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The bookmarking feature lets you store the addresses of Web pages you visit frequently.

Bookmarks save you from having to remember and constantly retype your favourite Web page addresses.
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When you surf, it is easy to forget how you got to a certain page.   Bookmarking is the process of creating a database of particular Web sites you have visited and wish to return to.

Bookmarking sites that you wish to use with your pupils and also the sites you feel are useful for your own professional development can save valuable time.

There are two main ways of organising your bookmarks:

1. The first way is to simply add sites to the bottom of your bookmark list. If you regularly bookmark sites, however, you will soon end up with a long list which can become unmanageable; this will negate the benefits of bookmarking.

2. The second way is more efficient and involves developing a strategy for organising and filing you bookmarks. Bookmark folders are created and sites are bookmarked within the relevant folder.

Your bookmark organisation will very much depend on who will have access to the Internet computer(s).

· If there are a number of classes using the Internet in a central location you may wish to create a folder for each class. 

· If your class has sole access to the Internet machine then you may wish to create folders for different curricular areas or topics.

· You may also wish to create a folder for professional development. 

If there are several machines then obviously bookmark folders will need to be created on each computer.

There are some practical tasks for you to try on the next page.  

Task 1 - Adding a site to the Bookmark List.
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www.teachersfirst.com
This is a site you may wish to use for professional development or resources. 

1.  Type the address in the Location Bar and hit the return key to go to the site.

2.  Right click on the Web site

3.  Choose Add To Favourites from the resultant menu and then click on   OK.
Alternatively:
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2. Choose Add to Favourites. 
3. Click on OK.
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Or:
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1.  Click on the Favourites icon on the toolbar.
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2. Choose Add. 
3. Click on OK.
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With all of these methods, the site will be added to the bottom of your bookmark list.  To visit the site again later, simply click on the Favourites icon on the toolbar, if required and click on the site name. 


To think about:

· How will you organise your bookmark files?

· Who will be responsible for keeping the filing system in order?

Task 2 -Creating Folders and Sub-Folders

	1. Click on the Favourites icon on the   toolbar, if required.

2. Choose Organize.
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	3. Choose Create Folder.



	4. A new folder icon will appear. Type in the required folder name, for today just use your own name. 

5. Click on Close.
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	The folder should now appear in your favourites list.



	6. It is possible to create folders within folders. Once your main folder has been created, simply repeat the steps above to create a new folder.  Call it resources.

7. Highlight the new folder and choose Move to Folder. 

8. When the Browse for Folder window appears, click on the appropriate host folder, in this case your main folder.

9.  Click on OK then Close.
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Task 3 - Filing your Bookmarks OnLine 

Follow the instructions below to file resources in your bookmark folders.

	Go to the Teachers First Web site.

1. Click on the Favourites toolbar icon, if required.

2. Click on Add.
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	3. The Add Favourite window will appear. If required, click on Create In to view your bookmark folders.
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	4. Highlight the folder you wish to file the resource in, in this case choose your main folder. 

Note: the + symbol denotes a folder contains sub-folders, clicking on the + will display the sub-folders. 
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	5. Choose OK to file the bookmark in the chosen location.



	Sometimes when you want to file a web site, there may not be an appropriate bookmark folder already created. It is possible to create new folders and sub-folders during the bookmarking process.



	6. Choose the Classroom Resource and Content Matrix links on the TeacherFirst site. Use the links to find lesson plans of interest to your subject.
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	You will now bookmark the lesson plans and create a new bookmark folder to house them.



	7. Click on the Favourites toolbar icon, if required.
8.   Click on Add. 
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	9.  The Add Favourite window will appear. If required, click on Create In to view your bookmark folders.
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	You wish to file the lesson plans in a new folder called lesson plans. 
You must now decide where the new folder should appear in the folder hierarchy. 



	By default Favourites will be highlighted and if New Folder is chosen, the new folder will be a sub-folder of Favourites on the same level as your main folder.
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	10. If we wish lesson plans to be a sub-folder of resources, we must ensure that the resources folder is highlighted. 


11.  Choose New Folder.


	


	
	

	12.  Type in the folder name.

13.   Click OK.
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	14.  If required, click on Create In to display your bookmark folders.
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	15. Ensure lesson plans is         highlighted.

16. Click on OK.
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	The bookmarks should be displayed in the Favourites list.
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Task 4 – Re-organising your Bookmarks 

It may be that you already have a long disorganised list of bookmarks on your computer, it is quite easy to move bookmarks retrospectively to a new location.  

To reduce costs, it is obviously better to re-organise your bookmarks off-line when you are not connected to the Internet.

Follow the instructions below to move bookmarks between folders.

	1. Click on the Favourites icon on the   toolbar, if required.

2. Choose Organize.
	


	
	3. Highlight the bookmark you wish to move. 

4. Click on Move to Folder.



	5. When the Browse for Folder window appears, highlight the folder where you wish to relocate the bookmark.

6. Click on OK then Close.
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Task 5 – Renaming or Deleting Bookmarks

To reduce costs, it is obviously better to rename or delete your unwanted bookmarks off-line when you are not connected to the Internet.

Use the instructions below to rename or delete your bookmarks. 

	1. Click on the Favourites icon on the   toolbar, if required.

2. Choose Organize.
	


	3. Highlight the bookmark or folder you wish to rename or delete. 



	
	4. To rename a bookmark or folder click on the Rename button.

5.  Click on Close.



	
	6. To delete a bookmark  or folder click on the Delete button.

7.  Click on Yes, then Close.
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