
Internet/E-mail Tips 
 

These tips have been accumulated over the years for the SISD Announcements.  
They are in no particular order. 

 

Sending E-mail 
CTRL + Enter sends email when you're ready, without returning to the mouse to click "send." 
 
Deleting E-mail Messages 
Have you ever wished you could bypass the Trash when deleting messages from your e-mail folders? Press 
Shift + Delete (the Del key on your keyboard) when deleting a message. Be sure you want to delete the 
message before doing this, because there is no second chance! 
 
Removing the AOL Messenger Box: 
The next time the AOL Instant messenger "Sign On" window appears, click on the "Setup" button. It is the 
one with a little wrench pictured on it. Now click on the "Misc." tab and find the line that says "Start 
Netscape AIM when Windows starts" There is probably a check in the box next to that line. Click to remove 
the check mark, then click "OK". You will now be back to the "Sign On" window. Click the "X" in the upper 
right hand corner to close the "Sign On" window, and you shouldn't see that window any more unless you 
click on it in either the Netscape window, or your programs menu. 
 
Rename Downloads 
Immediately after downloading something to your hard drive, you should rename it to something you can 
remember. If a file is named 'HPSJAF10.gif' you probably won't remember what it is. If it's a program, name 
the archive appropriately (including a version number). If it's a graphic, what (or who) is it of? You have 
'long file name' capabilities in Windows, so you should make the most of that environment. 
 
Troubleshooting Netscape 
The next time you get one of those cryptic error messages in Netscape, have no idea what caused it, and even 
less idea how to correct it, jump over to http://w3.one.net/~alward/netscape.html where you'll find a very 
handy chart (worth printing out and sticking on your wall.) 
 
Keyboard Shorcut for Browsing Web Pages 
On a long, scrolling Web page, use the Spacebar instead of the Page Down key. You get the same results. 
This works in both Internet Explorer and Navigator. 

Delete Multiple Messages 
Yes, there is a way to delete several messages at once in Netscape Mail. Just highlight the first message you 
want to delete, then while holding down the "Ctrl" key on your keyboard, click on the other messages that 
you want to delete as well. Once all the messages you want are highlighted, release the "Ctrl" key, and press 
the "Delete" key on your keyboard. 
 
Netscape Shortcuts 
Ctrl T = get messages 
Ctrl R = reply to messages 
Ctrl M = new message 
 
Quick Search 
In Netscape Communicator's URL location bar, enter "search" (without the quotes) followed by what you're 
looking for, and a search ensues without the necessity of first opening a search engine. 
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Make Web Pages Easier to Read 
If the type is too small to read on a web page, you can increase the size of the print on any page or frame. In 
Internet Explorer, go to View on the menu then choose Text Size then choose smaller or larger. In Netscape, 
go to View on the menu then choose Increase Font or Decrease Font. 
 
Quick Bookmark 
You don't need to actually visit a Web page to bookmark it. You can just right click on a link in your browser 
and select Add Bookmark if you are using Netscape Communicator or Add to Favorites if you're using 
Microsoft Internet Explorer. This will add the site to your bookmarks or favorites list to visit later at your 
convenience. 
 
Backup Bookmarks 
To save a backup copy of your bookmark list: 
1. Click Bookmarks and choose Edit Bookmarks. 
2. Open the File menu and choose Save As. 
3. In the Save in field, select the drive you want to back up your bookmarks to, (like your floppy drive, etc.) 
and click save.  
Your Bookmark list will be saved as an HTML-formatted file. 
 
Once you have backed up your bookmarks using the method below, you can restore them at any time by: 
1. Click Bookmarks and choose Edit Bookmarks. 
2. Open the File menu and choose Import. 
3. Find the "bookmark.htm" file on your floppy, click on it, and 
4. Your bookmarks are now restored! 

Web Site Shortcuts 
You can make Desktop shortcuts to your favorite Web sites. Drag the URL or any one of the shortcuts from 
the Links toolbar onto your Desktop, or right-click on the "white space" of a Web page you want to make a 
shortcut to and select Create Shortcut. This will put an icon on your Desktop that, when double-clicked, will 
open that page. 
 
Addressing an E-mail to a Large Group 
When e-mailing to a group of unrelated recipients don’t put all the destinations in the To or Cc lines. Some 
may not want their addresses revealed. Put yourself in the To line and Bcc (Blind carbon copy) everyone 
else. 

Printing Part of an E-mail 
There is an easy way to print a portion of an e-mail. Select the part you want to print. Press Ctrl+C to copy 
the section. Click New Message and press Ctrl+V to paste it in the body of the new e-mail. Then click print, 
and after it is printed, just exit and do not save the new email. 

Forwarding Multiple messages 
Netscape Communicator makes it easy to forward several e-mail messages all at one time. Just select them in 
the usual manner, right-click on the selected group, choose Message on the Menu Bar, then Forward As, then 
Attachment. Add the recipient's address. Netscape creates a new message and adds the selected e-mail 
messages as attachments to that message. 
 
Opening a Web Page 
A quick way to get to a website if you know the URL and don't want to wait for the home page of your 
Internet browser to load first, is to click on Start and then Run. Type the URL in the Run dialogue box and 
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press the enter key. As long as you are running Windows, your default browser will automatically start, and 
take you directly to that web page. 

Printing E-mail Messages: 
If you need to print several e-mail messages, hold your Ctrl key down, select the messages you wish to print 
and then choose Print from the Toolbar. Click OK and all selected messages will print. 

Printing Pages from the Internet 
When you print a page from Netscape you'll notice information appears at the top and bottom edges of the 
sheet. Netscape will print the web page title, URL, the date you're printing and number of pages if you want. 
You can turn any of these options on or off inside Page Setup. Click File on the Menu Bar and choose Page 
Setup. When the Page Setup dialog box opens, click in the check boxes to turn the options on or off and click 
OK. 
 
If you've tried to print a Web page, you may have been disappointed that some sites didn't print as you saw 
them on your screen. Netscape provides a Print Preview option so you'll be able to see how the page will 
look. Click on File, Print Preview to see the page with the background images removed. 

Sorting Messages 
When you are in your e-mail program, it is easy to sort your messages by name, subject, or date. Simply 
click on the heading that you want them arranged by. Let's say, I am reading an e-mail from Dan, and I 
remember that I have another message from him somewhere in the 50+ messages waiting to be answered in 
my inbox. The easiest way to find all the messages from Dan in my inbox, is to click on the heading that says 
who the e-mail is from, and it will be sorted in alphabetical order by the sender. Now, all the messages from 
Dan will be grouped together. When you click once on a heading, the messages will be sorted from A to Z, 
click again and it will reverse the order. This also works for sorting your messages by subject, and the date. 

Netscape Navigator's History List 
Navigator's History List tells you where the browser has been. Press Ctrl+H and you'll see a window full of 
Web pages with their titles, URLs, etc. Press Ctrl+F while in this window and you'll see the Search History 
List dialog box, where you can get very specific. Using the search commands you can precisely identify the 
saved site you seek, from what is in its title to when you first or last visited it. Click the More button if you 
want to fine-tune your search. 

Send Netscape Page 
Suppose you are viewing a Web page you would like to e-mail to a friend. Press Ctrl-M to open a new Mail 
Composition Window. Using your mouse, drag the Location icon (between the words Bookmarks and 
Location on your Location Bar) into the outgoing message. As a result, in the body of your message you will 
have the title of the Web page, linked by HTML to the corresponding URL. Address the message and all 
your friend has to do is click it to go directly to the page. A second way to send the page is to go to File, 
Send Page, and type in the person's address. 

Close Pop-up Windows Quickly 
Next time you're annoyed with a popup message or ad banner, try Ctrl+W to close it. This works with most 
popups and ads, but not all. 
 
Sending a Web Page 
Here is a quick way to send the address of a web page you're viewing to a friend. Use the keyboard shortcut 
Ctrl + M to open a new message window. Move the window down if needed to be able to see the Location 
Bar. Now drag the Location icon (the green bookmark icon to the left of the word Location:) into the 
message area of your composition window. The title of the Web page you are viewing appears inside your 
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message and is linked to the web address. Now all you have to do is address the message and Send. This 
only sends the link to the page. If you use a previous tip and go to File, Send Page, it sends the whole page. 
Sending just the link cuts down on the size of the e-mail. 

Load Web Pages in New Window 
There may be several links you want to check out on a Web page. To make your browsing faster, right click 
on a link and click on "Open in New Window". This will open the next page in it's own window, and while it 
is waiting to load, you can be scrolling through the rest of the links to see what else you want to check out. 
You can switch between the open windows by clicking on their buttons on the task bar. 
 
Stop Animations and Sound on Web Pages 
Have you ever landed on a web page that was full of annoying animations and/or background sounds? These 
kind of sites can annoy even the most tolerant of us. If the page has something you really need to read, it 
makes it just that much worse. To stop those animations and sounds, click the Stop button on your web 
browser Toolbar. The animations and background songs should cease. 

Netscape's Bookmarks Update 
There is an update feature you can use to check your bookmarks for links that no longer work. Go to 
Bookmarks, Edit Bookmarks, View, Update Bookmarks. Then click on All Bookmarks, or select the ones 
you want to check and click on Selected Bookmarks. Click on Start Checking and Netscape will verify each 
link. A question mark will be displayed beside each one that cannot be successfully retrieved. Then you can 
delete those that no longer work. 

Fast E-mail Address 
If you want to send an email while surfing, you don't need to open your email program. Just type in mailto: 
without the quotes in the browser location box, where a Web site URL normally goes. Follow it, without 
spacing, with the email address of your intended recipient. Touch Enter and an email composition window 
will open with the email already addressed for you.  
 
A Way to Remove Long Recipient Lists in E-mail 
To remove long recipient lists from messages that have been forwarded many times (or that may have been 
sent to dozens of people at once by a single sender), select the text of the original e-mail. Right-click and 
Copy the text. Click New Message and Paste the copied text to the new message. Address and send to those 
with whom you wanted to share the 'clean' copy. 

Adding Bookmarks In Netscape 
An easy way to add a bookmark in Netscape is to drag the URL from the Web page to the blue Bookmark 
Quickfile button. To do this, use the mouse to grab the icon (green ribbon) just to the left of the address bar 
to the Bookmarks button. Hold the mouse button down until the Bookmarks menu opens. Drag the URL to 
the folder you want it to reside in, and then release the mouse button. 

Search A Page In Netscape 
Suppose you just searched the Internet and there you are on the site recommended by the search engine. But, 
where is the information you want? It's there somewhere. To locate your information in that long Web page, 
go to the top of the page and then press Ctrl + F. Now, type a keyword into the "Find what" entry box and 
press Enter. 

Quick Shortcut to Any Internet Page 
You can easily create a shortcut on your desktop while surfing. Right click on any Internet page and select 
Create Shortcut. Click OK on the dialog box that comes up. A shortcut to the page will appear on your 
desktop. 
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Saving E-mail to a Floppy Disk 
If you are using Netscape Mail: 
1. While viewing the e-mail that you want to save, click on File, go to Save As and then click on File in the 
sub-menu. 
2. In the Save in field, click the drop down list, and select 3 1/2 floppy A: 
3. Under File name, type a name for the e-mail message. 
4. Then click Save. 
This will save the message as a text file that can be read in any word processor. 
 
Searching The Web 
There are some standard search engine procedures that you can use to enhance your Web searches. For 
example, if you search for "chocolate cake" (using no quote marks in the search box) you'll probably get 
pages that refer to "chocolate" and "cake" and "chocolate cake." However, if you enclose the search words in 
quotes--as in "chocolate cake"--you'll get mostly responses that refer only to chocolate cake. 

Full Screen View In Microsoft Internet Explorer 
If you are viewing pages in Internet Explorer, you can use the full screen view to see the whole page without 
any unnecessary menus in the way. To change to full screen view, choose View, Full Screen or you can press 
F11. F11 is a toggle key, so pressing F11 again will return you to the standard view. 

Scrolling In Microsoft Internet Explorer 
Although there are a number of ways to scroll through a Web page in Microsoft Internet Explorer (Page 
Down, Page Up, use the mouse, etc.), one of the easiest is to simply press the Spacebar. Pressing the 
Spacebar scrolls down a page. If you need to scroll up a page, press Shift + Spacebar. The Spacebar will also 
scroll down in Netscape, but Shift + Spacebar will not work to scroll back.  

Netscape Shortcuts: 
CTRL + B = Open bookmarks 
CTRL + F = Find on this page 
CTRL + H = Open history 
CTRL + M = Compose e-mail 
CTRL + N = Open new browser window 
CTRL + O = Open local file in browser 
CTRL + P = Open Print dialog 
CTRL + R = Refresh page 
CTRL + U = Open HTML code of current location 

Netscape Shortcuts 
You know that clicking on the Back and Forward buttons in Netscape Communicator takes you to another 
site you have recently visited. If you right click the Back or Forward button, it opens a list of visited pages. 
You can then click on the page to which you wish to return. 
 

Saving Attachments 
Would you like to keep a file that's been sent as an attachment? You don't want to have to open that e-mail 
every time you need it. Instead, save it to your hard drive. Open the e-mail message that contains the 
attachment you want to save. Right-click the attachment icon, and then click Save As. Type a name for the 
file in the File Name box, and navigate to the folder where you want to save the file, then click Save.  

Quickly Add a Bookmark 
To quickly add a bookmark when visiting a website you wish to return to later, use the keyboard combination 
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CTRL + D. This adds a bookmark to the bottom of your bookmark list and will work in either Netscape or 
Internet Explorer. 

When You've Clicked the Wrong Link in Your Browser 
If you've clicked the wrong link and still have the left mouse button pressed down, just drag your pointer off 
the link to a blank spot and release. If you've already clicked the link and you're off to the wrong page, hit 
your Escape key. That will stop your browser. That's also a good way to stop pop up windows when you 
open a site that has them. 

Removing Angle Brackets from Forwarded E-mail Messages 
If you have a forwarded message from which you would like to remove the angle brackets (>>), try using 
Word's Find And Replace feature. To do so, copy and paste the message contents in a new Word document. 
Next, choose Edit, Replace from the menu bar, or press Ctrl + H to access the Replace sheet in the Find And 
Replace dialog box. Add the character(s) you'd like to strip in the Find What text box (be sure to add the 
space if there is a space between the brackets), leave the Replace With text box empty, and then click 
Replace All. Your message should be clean. 

Better Browsing 
If you want to follow a link on a Web page, but keep open the page that has the link, right-click the link you 
want to follow and select Open in New Window from the resulting menu (you can also hold down the Shift 
key while you left-click). A new browser window will open and display the new page. 

Search a Web Page 
To find something on a long web page, press CTRL + F to open the "find" box. Then type in the word you 
are looking for. After you type in your search term, press the Find or Find Next button and Netscape or 
Explorer will look for that word on the page. If it's successful, you'll be zapped right to it. 
 
You can also use a variation of this tip in Windows Explorer. Next time you're looking for a file in explorer, 
press CRTL + F and you'll get a Search box. If you are already in the area of your hard drive where you think 
the file is (say, My Documents), press CTRL + F and your search will be set to look in the My Documents 
folder. 

Printing Netscape Bookmarks  
There's no really quick way to simply touch a button and print bookmarks in Netscape, but there is a work-
around. Click on Bookmarks, Manage Bookmarks, Tools, Export and Save the bookmark file to the folder of 
your choice (My Documents or Desktop would be best). Close the Bookmarks window. Open My 
Documents or go to your Desktop depending on where you saved the file. Right-click on the Bookmark file 
and choose Open With..., scroll down and select WordPad. This is cluttered, but it allows you to see the 
addresses of the sites. You can delete extra information if you wish. Then go to File, Save As, choose where 
you want to save the file, put a 2 after the File name (bookmarks2) and click Save. Say Yes to the dialog box. 
This will save it as a text file. Once you've saved this file, open it and Print. You can use a highlighter to 
highlight the addresses and site names for easer reading. 
 
Netscape Keywords 
Get instant access to information anywhere on the Internet just by entering what you're looking for in your 
Netscape browser. With Internet Keywords, you can quickly find what you're looking for. No need to visit a 
search engine page or to remember a specific URL or web address. How does it work? Just type a company 
name or a common term in the browser location box at the top of your Netscape browser (version 4.06 or 
above), and press enter. Some examples to try: Sherman, 75090, Austin College, Dallas restaurants, 
McKinney shopping, Amarillo weather, Austin news, Thanksgiving lesson plans, etc. 
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Netscape Browser Shortcuts: 
Open History Window: Ctrl+H 
Reload: Ctrl+R 
Back: Alt+Left Arrow  
Forward: Alt+Right Arrow 
Stop: Esc 
Home: Alt+Home 
Go to Bottom of Page: End 
Go to Top of Page: Home 
New Window: Ctrl+N 
Close Window: Ctrl+W 
Go Up one Line: Up Arrow 
Go Down One Line: Down Arrow 
Full Screen (toggle): F11 
Find on Page: Ctrl+F 
Bookmark Page: Ctrl+D 
Print Current Page: Ctrl+P 
Manage Bookmarks: Ctrl+B 
Maximize a Window: Alt+Space+x 
Minimize a Window: Alt+Space+n 

Scrolling on Web Pages 
If you have a mouse with a wheel, you can click the wheel when on a Web page and it will provide an 
up/down arrow icon. Then move your mouse up or down to scroll. The farther away you move from the icon, 
the faster it will scroll. If you let go of the mouse it will continue to scroll. To stop and remove the icon, click 
the wheel again. 
 
Quick E-mail  
If you want to send a quick e-mail while visiting a Web page, type mailto: in the Address: box of Netscape 
and press Enter. A composition box will appear and you can then address, type a message and send. 

Stop Web Page Animations and Sounds 
If you are visiting a page that has annoying animations or background sounds, click the Stop button on the 
Web browser toolbar. That should stop most animations and sounds. You will need to do this on each page 
that you visit. 
 
Quick Word Definition 
To get a quick word definition, go to Google (http://www.google.com) and type "define:" (without the 
quotes) followed by the word. So, if you want to know what "gigabyte" means, just type in "define: gigabyte" 
(again, without quotes) and click the Search Button. You'll get a list drawn from several sites. 
 
Add a Background to Netscape E-mail 
Open a Compose window. Address the message, type a Subject and then type your messsage. Go to Format, 
Page Colors and Background. Click the Choose File button. Find a background texture that you have saved 
to My Documents. Click Open. Then click OK. Your background texture is applied to your message. A good 
site to find backgound textures is www.grsites.com. 

Send a Sound Wave in an E-mail 
You can send a personalized email with a voice message. Open the Windows Sound Recorder that's located 
in Start/Programs/Accessories/Entertainment/Sound Recorder. Use the buttons just like you would a tape 



 8
recorder and save the file to My Documents. Then attach it to an email. You have to have a microphone for 
this to work. 

Forward Part of an Email 
To forward part of an e-mail without all of the addresses and forwarding information, click the Forward 
button, select the unwanted portions of the e-mail and then Delete. You can then send the edited e-mail 
without all of the unnecessary information. 
 
Quickly Bookmark a Web Page 
If you find a site you want to bookmark, just press Ctrl + D. This will add it to your bookmark list. 
 
Keep Backgrounds From Printing on Web Pages 
If you want to print a Web page without printing the background in Netscape: 
1. Go to File, Page Setup. 
2. Make sure the "Print backgrounds" box is unchecked. 
3. Then print as usual. 

Drag and Drop to Save Web Graphics 
To save a graphic from the Web you normally right-click, select "Save Picture As" from the menu, and then 
save it to your hard drive. An easier way to quickly save it is: Left-click the picture, keep your mouse button 
down, then drag it onto your desktop. For this to work, your browser needs to be Restored Down to a smaller 
size. (middle button in the group of three on the top right corner of the window) 
 
Set Your Homepage in Netscape 
This is a quick way to set your homepage with Netscape. Go to your address bar and drag the little 
Bookmark icon (the slanted ribbon) next to the address to your Homepage button (the little house). You'll get 
a message asking you to confirm that you want to switch your homepage. Answering "yes" will set the new 
homepage for you. 
 
Refresh Your Browser 
If you go to a Web page that should have updated content but it seems as if it didn't change, that could be due 
to a cached version coming up. To make sure that you are getting the most recent version of a page, hold 
down the Ctrl key and click the Refresh button in your browser. 

Save Pictures from Web Pages 
To save a picture from a web page to your computer, just right-click the image and select "Save Image As..." 
from the menu that pops up. If you really like the picture, you can set it as your wallpaper from the same 
menu by choosing "Set as Wallpaper". Just make sure the image is big enough. If it's too small, it won't work 
very well. 

Quick Word Definitions 
Need a quick word definition? Go to Google and type "define:" (without the quotes) followed by the word. 
So, if you want to know what "gigabyte" means, just type in "define: gigabyte" (again, without quotes) and 
click the Search Button. You'll get a list of definitions drawn from several sites. 

Keystrokes for Browsing the Internet 
When you are browsing the Internet with either Netscape or Internet Explorer, you know that you can go 
back and forward with the Back button and the Forward button. You can also use the keyboard to go back 
and forward. Hold down the Alt key and use the right and left arrows.  
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Accessing Links on Web Pages 
If you want to follow a link on a Web page, but keep open the page that has the link, right-click the link you 
want to follow and select Open in New Window from the resulting menu. A new browser window will open 
and display the new page. You can then use the Restore Down button in the top right corner of both 
windows, size them and move them side by side for viewing both at the same time. 
 
Using Full Screen View In Your Browser Window 
If you are viewing pages in Netscape or Internet Explorer, you can use the full screen view to see the whole 
page without any unnecessary menus in the way. To change to full screen view, choose View, Full Screen or 
you can press F11. F11 is a toggle key, so pressing F11 again will return you to the standard view. This will 
remove everything except needed buttons. (Back, Forward, etc.) 

E-mail Etiquette  
Sending e-mail that's looks good is a reflection of your professionalism. Here are 10 tips (suggested 
guidelines) to writing a good e-mail message: 
 
1. MANY READERS DON'T LIKE ALL CAPS. IT'S HARD TO READ AND SEEMS LIKE YOU'RE 
SHOUTING! 
2. use punctuation its hard to read stuff that doesnt have any commas capital letters periods or apostrophes  
3. Usee yur spall chacker. Its annyang to try to reede constent spalling misstakes. 
4. When forwarding an e-mail to someone, copy and paste what you want to send into a new e-mail then 
send it.  
5. Be courteous enough to use BCC (Blind Carbon Copy) when forwarding an email to everyone in your 
address book.  
6. Avoid embedding sounds or using stationery in your messages. It's cute, but it takes longer to download 
and can be annoying to the recipient.  
7. Remember that large attachments take a long time to download.  
8. Re-read your e-mail message for mistakes before you send it out.  
9. When replying to a message, only include what you are responding to. 
10. Finally, don't use short hand. Stuff like "r u going to stp by ltr" can be hard to read. Don't B Lzy, typ the 
whole wrd. 

Adding Attachments to E-mail Messages 
To add an attachment to an e-mail message, you usually click on the paper clip and then find the file you 
wish to attach. There is another way. First, open Windows Explorer or My Documents and navigate to the 
file you want to send (you won't want the window maximized). Next open Netscape mail and start a new 
message. Click on the Windows Explorer or My Documents button on the Taskbar at the bottom of your 
screen. Then drag the file to the attachments area of the e-mail (not the body). It's ready to address and send.  

Using E-mail Auto-Responders 
It's a good idea to avoid using auto-responders when you are out of the office or out of town. The reason is 
that any email you get will be given a response, including spam. Thus the auto-responder verifies your 
address as valid, leading to even more unwanted mail. 

Checking Bcc'd E-mail Recipients 
To see who you sent a message to using Bcc (blind carbon copy) in Netscape Mail: Open your Sent folder. 
Double-click the message. Then click the arrow to the left of the Bcc line. A list of all Bcc'd e-mail addresses 
should show. 

Web Pages That Won't Go Back 
If you click on a Web link and then decide to go back to the previous page, you normally click your Back 
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button. Sometimes the page just reloads and won't go back. When this happens, click the down arrow to 
the right of the Back button and click on the page to which you wish to return. 

Updating Web Pages 
If you go to a site that should have updated content but it seems like it didn't change, that could be due to a 
cached version coming up. To make sure that you are getting the most recent version of a page, hold down 
the Ctrl key and click the Reload or Refresh button in your browser. 

Close the Sidebar in Netscape 
If you want to quickly hide the Sidebar in your Netscape browser, press the F9 key on your keyboard. 

Keeping Your E-mail Cleaned Out 
Be sure to periodically clean out the Sent Items folder in your e-mail program. You'd be surprised how much 
e-mail can accumulate. We had one with 7500 messages taking up space! 
 
What To Do if You Click the Wrong Web Page 
If you've clicked the wrong link and still have the left mouse button pressed down, just drag your pointer off 
the link to a blank spot and release. If you've already clicked the link and you're off to the wrong page, just 
press your Escape key. That will stop your browser. And, of course, you can always use the Back button.  

Display Bookmarks in Sidebar in Firefox 
To display your bookmarks in the left sidebar in Firefox, press Ctrl + B. Pressing Ctrl + B again will close 
the sidebar. 

View Web Pages Full Screen 
If you would like to see more Web page and less Web browser toolbars, here's a little trick you'll like. Press 
the F11 key. It will put you into "full screen" mode. Press F11 again to go back to normal mode. This works 
with most browsers. 
 
Saving E-mail Pictures 
To save pictures from Web pages, you right-click the image and choose "Save Image As..." You can do the 
same with pictures in your email. Just right-click the picture and choose "Save Image As..." Give it a name 
and location where you can easily find it. 
 
Clicking the Back Button on Web Pages  
Occasionally you will go to a Web page that will not let you go Back. The screen just refreshes when you 
click your Back button. When this happens, an easy way to go back is to click the down arrow to the right of 
the Back button. This will give you a list of the pages you have visited during the current session. Just click 
on the page you wish to go back to. 
 
Quickly Delete E-mail Messages 
To quickly delete messages in your Thunderbird e-mail inbox, select the first message, press the shift key, 
and select the last message. Now they should all be selected. Press delete, and the whole list disappears! To 
pick and chose the messages you wish to delete, use the Ctrl key. 
 
Organize Messages in Thunderbird 
In Thunderbird, you can organize the messages your inbox by sender, subject line, date received, or the 
address to which the message was sent. Just click on the "From", "Subject", "Received", or "To" headers 
above the list of messages. The list of messages will reorganize.You can reverse the order by clicking on that 
header again. For example, click "Received" again to see oldest or newest messages first. 
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Return to Top of Page 
If you need to get back to the top of a long Webpage, press the Home button on your keyboard. This works 
in many other programs also! In some cases, you will need to press Ctrl + Home. 
 
Find a Word or Phrase on a Webpage 
To find a word or phrase on a Webpage, press Ctrl + F. Type in the word or phrase, and let the "Find" feature 
do the looking for you! This works in other programs also. 

Quickly Open a Second Browser Page 
If you have one Webpage open and would like to keep it open while you visit another, hold down Ctrl and 
press the letter N. A new Web browsing window will open. You can refer to the current Website in one 
window and proceed to another page in the other one.  

Return to the Top of a Webpage 
If you need to get back to the top of a long Webpage, press the Home button on your keyboard in the cluster 
of keys above the arrow keys. This works in many other programs also. 

Internet Browser Shortcuts 
There are several Internet Browser shortcuts, but here are some that you might use more often than others: 
 
After you have visited several pages the following will work: 
Alt + Home = Homepage 
Alt + Left Arrow = Back to the previous page 
Alt + Right Arrow = Forward to the next page 
Ctrl + Alt + Up Arrow = Scroll page up 
Ctrl + Alt + Down Arrow = Scroll page down 

Drag and Drop Text Editing 
If you have accidentally put information in the wrong box while filling out a form on a Web page or in a 
software program, you probably just deleted it and re-typed it in the appropriate box. An easier way to move 
the text to the correct box is to select the text that's in the wrong location and drag it to its proper place. This 
works with more than just forms. If you are re-doing a table in a word processing program, you can also drag 
and drop text. You can select any text in a word processor and drag it to a new location. Not just in tables. 

Open the URL Address Box with the Keyboard 
With your Internet browser open, Internet Explorer or Firefox, press Ctrl + L to bring up the Address Box 
and either type in an address or use the down arrow key to scroll through the previously accessed sites. Press 
Enter to choose one. 

Go Home in Internet Browser 
If you have clicked on several links and would like to return to the home page, press Alt + Home. (There is a 
Home key on your keyboard.) 

Save Pictures from Web Pages 
To save a picture from a Web page to your computer, right-click the image and select Save Image As... or 
Save Picture As... from the menu that pops up. Choose where you want to save the picture or graphic, give 
the file a new name if necessary, and click Save. 

Quick E-mail Sorting 
If you have a large amount of e-mail in your Inbox, or any other mail folder, you can sort the messages to 
make finding a specific one easier. There are columns at the top of your Inbox titled Subject, Sender, Date, 
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ect. If you click on the word Subject, your e-mail messages will be sorted by subject. If you click on the 
word Sender, they will be sorted by who sent them. If they are sorted in A-Z order, clicking on the word 
again will sort them in the opposite direction, Z-A. 

Quickly Add a Bookmark 
To quickly add a bookmark when visiting a Web site that you wish to return to, press Ctrl + D. This adds a 
bookmark to the bottom of your bookmark list and will work in most browsers. 

E-mail Etiquette 
When e-mailing to a large group of unrelated recipients don’t put all the destinations in the To or Cc lines. 
Some may not want their addresses revealed. Put yourself in the To line and Bcc (Blind carbon copy) 
everyone else. 

 


