

4. Click Save.
[Save s TR LW & lé'q
(JCJ ?|- Desktop » v|‘f‘|559y\:}_‘ ol

File name: ‘

Save as type: [Chrome HTML Document

¥ Browse Folders

==

Once you have exported your HTML file, it can be sent as an e-ma
into a Microsoft Word document.

How to Receive Bookmarks by Importing HTML F

To receive bookmarks:

1. Click Organize from the bookmark manager window.

m Educational Attainm... [ Injuries, llnesses, an... [7] Suggested Sites [ ] Vete
* | Search bookmarks
Bookmark Manager| Organize »
2. Select Import Bookmarks.
Search bookmarks
k Organize »
(F="Bookmarks bar | Add page al Attainment
= (2 Other bookmarks| Add folder. Inesses, and Fatal
(21 Daily Devation .o d Sites
=[] Guide to Stat Edit - Main
(31 Benefits Show in folder £ Gallery
(3 Compen: ot nstructions - Goog
(3 Economics
[ Education{ 7P
[ Employme  Paste
£ Employme Delste
£ General 8 Reorder by title
D Industry-sg FEpr H
R oot bookmarks Click Import Bookmarks.
(3 Inflation a
Export bookmarks._.
[ Job Vacantyeu—————————

il attachment or copied and pasted

iles
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3. Locate the HTML file to be imported by searching for the file on your PC. In the example, the file
bookmarks is being imported.

Search P

—
@U-\-Dsmp v ~T4]

Favorite Links Name. Size Type Date modified

IF Documents ” File Folder

L] Recent Places

I ED Folder
Bl Desktop H File Folder
More » :
B HRStff
Folders he r File Folder
M Deskiop N| ¥
[ Manhattan Strat, Resumes
1! Public [‘! File Folder
180 Computer (K bookmarks

2 Ntk @+ Click the HTML file.

[E Control Panel 49.6 KB
", More Bookmarks U

& Recycle Bin
). BD @ HTML Document
o 58.7 KB >

noi
File name:  bookmarks ~ |Chrome HTML Document

4. Click Open.

Search 2|

=~
@Uv\- Desktop » ~T%]

Size Type Date modified e

Favorite Links
File Folder
[E Documents
9 Recent Places B2 0 Folder
B Desktop H File Folder
More »
b MRS
fokiee h f File Folder
B Desktop - ‘
Manhsttan Strat| Resurnes
| Public H File Foldr
18 Computer e

m

¥ Network (@ HTML Document
[ Control Panel 496 KB
& RecycleBin -z . More Bookmarks
i) @ HTML Document
B not < 58.7 KB <
File name:  bookmarks + [ Chrome HTML Document
G T

5. Access the imported bookmarks by clicking the “Imported” folder.

J K e e and it 5 € ockman Mansge
c %

] Ecucationsl Atainm... 5 Injures, Bnesses, an—. [} Suggested Saes ) Veterans - Main (') Web Slce G,

Search bookmarks |
Bookmark Manager Organize ™
~ (3 Help *  [@ Educational Attainment
=171 * Injures. linesses. and Fatalties

(23 Practice
3 Windows Live

w4 Click here.

3 Daily Devotionais

» (2] Guide to State 3
(2 Benefts
(3 Compensatio _
(£ Economics N
(2 Educational ¢
2 Employment
(2 Employment
(3 General Sour
(23 Industry-spec
3 inflation and ¢
(3 Job Vacancy
23 Labor-manag
(23 Occupation 3
(23 Poverty and |
(3 Productivty
(3 Safety and H.
22 Unemgloyme

1 1inks

27



Using Bookmarks: An Instruction Guide

A Guide to Using Favorites in Internet Explorer

Internet Explorer allows you to save web pages as favorites. The favorites feature allows you to save
web pages without having to type the web address repeatedly in the location bar.

In this section, you will learn

How to Add Bookmarks
How to Access Bookmarks
How to Organize Bookmarks

i s

How to Share Bookmarks

This section will get you started using bookmarks to make your web browsing experience easy and
efficient in Internet Explorer.

How to Add Favorites

To add a favorite:
1. Go to the web page you want to save.

2. Click the Favorites button using your mouse or press alt + ¢ on your keyboard.

ff‘ Internet Explorer 6: Use Favorites to Get Around the Web - Windows Internet Explorer
@

LRl L /v microsoft.com/windows iefi fusing howto <hare Favorites.mspx

£ Windows Live ~ favorites B~ What's New  Profile  Mail Photes

Google | favar e IQM'm'c.jv g f

Select Favorites. [k wiuies lineses andFata.. §
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3. When the dialogue box opens, click Add to Favorites.

/= The U.S. Department of Labor Home Page - Wind
e
x

& hitp://wnn dol.gov/

£ Windows Live  department of labor

x Google  department of labor

¢ Favorites | 5 9 favorites instructions - Go..

]

43 Add to Favorites... ~

Favorites | Feeds
Dell
Favorites Bar

Microsoft Websites

MSN Websites

Windows Live 3

Naihs Neuntinnale

When the Add a Favorite dialogue box opens, type a name in the Name field.

Add a Favorite E

Add a Favorite

\t/\{. Add this webpage as a favorite. To access your favorites, visit the
Favorites Center.

Name: Type a name.
Create in: [f\} Favorites v] [ New Folder ]
[ ad ][ cance |

5. Click Add.

Add a Favorite E

Add a Favorite

\V\{ Add this webpage as a favorite. To access your favorites, visit the
| Favorites Center.

Name: 2 |.5. Department of Labor Home Page

Create in: [f\} Favorites v] [ New Folder ]

U 2 ) [ conen |

How to Access Favorites

In Internet Explorer, you can access favorites from the Favorites Menu or the Favorites Bar.

How to Access Favorites from the Favorites Menu

To access favorites from the Favorites menu:

1. Click Favorites.
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/2 Intemet Explorer 6: Use Favorites to Get Around the Web - Windaws Intemet Explorer

PRC ..

£ Windows Live  favorites B ~ | WhatsNew Profile Mail Photos
Google | favorites B"liﬁm'{'Q [SAC R ~RA ]
5 ] favorites instructions - Go... [§§ Veterans - Main ¥ Injuries, linesses, and Fata... i

Select the desired Favorite from the drop down box. In the example, a favorite from the

“Microsoft Windows” folder will be selected.

/5 Google - Windows Intemet Explorer

*J http://wunw.google.com/

£ Windows Live  Bing
Google

5 [¥] Gmail - ASTD Account ¢

5 Add to Favorites... ~

I Microsoft Websites
MSN Websites

Windows Live

Favorites

Daily Devotionals
Training

Guidle to State and Local Workforce Data for
2] Doing What Works - Home
I Gmail - Dinner with Bosses - cammise@gmz
2] State Employment & Training Web Sites

Select Favorite.

Once a bookmark is selected, the browser will automatically navigate to the desired web page.

How to Access Favorites from the Favorites Bar

To access favorites from the favorites bar:

2.

Click a favorite from the favorite bar. In the example below, the first favorite is “Gmail-ASTD
Account Ch...”

/2 Google - Windows Internet Explorer

(ool 0l 1 1/ vvvov.google.com/ v | ¢s | x [*q Google P -

£7 Windows Live  Bing [ - | What'sNew Profile Mail Photos Calendar MSN  Share ‘5- [EIRE ‘ 7] Signin

Google [+ 3 Search viz [ - o - 22 - EE- asmmv @v - 5 Sidewiki - §% Euukmarks" o Check - 32 Translate - S [AutoFill - A & - Signln -

i Favorites [ 5k [¥] Grail - ASTD Account Ch... | *§ favorites instructions - Go... E Veterans - Main ¥ Injuries, linesses, and Fata... E Educational Attainment @& Suggested Sites v 2| Get More Add-ons

Once a bookmark is selected, the browser will automatically navigate to the desired web page.

How to Organize Favorites Folders

The Favorites feature allows you to organize folders to make your web browsing easier and faster.

In this section, you will learn how to:

el

Create a new folder
Move an item
Rename an item
Delete and item
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To begin organizing your Favorites:

1. Click the Favorites button.

£ | http:/fwww.dol.gov/

£7 Windows Live  US Department of Labor

Go gif U5 Departrment of Labor

7 Faverites | 75 Jl favorites instructions - Go.,

2. Click the down arrow next to the Add to Favorites button.

£7 Windows Live  Bing

Gouogle
3“.5 -"l favorites instructions - Go
74w Add to Favorites...G E

Add to Favorites Bar
Add Current Tabs to Favorites...

|:# Import and Export...

Organize Favorites...

3. Select Organize Favorites.

£7 Windows Live Bing

Google
- "l favorites instructions - Go
4% Add to Favorites... E] X

Add to Favorites Bar
Add Current Tabs to Favorites...

& Importand Export...

[Organize Favurites.]

Using Bookmarks: An Instruction Guide

4. The Organize Favorites window will appear. From here, you will be able to create, move,

rename, or delete folders and favorites.
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2| Organize Favorites

Favorites Bar
| Microsoft Websites
| MSN Websites

Windows Live

Daily Devotionals

. Training
Guide to State and Local Wordorce Data for Analysis and Informed Decisio

Favorites Bar
Favorites Folder

Modified:
8/9/2010 1:45 PM

[IE Hew Foider | [ Move.. | [ Rename | [ Dkt |
J

How to Create New Folders

To create a new folder:

1. Click the New Folder button.

Favorites Bar
Favorites Folder
Modified:
8/9/2010 1:46 PM

PR

Move. ][ Rename ][ Delete.

2. Name the folder.

] Organize Favorites = |

. Favertes Bar
! Microsaft Webstes
MSN Webstes
Windows Live
Daity Devotionals
Trairing
Guide to State and Local Worldforce Data for Analysis and Informed Decisio
& | Doing What Works - Home
11 Gimail - Dinner with Bosses - cammise @gmiail.com
] State Employment & Tizining Weh Si

C Treining Software
Name the folder.

MNew Folder
Favorites Folder

Modified:
8/16/2010 5:09 PM

tiew Foider | [ Move.. | [ Bename | [ pekte..

Using Bookmarks: An Instruction Guide
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How to Move Favorites

To move favorites or a folder:

1. Click Move.

2| Organize Favorites ]

Favorites Bar
. Microsoft Websites
. MSN Websites
. Windows Live
Daily Devotionals
Training
. Guide to State and Local Wondorce Data for Analysis and Informed Decisio

Favorites Bar
Favorites Folder
Modified:
8/3/2010 1:46 PM

| New Folder ‘I[ hlove., l][ Rename ][ Delete... ]

2. When the Browse for Folders window displays, select the item you want to move and drag it

to the desired destination.

Browse For Folder @

Click the folder that you want to move the selected files to.

[I" Favorites <+ Select a location.

. Daily Devotionals

. Favorites Bar

/ Guide to State and Local Workforce Data fo| _
. Microsoft Websites 1
; MSN Websites

J New Folder

. Training

3 Windows | ive
4 | i b

Make New Folder ] [ QK ] [ Cancel

3. Move the item to a new location by clicking the item and dragging your mouse to the new
location.

33



Using Bookmarks: An Instruction Guide

4. Click OK.

Browse For Folder ﬁ

Click the folder that you want to move the selected files to.

m' Favorites o
. Daily Devotionals
. Favorites Bar

» l. Guide to State and Local Workforce Data fo| _
. Microsoft Websites 1
, MSN Websites
. Mew Folder

> . Training

i > L Windows | ive
4 | i | b

Make New Folder ] [[ OK. ]][ Cancel

How to Rename Folders

To rename a folder:

1. Click Rename.

£ | Organize Favorites ]

. Favorites Bar

. Microsoft Websites

. MSN Websites

. Windows Live

. Daity Devotionals

. Training

. Guide to State and Local Wordorce Data for Analysis and Informed Decisio

Favorites Bar
Favorites Folder

Modified:
8/2/2010 1:46 PM

|{ New Foider i [ Move: II[ Rename ”[ Delete. ]

Close
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2. Click on the folder you want to rename. In the example, we are renaming the Training folder.

J 2 Organize Favorites

. Faverites Bar

» Microsoft Websites
. MSN Websites

. Windows Live

| Daily Devotionals

Click on

Help

the desired folder.

£ Doing What Works - Home
[ Gmail - Dinner with Bosses - cammise@gmai com
2| Stste Employment & Training Web Stes
C Training Software eLeaming software, computer based training solti
Guide to State and Local Worldorce Data for Analysis and Informed Deci
& | Doing What Works - Home

Training
Favorites Folder
Modified:
/12/2010 7:55 AM

New Foider ] [ Move.

][ Rename ][ Delete..

Type a new name.

J ] Organize Favorites.

Favorites Bar
Microsoft Websites
MSN Websites

Windows Live

D: otionals

elp

Type a new name.

] Doing What Works -
™1 Gmail - Dinner with Besses - cammise@gmail.com
] State Employment & Training Web Stes

fome

& ] Doing What Works - Home

Training
Favorites Folder
Modified:
8/12/2010 7:55 AM

C Training Softwars eLeaming software, computer based trairing soluti...
Guide to State and Local Warlforce Data for Analysis and Informed Deci...

New Folder l [ Move ] [ Rename ] [ Delete

Click Close.
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= 1
£] Organize Favorites =

Favorites Bar -

Microsoft Websites

MSN Websites

Windows Live

Daity Devotionals

Help

& | Doing What Works - Home

] Gmail - Dinner with Bosses - cammise@gmail com

& State Employment & Training Web Stes

| Training Software eleaming software, computer based trairing soluti

Guide to State and Local Worlforce Data for Analysis and Informed Deci i
{8 Doing What Works - Home

m

Training
Favorites Folder

HModified:
8/12/2010 7:55 AM

ueannerH Move. ][ Rename ][ Delete... ]

=] |

How to Delete Folders

To delete a folder:

1. Click on the folder that you want to delete. In this example, the training folder will be deleted.
J 2| Organize Favorites =)

Favorttes Bar o
Microsoft Websites
MSN Websttes
Windows Live
Daily Devotionals
< Select a folder.
Help
& | Doing What Works - Home ‘ ‘

] Gmail - Dinner with Bosses - cammise @gmail com

] State Employment & Training Web Stes

€. Training Software eLeaming software, computer based training soluti...

Guide o State and Local Workforce Data for Analysis and Informed Deci... i
) Doing What Werks - Home
Training
Favorites Folder

Modified:
6/12/2010 7:55 AM

New Folder l [ Move. ] [ Rename ] [ Delete
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2. Click the Delete button.

J | Organize Favorites @

. Favorites Bar e
Microsoft Websites
MSN Websites

J Windows Live

2 Daily Devotionals

n

. Help
&) Doing Yhat Warks - Home
11 Grmail - Dinner with Bosses - cammise@gmal com
& State Employmert & Training Web Stes L
€ Training Software eLeaming software. computer based trairing soluti
| Guide to State and Local Workforce Data for Analysis and Informed Deci i
& Doing What Works - Home

Training
Favorites Folder

Modified:
8/12/2010 7:55 AM

ﬂewFDlder][ Hove. H Rename ]l[ Delete. ]I

3. Click Yes.

Delete Folder (X

Are you sure you want to permanently delete this folder?

x A Training

Date created: 8/5/2010 3:59 PM

4. Click Close.

J 2| Organize Favorites @

. Favertes Bar -
| Microsoft Webstes

| MSN Webstes

| Viindows Live

| Daily Devationals

m

| Help
& Doing What Works - Home
™1 Gmail - Dinner with Bosses - cammise @gmail.com
] State Employment & Training Web Stes L
IC Training Software eLeaming software, computer based training soluti...
| Guide to State and Local Workforce Data for Analysis and Informed Dec.. i
) Doing What Werks - Home

Training
Favorites Folder

Modified:
6/12/2010 7:55 AM

nowraser | [_ove.. ] [ morame | [ ooem. |

How to Share Favorites

In this section, you will learn how to receive and send Favorites.
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To begin sharing Favorites:

1. Click the down arrow next to the Add to Favorites button.

™1 https://mail.geogle.com/mail/?source=navclient#inbox/12a7 cb36e2628dc2

£% Windows Live  http://www.scps.virginiaedu, [8] v | What's New  Profile |

Google | iniverstty of virginia continuing education] » | $] Search - {'0 - on -

25 M favo : e in ¥ Injuries, liness
% aaraores. 74 Click here.

2. Select Import and Export.

n & hitp://mail.manhattanstrategy.con

£ Windows Live  Bing

Google
7 Favorites || o5 ] favorites instructions - Go...
s Add to Favorites... 3 Il

Add to Favorites Bar
Add Current Tabs to Favorites...

Select Import and Export.

2 Importand Export.

Organize Favorites...

How to Send Favorites by Exporting HTML Files

To send Favorites:
1. Click Import and Export.

2. Click Export to a file.

How do you want to import or export your browser settings?

() Import from another browser

) Import from a file

e sen0aied— Click here.

< Back Nexd >

3. Click Next.
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How do you want to import or export your browser settings?

() Import from ancther browser
() Import from a file

(@ Export to a file

< Back Next >

When asked, "What would you like to export?" Check Favorites.

I What would you like to export? |

o4 Check Favorites.
[ Feeds
[] Cookies

=

Click Next.

I what would you like to export? |

Favorites
[ Feeds
[ Cookies

<Back [ ted> J [ cancel

Select the folder where files to be exported are located. In the example, we have selected to
export favorites from the “Training” folder.
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Select the folder that you want to export your favorites from

) Favorites
- || Daily Devotionals
. Favorites Bar
. Guide to State and Local Wondorce Data for Analysis and Informed Decision Making
. Microsoft Websttes
. MSN Websit
J MNew Folder

Select Folder.

. Windows Live

<Back J[ Net> | [ Cancel

7. Click Next.

i‘"@“@‘

Select the folder that you want to export your favorites from

s Favorites

~ |1 Daily Devotionals

| Favorites Bar

s Guide to State and Local Workforce Data for Analysis and Informed Decision Making
) Microsoft Websites

, MSN Websites

J New Folder

‘

J Windows Live

< Back Next > Cancel

8. Click Browse.

Where do you want to export your favorites? |

Type or browse to afile:

“\Users\Manhattan Strategy\Documents\bookmaric htm

<Back | Bpot | [ Cancel

Using Bookmarks: An Instruction Guide
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9. Save your Favorites to your computer. They will be saved as an HTML file. In the example, the

file “bookmarks123” will be saved on the Desktop.

P

<M Desktop » [ search

Wy Organize ~ 5= ~ I New Folder

Favorite Links Name Size Type Date modified =
) Documents F Manhattan Strategy |
% Recent Places wﬁil
B Desktop 3
More »
E&/ Computer
Folders S .

File name:  bookmark123]

Save as type: [HTML files (*htm, *.htmi)

10. Click Save.

<[4 [ Search

Wy Organize ~ 5— ~ B New Folder
Favorite Links Name Size Type Date modified -
) Documents a “ Manhattan Strategy ]
% Recent Places Wi
B Desktop 3
& Computer , Public

More »

5&/ Computer

Folders S -

File name:  bookmark123]

Save as type: [HTML files (*htm, *.htmi)

= Hide Folders _save ]

11. Click Export.

Where do you want to export your favorites?

Type or browse to afile
CMUsers\Manhattan Strategy'Desktop®bookmark 123 htm

Browse...




12. Click Finish.

[m
| You have successfully exported these settings |

7 .
' Favorites

< Back l Cancel

Using Bookmarks: An Instruction Guide

Once you have exported your HTML file, it can be sent as an e-mail attachment or copied and pasted
into a Microsoft Word document.

How to Receive Favorites by Importing HTML Files

To receive favorites:

1.

Return to the Import/Export settings window.

| Import/Export Settings

|l How do you want to import or export your browser settings?

(7 Impart from another browser
(@ Import from a file

() Export to a file

< Back Next >
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2. Click Import from a file.

]"IEW Settings
i How do you want to import or export your browser settings? |

(7) Import from another bi

@\mportfmmaﬁ!‘— Clle here.

() Export to a file

< Back Next > Cancel

3. Click Next.

frporEpart Settings
i How do you want to import or export your browser settings? |

() Import from ancther browser
(@ Import from a file

() Export to afile

cosck ([ Net> J [ Cancel

4. When asked what you would like to import, check Favorites.

Puper it e
i What would you like to import? L

wrot—=| Check Favorites.
[] Feeds
[ Cookies

<Back | Net> | [ Cancel |

5. Click Next.
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rww&w

What would you like to import? L

Favortes
[T Feeds
[F] Cookies

< Back Cancel

5. Click Browse.

Where do you want to import your favorites from?

Type or browse to afile

‘\Users\Manhattan Strategy\Documents’\bookmark htm

Browse... ‘

<Back || Ned> | [ cancel

6. Click Next.

Where do you want to import your favorites from?

Type or browse to a file

Users\Manhattan Strategy’\Documents'\bookmark.htm|

Browse...

<Back [ Ned> J| [ Cancel
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7. Click the file you are importing and select “open.” In the example below, the file “bookmark” is
being imported.

& Select Bookmark File

——
) [l + Menhattan Strategy » Documents » + [ 44| | szarch 2|
Faverie Lk Name Datemeodified  Type Size » -
[E Documents ). BO Work
. J. Bluetooth Exchange Folder
%) Recent Places L
= J. Coaching Module E
BN Desktop . Community Service y
More »» || Community Service Plan
Folders v | |} Company Documents
[E| Documents  » | L. Dell WebCam Central
| BDWork [ iDOL
! Bluetooth Ex | ! February Synthesis Deliverable
)\ CoachingM: | |} Magic Briefcase
! Community J. Meeting Notes
| Community _ ) Mw il
Fie name: +  [HTMLfles Chim.“htm) =] ||
o= ]

8. Click Next.

Where do you want to import your favorites from? i

Type or browse to a file:

CAUsers\Manhattan Strategy\Documents‘bookmark Htm

Browse.. £

9. Select the folder where the imported file will be stored. In the example, the “bookmark” file will
be imported to the Favorites folder.

Dl i e —————

Select a destination folder for your favorites

Select a Folder.

. Guide to State and Local Workforce Data for Analysis and Informed Decision Making
. Microsoft Websites

. MSN Websites

| New Folder

- J. Training

| Windows Live

<Back || Impon | [ Cancd |

45



10. Click Import.

Select a destination folder for your favorites

. Daily Devotionals

. MSN Websites
. New Folder

i . Training

+1- |, Windows Live

Import

11. Click Finish.

ilmﬂ%ﬁ Settings

You have successfully imported these settings ]

/ Favortss

< Back

)

Cancel
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12. The favorites imported can be accessed by clicking the destination folder where the HTML file

was saved.
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