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Google is a deceptively simple, yet extremely effective search engine. When you ask it to search for something, it examines
billions of websites worldwide in a matter of seconds. So, it’s important that you ask it the right question, or you could find
yourself with millions of suggestions to look at before you find the page you want.
Internet safety tips:
1. Certain keywords that you can search for on search engines such as Google may carry the risk of unwanted adware,
spyware, and other malicious software.
2. You can adjust your browsers settings to prevent unwanted programs being run without your permission.
3. Through your browser settings you can control your cookie preferences.
4. Make sure you are aware of any personal information you might submit online.
5. For more information read our guide on How to search the internet.
6. You can block explicit results on Google using SafeSearch.
This guide will show you how to use basic search techniques with Google to get exactly the information you need.
Follow these step-by-step instructions to search using Google on Windows 10
Step 1: Open Google using Internet Explorer
You can use Cortana on Windows 10 to open Internet Explorer or if you have it pinned to your taskbar. Firstly, go to Google
and click in the search box. Use this guide to make Google your default search engine.

Step 2: Use Google search
Type in words that are relevant to what you’re looking for – that is, keywords. In this case, you’re looking for a holiday in
France, so your keywords would naturally be ‘holiday’ and ‘France’.
Note that, if you type in all lower-case letters and not use capitals, this won’t change the number or kind of results you get.
However, if you reverse the words in a search or just add an ‘s’ to the end of one of them, the number and type of results
will change.
Top tip: As you type, you will notice that Google offers you suggestions of words or phrases that it thinks you might want to
type. If you wish to choose one of these suggestions, click on the suggestion with your mouse, or use the arrow keys to
move up and down the list and press the enter key on your keyboard.

If you don’t wish to take advantage of the autocomplete suggestions, carry on typing.
Now you can click the icon of the magnifying glass to do a Google Search. However, as you type the search criteria, the list of
results will dynamically change to reflect changes to what you are typing.
Step 3: Google search features
You can also click on I’m Feeling Lucky below the search box. This will take you automatically to the very first search result
that would appear if you did a normal search. This might be helpful if you’re looking for something that will produce only a
single result – for instance, Google itself. But as the internet has got more complicated, it’s almost impossible to ensure that
the best result will always be the first, so using this button is not recommended.
Step 4: Using advanced search
You can use advanced search under settings to refine your Google search results.

Remember that many companies spend a lot of time and money tweaking their websites so that they appear as close as
possible to the top of search engine result pages, even if this means that they aren’t as relevant to your search as they
should be. It can be a good idea to look at search results some distance (even 10 or more pages away) from the first ones, to
find something that might be less commercial but more desirable from your point of view.
Remember that you can use Google to search for a huge variety of things – not just holidays, but for shopping, finding out
about something, places of interest, directions as well as images, videos and much more!
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Remote Digital Championing!
Guides covering some tips and techniques for providing remote support to learners, an increasingly important service
in times of social isolation.

Find out more

Free how-to guides for your website
Why not add our award-winning and extensive range of digital skills guides to your website?
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Start a Digital Champion movement!
Could your workplace do with developing its digital skills? With funded membership opportunities currently available,
now is the perfect time for organisations to join our Digital Champions Network.
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Subscribe to our newsletter
Join our mailing list to receive the latest news, offers and expert insights from our team.
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