	1. To quickly enter a commonly used address 
– In the IE window, start typing the address and then select the page name in the AutoComplete list that appears.


2. To bookmark a location on the web – In the IE window, click on the Favorites menu and select Add to Favorites.
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3. To make the text on Web pages larger or smaller - In the IE window, click the View menu, and then click Text-Size.  

4. To switch between a regular sized window and a full-screen window – On the keyboard, press F11.  This is good for presentations.

5. To scroll in large increments - On the keyboard, press Page Up or Page Down.
6. To back up one page at a time – On the keyboard, 
press Backspace.

7. To jump back several pages - In the IE window, click the small down arrow to the right of the Back button and choose where to go.  This is a list of all the web pages you have visited during your current browser session. 
8. To find a web site visited on a specific day this week or last week - In the IE window, click the History button on the toolbar.

9. To quickly see a list of the addresses you have typed recently - In the IE window, click the small down arrow at the right end of the Address bar or press F4 on the keyboard.

10. To refresh the Web page – On the keyboard, press F5


11. To open a new Internet Explorer window  -  On the keyboard, press Ctrl + N.

12. To find particular words or phrases in a long web page – On the keyboard, press Ctrl + F and then type in the words you want to find.

13. To save an image – In the IE window, right-click on the image, select Save Picture As and then navigate to the location where you want to save it.  You may change the name of the image, but do not change the three letter extension.
14. To customize the Toolbars at the top  - In the IE window, do a right click on a Toolbar and click on the tool groups you would like to see.  To rearrange the order of the bars, do a right click and unselect Lock the Toolbar.  Click on the ends of the bars where the column of dots are and drag the bars to the location you want.  Finally, lock the toolbar. 

15. To display links to your most commonly used web sites – In the IE window, display the Links bar by right clicking on the Toolbar and selecting Links.  Drag the bar to a convenient location.  Delete the web sites not needed by right clicking on them and selecting Delete.  Navigate to favorite sites and drag the “e” next to the addresses down to the Links bar.


16. To quickly print without the advertisements – In any web page, look for a “Print” function on the Web page.


17. To preview how the page will print – In the IE window, pull down the File menu and select Print Preview.


18. To change how a web page looks when it prints – In the IE window, pull down the File menu and select Page Setup.  Adjust the paper size, headers and footers, page orientation and margins.


19. To change the header and footer of the web page – In the IE window, use these codes in combination with English words in the header and footer sections of Page Setup.

&w  --  Web page title                        &u  -- Page address (URL)
&d  Date in short format                     &t  -- Time in short format
&p -- Current page number                 &P  -- Total number of pages
&b -- Right-aligned text (following &b) 
&b&b -- Centered text (between &b&b) 

20. To print only a portion of text - In the IE window, highlight the text then pull down the File menu and select Print.  In the box that pops up, put a dot next to Selection under the Page Range group.  Then click on the Print button.

21. To format a web page in Word before printing -  In the IE window, click on the “W” button on the Toolbar.  
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