SURFING THE NET EXERCISES

INTRODUCTION A Career as an Office Professional

Exercise IN-1

Using search engines is an efficient way to access information on the internet. In this exercise, you will familiarize yourself with different search engines that you may use to complete the Surfing the Net exercises.

A. Connect to the internet and enter the address www.searchenginewatch.com/links to access the SearchEngineWatch website.

B. On the Search Links page, access Major Search Engines and Directories.

C. Make a list of the three most popular search engines used
Other popular search engine sites:

Search Engine Guide: www.searchengineguide.com/searchengines.html
MetaCrawler: www.metacrawler.com
Search: www.search.com
Infopeople: www.infopeople.org/search; access the Best Search Tools Page and identify this site’s top four search engines and two subject directories.

Exercise IN-2

OfficePRO magazine, published by the International Association of Administrative Professionals (IAAP), contains a wealth of information for administrative professionals. To learn more about OfficePRO and IAAP, complete the following:

A. Connect to the home page of IAAP Headquarters at www.iaap-hq.org and access the OfficePro Magazine through the Publications tab. Read the This Month’s Cover Story of the current edition and review other articles in the Article Archives. Select an article that interests you and share the information it contains with your class.

B. Connect to the IAAP home page and access the About tab and Select Chapter Locator from the left-hand menu. Use the map feature to locate your local chapter. As the site mentions, only those chapters with websites are listed; however, you can access the Membership Department for a complete listing of chapters if one is not listed for your area.

C. Review other areas of the IAAP Headquarters home page to familiarize yourself with the organization.

Exercise IN-3
Another professional organization for administrative professionals is the Association of Administrative Assistants their home page is located at www.aaa.ca. Navigate to this website and access the home page.  Complete the following:

A. Read the background information of this organization and note the motto, mission and vision components of this organization

B. Connect to the Q.A.A. tab and translate this abbreviation.

C. Connect to the about tab and use the membership tab to list five benefits for becoming a member of this association. Present your findings from A, B & C to your instructor
