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Appendix 5 
Bookmarking and Tagging Web Pages on Your Computer
A common feature of most Web browsers is the tool to ‘bookmark’ a Web page or a Web site. By bookmarking a Web site, you can access it without having to type the Web site address each time you want to visit.

Note: The instructions given below are specific to bookmarking Web sites locally, i.e., the Web sites you have bookmarked on a particular computer can only be accessed on that computer. Bookmarked Web sites will differ from computer to computer.
How to Bookmark a Web page on Your Computer

1. Start the Web browser. (For help, see Web Technologies Skill 1.1: To open a Web browser or Web Technologies Skill 3.1: To open a Web browser.)
2. Click to place your cursor in the Address or Location bar. Type the address of the Web site for which you would like the information. (For help, see Web Technologies Skill 1.4: To go to a page on the Web or Web Technologies Skill 3.4: To go to a page on the Web.) 

Note: Make sure that you type the Web site address correctly since a typing error may take you to a different Web site that does not work.

3. Press the Enter key on your keyboard or click the Go button. Then, wait as the Web page loads on your computer.

4. If you would like to visit this page or any Web site again, you can bookmark it. (For help, see Web Technologies Skill 1.5: To bookmark a favourite page on the Web or Web Technologies Skill 3.5: To bookmark a favourite page on the Web.)
Note: If you wish, you can store this Web site in the default folder or you can choose to create a new folder to store your bookmarked Web sites. 

5. If you are using Mozilla Firefox*
, to store your bookmarked Web site in a new folder, on your Bookmarks Toolbar, click Bookmarks | Bookmark This Page. Then, next to the Folder field, click Show all the bookmarked folders button to expand the menu. Click New Folder. Type the name that you want for your folder. To tag the Web site, add the relevant words in the Tags field. Click Done. 

6. If you are using Internet Explorer*, to store your bookmarked Web site in a new folder, on your Favorites Toolbar, click Favorites | Add to Favorites. Then, click New Folder. Type the name that you want for your folder. Click Create. Then, click Add.  

7. Follow steps 5 or 6, depending on your Web browser to add more bookmarks and/or tag them.

8. Click the Close button at the top-right corner of the browser window to exit.

Note:

If you are using Mozilla Firefox*:

9. To quickly search for the Web site that you have tagged on your computer, click Bookmarks Recent Tags. Select the Web site from the tag list.
10. To tag or organise already bookmarked Web sites click Bookmarks | Bookmark This Page. Then, below the Folder field, tag your Web site by adding words in the Tags field. Click Done. 
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